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WELCOME TO BUNBURY FLYING SCHOOL

Thank you for choosing Southern Aviation Pty Ltd trading as Bunbury Flying School as your training
provider and allowing us to play a role in your learning journey.

We pride ourselves on professional, flexible learning and providing you with the best experience
possible to attain your learning goals.

BUNBURY FLYING SCHOOL

e is committed to providing a professional flight training service to all students, and enable each
person to achieve their desired goal

e will continually monitor, develop, and improve its services in striving for excellence

e will provide a safe and friendly environment for its staff, suppliers and clients, and at all times
treat them with respect and understanding

o will ensure the viability of its business at all times

Southern Aviation Pty Ltd vision is to establish a world-class pilot training facility providing students
with a structured learning path to becoming professional pilots. Its training philosophy is to equip
graduates with the complete set of piloting skills and the operational capability needed to function
effectively and safely at entry level to the industry.

| look forward to hearing of your achievements and providing support where | can. | trust you will
enjoy your time with us and wish you every success in your learning.

Blair Howe
DIRECTOR
Bunbury Flying School
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APPLICATION AND ENTRY PROCEDURE
1. Ensure you meet Southern Aviation Pty Ltd Entry requirements:

AVI50222 & AVI50519 & AVISS00063 ADVANCED COMMERCIAL PILOT (Dual Diploma
of Aviation)
AV150222 - DIPLOMA OF AVIATION (COMMERCIAL PILOT LICENCE — AEROPLANE)

° Eligible for CASA Class 1 medical requirements
° Eligible for Aviation Security Identification card (ASIC) requirements
o Be a minimum of 18 years of age for CPL Flight Test

° Successful completion of year 12 secondary high school education or
equivalent higher education qualification OR

° Demonstrate evidence of language, literacy, and numeracy skills at
the requisite Australian Core Skills Framework (ACSF) exit level 3 by
undertaking a Language, Literacy and Numeracy Test (LLN Robot) *
assessment tool to show that the student has the required level of
literacy.

*LLN Robot is an approved (by the Secretary under Subsection 2) set of
online assessments used in measuring the literacy and
numeracy skills of students. The assessment process is
conducted with honesty and integrity and the LLN Robot
Reading, Numeracy & Writing assessments produce valid and
reliable data through comprehensive reporting against five
levels of the Australian Core Skills Framework (ACSF). These
assessment results are made available to the applicant as
soon as possible after the testing and to the secretary in the
form, manner and by the time requested by the Secretary.

AVI50519 - DIPLOMA OF AVIATION (INSTRUMENT RATING)
e Valid Commercial Pilots Licence issued by CASA
e  Valid CASA Class 1 or 2 medical

e  Pilot-in-Command (PIC) VFR navigation aeronautical experience:50 hours

AVI50419 - DIPLOMA OF AVIATION (FLIGHT INSTRUCTOR RATING)
e  Valid Commercial Pilots Licence issued by CASA
e  Valid CASA Class 1 or 2 medical

e ASIC

AVI30419 — CERTIFICATE lll OF AVIATION (REPL)
e No prerequisites
e  Minimum age 16 years
e Obtain a CASA Aviation Reference Number
e Be physically able to operate RPAS equipment
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2. Complete the online application form available on the website;
https://www.bunburyflyingschool.com/enrol-now

3. We will contact you within 48 hours to arrange a suitable time for you to come onsite
for an interview and any LLN Robot testing requirements. The following documents
can be emailed through or bring them with you in relation to your enrolment:

- Photo ID / Passport / Citizenship / Visa certificates

- WACE or equivalent higher education qualification

- Birth Certificate - if the student is under 18, information that:

(i) one of the signatories to the application is a responsible parent of the student;
or

(i) the student has received youth allowance (within the meaning of the Social Security
Act 1991) on the basis that the student is independent (within the meaning of Part
2.11 of that Act);

IMPORTANT INFORMATION IF YOU ARE APPLYING FOR VET STUDENT LOANS

The VET Student Loans program assists eligible students enrolled in approved higher level
vocational education and training (VET) courses to pay their tuition fees.
1 Your VET Student Loan debt (VETSL debt) must be paid back at the relevant repayment

rate when your repayment income is above the compulsory repayment threshold. The
compulsory repayment threshold is adjusted annually.

Note: Any VET Student Loan debt incurred prior to 1 July 2019 was referred to as your
Higher Education Loan Program (HELP) debt and continues to be part of that existing
accumulated HELP debt account.

2 Three times each calendar year for the duration of your course, you are required to

submit a Progression Form to confirm your continued engagement in your course of
study. Your approved course provider (provider) will arrange for Progression Forms to
be sent to you using the Department of Employment and Workplace Relations
electronic Commonwealth Assistance Form (eCAF) system. Your ongoing access to a
VET Student Loan is dependent upon you demonstrating that you are still engaged in
and progressing through your course.

3 You will incur your liability to pay tuition fees for each part of your course on the census
day for that part of your course.

4 If you do not wish to incur a liability for that part of the course, you must withdraw your
enrolment in that part of the course before the census day. You must withdraw in
writing and in line with your approved course provider’s withdrawal procedure.

5 Full fee paying/fee for service students will incur a 20 per cent loan fee! on their VET
Student Loan. Students enrolled in a diploma and advanced diploma level course whose
enrolment is subsidised by a state or territory government do not incur a loan fee.

6 You must meet the eligibility criteria to access a VET Student Loan. You will need to
supply information to your provider to prove you meet the eligibility criteria.

7 The amount of a VET Student Loan for a course is capped. The loan may not be sufficient
to cover all the tuition fees for a course. Your provider must send you a written notice
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of the amount of your course tuition fees covered by the loan and any gap fees required
to be paid by you. The information must be sent to you by the first census day for your
course. You are responsible for paying the gap fee as you progress through your course.

8 Information about tuition fees covered by the VET Student Loans program, any other
fees payable for the course, and information on how to withdraw before the census
day without incurring fees, will be supplied to you by your provider prior to your
enrolment.

Please ensure you read the VSL Student Loan Information booklet Vet Student Loans
Information Booklet

ELIGIBILITY FOR VET STUDENT LOANS

To receive a VET Student Loan, you must meet all the requirements below:

be an eligible student

be studying an approved course

be studying with an approved course provider

apply to the government using the approved form, which will be managed through your

PWNPE

provider, and
5. submit Progression Forms to confirm your ongoing engagement with your studies and
continue accessing the loan throughout your course.

To be an eligible student, you must meet ALL these criteria — further detailed below.
You are:

. an Australian citizen or

° a qualifying New Zealand citizen? or

° a permanent humanitarian visa holder, who is usually resident in Australia.

. Your HELP balance (the amount of your HELP loan limit you have left) is more

than SO. This means you have enough HELP loan limit remaining for your
proposed studies to be covered by the loan. The HELP loan limit is the limit on
how much you can borrow. Any borrowing under FEE-HELP, VET FEE-HELP,
VET Student Loans and, from 1 January 2020, HECS-HELP will count towards
your HELP loan limit.

° 2 A qualifying New Zealand citizen is a New Zealand citizen who meets all of the
following:
. holds a special visa category, such as the New Zealand Special Category Visa (SCV);
. has been usually resident in Australia for at least 10 years;
. was a dependent child when he or she was first usually resident in Australia;
. has been in Australia for periods totaling 8 years during the previous 10 years; and
. has been in Australia for periods totaling 18 months during the previous 2 years.
. You are enrolled with an approved course provider in an approved course
and have enrolled in accordance with the application requirements.
. You are studying the approved course primarily at a campus in Australia.
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° You meet the Tax File Number (TFN) requirements.
. You have a Unique Student Identifier (USI) or are otherwise exempt.
. You have given the required documents to your approved course provider

and submitted the loan application form by the first census day no less than
two business days after enrolling.

¢ VET Student Loans will not be approved for students who do not meet eligibility requirements

ABREVIATIONS

ACPET [|Australian Council of Private Education andgsps  |[Education Services for Overseas
Training Students

AQF Australian Qualifications Framework FC Financial Controller

AOC Air Operator’s Certificates HAAMC [Head of Aircraft Maintenance

ARN Aviation Reference Number HOO Head of Operations

ASQA Australian Skills Quality Authority ICAO International Civil Aviation

Organisation

ATPL Air Transport Pilot Licence MAFTC [Manager AFTC

CASA Civil Aviation Safety Authority MBD  |[Manager Business Development

CASRS  |Civil Aviation Safety Regulations MFS Manager Flight Safety

eCAF {E/ISeLc)tronic Commonwealth Assistance Form (fofMHR ~ [Manager Human Resources

CEO Chief Executive Officer MQC |Manager Quality and Compliance

CFO Chief Financial Officer PPL Private Pilot Licence

CLARC  |CASA Licence and Registration Centre RPL Recreational Pilot Licence or

Recognition of Prior Learning

CPL Commercial Pilot Licence RTO Registered Training Organisation

CRICOS palth Register of Institutions and Courses forlSAO Student Administration Officer
Overseas Students

DAME |Designated Aviation Medical Examiner TPS Tuition Protection Service

DAMP  Drug and Alcohol Management Plan VSL VET Student Loans
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SECTION 1 INTRODUCTION

MISSION

To facilitate continuous improvement and learning through collegiate assistance and partnerships.
This handbook is designed to provide some information on issues that may be relevant during your
time with Southern Aviation Pty Ltd. If, at any time, you are experiencing difficulties with your training
we ask that you report your concerns, complaints or grievance to your Trainer/Assessor OR discuss
with the Administration Officer. Should you wish to contact us at any time for more information please
phone 08 9725 4145 or email pam.ray@bunburyflyingschool.com

EXPECTATIONS OF STUDENTS

. All training is competency based, which means Students are assessed on skills they can
demonstrate, tasks they can perform and required skills and knowledge they have gained to
effectively carry out their work

. It is essential Southern Aviation Pty Ltd be notified of any changes of circumstances or
problems that affect the ability of the student to complete the course

BUNBURY FLYING SCHOOL WILL PROVIDE:

e  The learning and assessment materials

e Advice on assessment and flexible methods to cater for specific needs

e Qualified trainers and assessors and the facilities in which to conduct the training and assessment
e  Monitor the progress of the student and provide regular feedback about their progress

e |dentify any training support required by you, the student, offering assistance while meeting the
requirements of the course

e  Providing information about support services available to you outside of the school should they
be required

e  Provide flexible learning opportunities where possible
e Maintain a healthy and effective learning environment for students

e  The appropriate certificate upon completion of the course

ASSESSMENTS

The assessor will seek evidence to confirm achievement of the competencies.
This may include:

e  Observation of simulated workplace activity

e  (Case study

e  Project

e  Written/oral questions

e Observation in the workplace

e  Supervisor/third party report

e  RPL process
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Certification will only be given to students who successfully complete all assessment requirements for
a unit of competency.

Southern Aviation Pty Ltd is required to meet stringent quality requirements in the conduct of all
assessments. Assessors are bound by the Rules of Evidence to ensure that assessments are valid,
reliable, flexible and fair.

STUDENT SELECTION, ENROLMENT AND ORIENTATION
Southern Aviation Pty Ltd conducts induction/orientation sessions for all Students at the
commencement of training. Entry and Student selection requirements vary with different courses and
are provided below and in course promotional material.

1. Ensure you meet Southern Aviation Pty Ltd Entry requirements:

AV150222 & AVI50519 & AVISS00063 ADVANCED COMMERCIAL PILOT (Dual Diploma of Aviation)

AV150222 - DIPLOMA OF AVIATION (COMMERCIAL PILOT LICENCE — AEROPLANE)

o Eligible for CASA Class 1 medical requirements

. Eligible for Aviation Security Identification card (ASIC) requirements

. Be a minimum of 18 years of age for CPL Flight Test

o Successful completion of year 12 secondary high school education or equivalent

higher education qualification OR

. Demonstrate evidence of language, literacy, and numeracy (LLN)skills at the requisite
Australian Core Skills Framework (ACSF) exit level 3 by undertaking a Language, Literacy and
Numeracy Test (LLN Robot) * assessment tool to show that the student has the required level
of literacy. This will be completed when the online application is completed, students are not
accepted into the course until this has been completed

* LLN Robot is an approved (by the Secretary under Subsection 2) set of online assessments used in
measuring the literacy and numeracy skills of students. The assessment process is conducted with
honesty and integrity and the LLN Robot Reading, Numeracy & Writing assessments produce valid and
reliable data through comprehensive reporting against five levels of the Australian Core Skills
Framework (ACSF). These assessment results are made available to the applicant as soon as possible
after the testing and to the secretary in the form, manner and by the time requested by the Secretary.

AVI50519 - DIPLOMA OF AVIATION (INSTRUMENT RATING)

. Valid Commercial Pilots Licence issued by CASA
o Valid CASA Class 1 or 2 medical
. Pilot-in-Command (PIC) VFR navigation aeronautical experience:50 hours

AVI50419 - DIPLOMA OF AVIATION (FLIGHT INSTRUCTOR RATING) (NOT YET AVAILABLE)

. Valid Commercial Pilots Licence issued by CASA

. Valid CASA Class 1 or 2 medical

. ASIC
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AV130419 — CERTIFICATE 11l OF AVIATION (REPL) (NOT YET AVAILABLE)

o Minimum age 16 years

. Obtain a CASA Aviation Reference Number (ARN)

. Be physically able to operate RPAS equipment

2. Complete the online application form available on the website.

https://www.bunburyflyingschool.com/enrol-now

3. We will contact you within 48 hours to arrange a suitable time for you to come onsite for an
interview and any LLN Robot testing requirements. The following documents can be emailed
through or bring them with you in relation to your enrolment:

- Photo ID / Passport / Citizenship / Visa certificates

- WACE or equivalent higher education qualification

- Birth Certificate - if the student is under 18, information that:
(i) one of the signatories to the application is a responsible parent of the student; or
(i) the student has received youth allowance (within the meaning of the Social
Security Act 1991) on the basis that the student is independent (within the meaning
of Part 2.11 of that Act). Information will be provided on documentation (and
completion), training progress, learning outcomes and Ltd.’s philosophy/procedures.

COURSE INFORMATION

Learning and Assessment Strategies are available for all the qualifications within our current scope of
registration and provide course information, content and vocational outcomes. Training plans are
developed for all Students. Specific course brochures or flyers are available. Please ask if you require
additional information for any of our courses/qualifications or visit the website:
https://www.bunburyflyingschool.com/enrol

Southern Aviation Pty Ltd delivers a range of training programs, both accredited and non-accredited,
which we conduct as public courses or customised for students and industry. Our holistic approach
ensures students’ needs are met. Accredited programs have been approved by State and /or
Commonwealth Government.
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SECTION 2 STUDENT RIGHTS AND RESPONSIBILITIES

Southern Aviation Pty Ltd conducts training courses at Bunbury Airport. The following student
etiquette guidelines will help foster a healthy learning environment for all students.

TRAINING & ASSESSMENT

All assessments will be conducted on site, face to face. If you are having difficulty completing an
assessment, you should discuss it with your trainer/assessor well in advance of the due date. This way
the trainer/assessor may be able to offer support or grant additional time. Please note there may be
conditions or penalties to gaining an extension.

WHAT IS ACCREDITED TRAINING?

Accredited Training is training delivered by a Registered Training Organisation (RTO) from a Training
Package which is recognised nationally. Southern Aviation Pty Ltd is a Registered Training Organisation
with all training undertaken in accordance with the Standards for RTOs 2025.

ASSESSMENT

The training you are undertaking is competency based. The competencies and assessment
requirements for your course are clearly stated in the course material (they may be referred to as
learning outcomes). Assessors are bound by a regulation to ensure assessments are valid, reliable, fair
and flexible. The assessor will seek evidence to confirm achievement of the competencies, and more
than one competency may be assessed at a given time.

To demonstrate competency evidence must be proved that the student has demonstrated the
knowledge and skills to meet the performance criteria for each unit of competency. In additional they
must also demonstrate an understanding and operational knowledge of:

° Policies and procedures

° Operating manuals

. Legislation and statutory requirements

. Industry codes of practices

. Organisational structure

. Literacy and numeracy skills relevant to the level of the qualification

Examples of provision of evidence may include:

. Observation of simulated workplace activity

. Case study

o Project

° Written/oral questions

. Observation in the workplace

. Supervisor/third party report

o RPL process
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ATTENDANCE

Attendance in training is recorded each day. These records are required for both learning and health
and safety reasons.

Ground school attendance is compulsory for each subject.

Student attendance in class is paramount to successful completion of learning and assessment
outcomes. Students are expected to be in attendance from 08:00 to 15:00 each day.

It is expected that students will arrive at class on time and remain for full duration. Should it be
necessary for you to leave a class early — you must advise the trainer/assessor before the class
commences.

All classroom sessions are designed to provide students with the essential knowledge and skills
required for relevant units of competency. It is expected however that students will undertake
additional reading and research.

If you are absent from class, it is your responsibility to catch up on any work missed.

If you are going to be absent from a scheduled class or activity, please advise your trainer/assessor or
Southern Aviation Pty Ltd administration personnel. Other arrangements can be made, including self-
paced learning or alternative training dates.

PUNCTUALITY

As a courtesy to other learnings and the trainer/assessor, all students must be punctual throughout
the training day, including returning from breaks. Punctuality shows respect and is essential to avoid
disruption to other students and the trainer/assessor.

PRIVACY AND CONFIDENTIALITY

Southern Aviation Pty Ltd is committed to protecting the privacy of your personal information. As a
RTO, Southern Aviation Pty Ltd is obliged to maintain effective administrative and records
management systems. We have a Privacy Policy that sets out the way we handle personal information,
including the use and disclosure of personal information and rights to access your personal
information. We only collect information that is directly relevant to effective service delivery.
Southern Aviation Pty Ltd will exercise strict control over consent, clarity and confidentiality of
information. If a third party requires Student information, we will obtain written consent from the
relevant staff member or Student prior to the release of any information.

STUDENT ACCESS TO PERSONAL RECORDS

Southern Aviation Pty Ltd maintains two individual student files for every student who undertakes any
form of training and assessment with us. Your Student Flying and Assessment files (electronic) contain
records regarding any training and assessment undertaken and completed. This file is available to
you, through your student logon to Flight School Manager. Students are provided with the opportunity
to access personal information we hold on them by request. Where relevant they may be able to
correct that information if they determine that it is incorrect.

Students are informed of assessment outcomes at the time assessment takes place however may
request information regarding their participation and progress at any time.

Students may also request a replacement certificate or statement of attainment when required with
proof of identity (a processing fee of $50 applies).
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BEHAVIOUR

Individual Students have the right to be treated fairly and equitably and have the responsibility to
respect the rights of one another and of Southern Aviation Pty Ltd staff. Students will not be placed
in a position that compromises their personal dignity or safety. Clear educational reasons will form
the basis of all activities which Students are required to undertake.

Students will receive a copy of this Student Handbook which includes details of the obligations of both
Southern Aviation Pty Ltd and the student. We ask that Students be aware of discrimination issues,
including sexual and cultural harassment which are totally unacceptable as it creates an offensive,
intimidatory or hostile environment, and is contrary to the educational and employment policies of
Southern Aviation Pty Ltd.

In the event of dissatisfaction, Students have access to our Complaints and Appeals Procedure as
outlined later in this handbook. An Administration Officer is available to schedule welfare meetings
with students and is also accessible for any concerns they may wish to discuss between those
meetings; all staff have an open-door policy to students.

Students are expected to always behave appropriately in a mature and professional manner. All
students are expected to take responsibility for their own learning and behavior during training and
assessment. Misconduct will not be tolerated.

MISCONDUCT INCLUDES

. Any offensive conduct or unlawful activity (e.g., Theft, fraud, violence, assault)

. Interfering with another person’s property

. Removing, damaging, or mistreating Southern Aviation Pty Ltd property or equipment.
. Cheating/plagiarism

. Interfering with another person’s ability to learn through disruptions during training.
. Breach of confidentiality

. Inappropriate language

. Serious negligence, including WHS non-compliance

. Discrimination, harassment, intimidation or victimisation

. Being affected by drugs or alcohol and being unfit to participate in learning activities
RESPECT FOR OTHERS

It is expected that the behavior of all people in the learning environment ensures a positive learning
experience. Respect for other students and the trainer/assessor are expected.

Southern Aviation Pty Ltd always retains the right to remove disruptive students from the training
environment.

¢ You will be expected to treat staff and fellow students with respect and observe any student
etiquette requirements which appear in this handbook or requested during the course by a
trainer/assessor

e Inappropriate language and actions will not be tolerated

e  Harassment, bullying and intimidation of staff or fellow learners will not be tolerated
¢ Treat facilities and equipment with due care and respect

¢  Youare required to respect the rights of others and treat others in a manner which is fair and non-

discriminate
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CULTURAL RELEVANCE

Any individual is welcome to participate in Southern Aviation Pty Ltd training programs, irrespective
of cultural background, Southern Aviation Pty Ltd fosters a safe and inclusive learning environment
for all students. Students who wish to undertake courses that have prerequisite standards and
competencies will be counselled and made aware of support programs and assistance.

DISCIPLINARY PROCEDURE

To ensure all employees, contractors and course participants receive equal opportunities and gain the
maximum benefit from their time with Southern Aviation Pty Ltd, we have disciplinary rules that may
be applied. Any person(s) who displays dysfunctional or disruptive behaviour may be asked to leave
the session, course or premises.

Dysfunctional behaviour may include:

. Continuous interruptions to the trainer whilst delivering the course content
. Smoking in non-smoking areas

. Being disrespectful to other Students

. Harassment by using offensive language

° Sexual harassment

. Acting in an unsafe manner that places themselves or others at risk

° Refusing to participate when required in group activities

. Continued absence at required times

. Being under the influence of alcohol or illegal drugs

The outcome of the behaviour will depend on the nature of the behaviour itself and the impact it had
on others and the learning experience. Any person who has disciplinary action taken against them has
the right of appeal through the grievance process.

ACCESS, EQUITY, EQUAL OPPORTUNITY, DISCRIMINATION AND HARASSMENT ISSUES

Southern Aviation Pty Ltd provides equal opportunity and affirmative action in employment and
education. Each of our staff members has responsibility for access and equity issues for all Students.
All staff are expected to act in accordance with our Policies and Procedures, and all Students are made
aware of their rights and responsibilities through this Student Handbook. We recognise the principles
of Access and Equity and the rights of all people to be treated in a fair and equitable manner.
Southern Aviation Pty Ltd will undertake to ensure all Students and employees are treated equitably
and are not subject to discrimination or harassment. They will also ensure people who make
complaints or those who are witnesses to complaints are not victimised in any way.

BREAKS

Your trainer will advise of timing for all breaks. Typically, though the following break times have been
allocated, however they may vary:

o 15 minutes duration for - Morning and afternoon tea breaks

. 60 minutes duration for - Lunch breaks
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CHANGE OF PERSONAL DETAIL

Students are required to ensure their personal details recorded with Southern Aviation Pty Ltd are
always up to date. Should your circumstances or details change please update your record by emailing
info@bunburyflyingschool.com

DISCIPLINARY PROCESSES

Southern Aviation Pty Ltd may implement student discipline processes should a student be found to
be acting inappropriately, due to misconduct and/or repeated assessment failures.
Any breaches of discipline will result in the person being given a ‘verbal warning’ followed by written
warnings.

Disciplinary processes may include:

e Suspension from the training room.

e Expulsion from the training room; or

e Expulsion from the Training course.

DRESS & HYGIENE REQUIREMENTS

Students are to be well presented and appropriately dressed during all training. Uniforms are not
provided for you, please see administration if you have not received instructions when your enrolment
was accepted:

UNIFORM REQUIREMENTS:
¢  White Pilot Shirt with epaulette holders & BFS epaulettes

e  Black trousers — strictly no tracksuit bottoms, cargo pants, or jeans

e  Black boots or smart black shoes — footwear must be enclosed and in good condition

e Overyour Pilot shirt, a black or navy-blue smart/office jumper is acceptable — round neck, V-neck
or zip styles are permitted.

e No hoodies, caps or hats

e  Where possible, a dark, smart jacket is encouraged for a professional appearance

e Personal Protective Equipment (PPE) as required for training

PERSONAL PRESENTATION:
e Neat, clean, and tidy appearance

e High standards of personal hygiene
e  Clothing must be clean, well-fitted, and in good repair

DUTY OF CARE

Under Workplace Health and Safety legislation, students have a duty of care to maintain a safe

environment for both themselves and their fellow students.

o Should you be involved in an accident which results in personal injury and/or damage to
equipment or facilities, notify your trainer/assessor immediately

. If you have a personal health condition which may become critical while attending training,
please advise us before commencing the course. All information will be treated with strict
confidence and is only needed so Southern Aviation Pty Ltd can provide support or treatment
should an emergency arise

o Emergency procedures and exit plans must be followed
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YOU HAVE A DUTY TO:

. Protect your own health and safety and avoid adversely affecting the health and safety of any
other person

. Not willfully or recklessly interfere with or misuse anything provided by Southern Aviation Pty
Ltd in the interests of health, safety and welfare

. Cooperate with health and safety directives given by staff of Southern Aviation Pty Ltd

. Ensure that you are not affected by the consumption of drugs or alcohol

EVALUATION AND FEEDBACK

Southern Aviation Pty Ltd values all feedback from students as it assists us to continuously improve
the products and services we offer. Students are encouraged to provide us with feedback, both
positive and constructive.

Southern Aviation Pty Ltd has developed some feedback forms and surveys for you to provide
feedback. Thank you in advance for your comments.

LEARNER SUPPORT SERVICES

Southern Aviation Pty Ltd understands the importance of the well-being needs of students and that
there may be times when personal issues may affect your ability to undertake your training. Southern
Aviation Pty Ltd has identified several support services and strategies have been put in place for
students who have special needs or require additional support and assistance to undertake or
complete their learning.

If at any time a student needs advice, counselling, support of any kind or just someone to talk to, they
can contact the Administration staff who will provide them with the appropriate contact should

external help be needed. Posters are also located throughout the building advising contact numbers
for assistance.

In addition, all instructors, staff and managers have a genuine open-door policy to help students with
training and/or personal concerns.

MENTORING & GUIDANCE

Southern Aviation Pty Ltd can provide students with mentoring, coaching and guidance on course
content, as well as effective learning and study techniques.

CENTRELINK

Centrelink may be able to assist you in payment for your training. Payments are in many instances in
accordance with asset tests and may also be determined based on the number of hours undertaken.

These may include:

. Youth allowance

. Austudy payment

. Newstart allowance
. ABSTUDY

. CentrePay

You should discuss your own personal circumstances and opportunities with your local Centre link
office.
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LANGUAGE, LITERACY NUMERACY
Discuss with us your options for further language literacy and numeracy development.

Reading Writing Hotline http://www.readingwritinghotline.edu.au/ 1300 655 506

LEARNING MATERIALS

Students receive a copy of training and /or assessment materials as part of the course fee. Should you
lose or misplace the materials you are provided, additional fees for replacement of materials will be
incurred.

MAKING THE MOST OF YOUR TRAINING

It is very important to make the most of your training opportunity. Please note it is your responsibility
to do this. To optimise your own learning and successful completion, undertake to do the following:

. Attend all training sessions and complete all required reading and learning activities.

. Prepare well in advance of each training session.

. Be a willing participant.

. Work with fellow learners.

. Respect other people’s opinions.

. Ensure you have a clear understanding of the assessment requirements.

. Take responsibility for the quality of evidence that you submit to the Assessor.

. Keep track of your progress.

. Complete and submit all assessments on time, tasks using clear and concise language.

. Be willing to contact your trainer/assessor if you do not understand the training activity or

assessment task.

MOBILE PHONES

All phones must be turned off during training, as a courtesy to the Trainer/assessor and other
students. In an emergency where you need to be contacted, please advise your trainer/assessor so
that arrangements can be made.

ACCOMMODATION

Students may be provided with BFS accommodation for the duration of their course. This
accommodation is subject to availability and adherence to our behavioral guidelines.

Student accommodation is provided in a study environment. There is to be no loud music, parties or
large gatherings which makes it impossible for other students to study. Rent is always to be paid in
advance weekly. Any damage is to be reported immediately to the Flying School Senior Management.

SECURITY

Do not leave handbags or other valuables unattended. Although the building may be reasonably
secure, you are ultimately responsible for your own belongings. Southern Aviation Pty Ltd accepts no
responsibility for any belongings which may be stolen or go missing.
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Other support services available include:

Lifeline (24 Hour Crisis Line)

131114

Kids Helpline

1800 551 800

Domestic Violence Support

1800 737 732 1800 RESPECT

Multicultural Services Centre of WA Inc. | 08 9328 2699
Read Write Now 1800 018 802
Beyond Blue 1300 224 636
Headspace 1800 650 890
ReachOut Au.reachout.com

Risk of homelessness

1800 199 008 Crisis Care
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SECTION 3 COURSE INFORMATION

ACCREDITED TRAINING PROGRAMS

Accredited programs are competency based which means that training and assessment focus on the
development and recognition of a person’s ability to apply relevant knowledge and skills to perform
workplace tasks to a specified standard.

The specific skills and knowledge required for workplace activities are set out in Units of Competency
which can be grouped together to formulate the completion of a nationally recognised qualification.
Nationally recognised qualifications are outlined in Training Packages. These can be viewed at
www.training.gov.au.

Each qualification has a list of employability skills which describe the non-technical skills and
competencies that are important for effective and successful participation in the workforce. For each
qualification there are specific employability skills listed under the following headings:

e Communication

e Teamwork

e Problem solving

¢ Initiative and enterprise
¢ Planning and organizing
¢ Self-management

e Learning

¢ Technology

These employability skills will be part of the assessment requirements of a nationally accredited
course.

COMPETENCY

As part of your course, you will study several Units of Competency. Each unit outlines the specific skills
and knowledge evidence to perform tasks to industry standards. These units are the foundation of
your training and are nationally recognised. Together, they make up your qualification and ensure you
are job ready upon completion. Each subject you study is linked to one or more units, and successful
completion of all required units is necessary to gain your certificate or diploma. You will receive more
information about the units relevant to your course during your orientation and throughout your
studies.

Each Unit of Competency is made up of the following:

e Elements

e Performance criteria

¢ Required knowledge evidence and skills

¢ Critical aspects of evidence

* Any pre or co requisites (if applicable)

To be deemed Competent in any Unit of Competency you must be able to provide evidence of the
required skills and knowledge to complete work tasks to the standard that is required in the

workplace. Skills need to be demonstrated in a range of situations and environments (which could
include simulated applications in a learning environment).
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EVIDENCE

Evidence is the material proof that you have performed the specified competency or task to the
required standard. Your evidence requirements will be determined by the Unit of Competency,
employability skills, industry expectations, Government regulations, and your qualifications and
current experience. Evidence can take many forms, and you will be required to present more than just
one piece of evidence. Assessment tools that we will provide to you set out the exact requirements
for evidence for each unit/module.

Examples of evidence could include one or more of the following:
e  Specific assessments of tasks set by your Assessor.

¢  Observation reports

e  Certificates and awards

e  Examples of work completed or special projects.

e Current licenses

e  Position descriptions and performance reviews

e Third party reports

¢ Question responses

e Tests

Your evidence must also demonstrate the following:

e Thatyou can do the job or task to the required standard

¢ Understand why the job should be done in a particular way

¢ Handling unexpected issues or problems

e Work with others ‘in a team’

* Do more than one thing at a time, e.g., perform the task and be aware of the occupational health
and safety requirements

¢  Know the workplace rules and procedures

Competency - "The consistent application of knowledge and skill to the standard of performance
required in the workplace. It includes the ability to transfer and apply skills and knowledge to new
situations and environments."

(Definition from the Australian Skills Quality Authority — ASQA)
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FLEXIBLE LEARNING STRATEGIES AND ASSESSMENT PROCEDURES

Flexible learning and assessment procedures form part of our learning and assessment strategies.
Where possible, we customise our training/assessments to meet the specific needs of our students,
which ensures flexible assessment processes. If you are having difficulty achieving competency in any
unit, please discuss the matter with your assessor/trainer or Administration Officer and where
possible alternate learning/assessment strategies will be used. Student Support is available for all
units upon request or recognised need.

RECOGNITION OF PRIOR LEARNING (RPL) & CREDIT TRANSFER

All Students are offered the opportunity to apply for Recognition of Prior Learning (RPL) and Credit
Transfer on an individual basis prior to the course commencement. The recognition process allows
Students to apply for credit for previous study, work, life and educational experience that match the
learning outcomes of specific units within their course.

Southern Aviation Pty Ltd recognises the qualifications issued by other Registered Training
Organisations (RTOs).

Recognition is a method of assessing if you have evidence of competency for a particular unit of
competency that you are enrolled in. It is important to remember that Recognition is an assessment
process not an assumption of competence.

Recognition is the determination, on an individual basis, of the competencies obtained by a student
through:

. previous formal training
o work experience, and/or
o life experience

Recognition therefore determines the subsequent advanced standing to which the student is entitled
in relation to a course/qualification. The focus of Recognition is what has been learned rather than
how, where or when it was learned. Recognition focuses on both the demonstration of competence
and the currency of that competence to industry standards.

It is important to note; the onus is on the student to document and present evidence to justify a claim
for recognition and present their case to the satisfaction of the Assessor.

Decisions relating to prior learning or credit transfers are documented and decided in a fair,
transparent, consistent manner and maintain the integrity of the training product.

Any documents that you provide to support your claim of competency must be the originals rather
than copies. Your original documents will be photocopied and handed back to you. It is also expected
that any evidence submitted is your own and if any part of the work is the work of others, that this is
formally acknowledged and advised.

ASSESSMENT MALPRACTICE

Assessment malpractice includes cheating, collusion and plagiarism.

Southern Aviation Pty Ltd regards the integrity of assessment as critical to its professional
responsibilities as an RTO and therefore strives to ensure the assessment processes are not
compromised. Southern Aviation Pty Ltd has policies and procedures in place for dealing with
assessment malpractice.

Dir: Southern Aviation CMS\SRTO 2025\Manual\Student Handbook Page 21 of 34
Revision: 1.1 Approved By: RTOADM 29-05-2026
Revision Date: 29-05-2026 Next Review Date: 29-05-2027



S\ Oy

i RS
&Y

J v ATL\O
National Provider Number: 52396

. Cheating
All assessments must be 100% your own work. Cheating or the use of another person’s work
and submitting as your own is cheating and will not be tolerated.

. Collusion
Collusion is the presentation of work, which is the result in whole or in part of unauthorised
collaboration with another person or persons. It is your responsibility to ensure that other
students do not have opportunity to copy your work.

. Plagiarism
Copying from a published work (including the internet), without reference, will not be
tolerated. This includes presentation of work which has been copied in whole or in part from
another person’s work or from any other source such as the Internet, published books, and
periodicals. This includes systematic re-wording or changing key nouns and verbs.

You must follow referencing guidelines if you take another person’s idea and put it into your own
words.

ASSESSMENT

Assessment is an integral part of your learning if you wish to complete successfully and gain
certification.

The assessment process will be explained at orientation and throughout your program. Assessors will
also be available to you if you have any questions.

Assessment is the process of collecting evidence and making judgement on whether competency has
been achieved to confirm that an individual can perform to the standards expected in the workplace
and as expressed in relevant competency standards.

Throughout the training program you will be assessed to see if you have gained the necessary skills
and knowledge to achieve the qualification. Your trainer/assessor is required to ensure that the
assessment tasks you undertake meet the national principles of assessment and rules of evidence (see
below for more information).

Various assessments tasks /activities may be involved including, but not limited to:

e Observation of performance
e Assignments

e Written activities

e written / oral questioning
e oral presentations

e workplace performance

e  projects

e  case studies

e role plays/ simulations

e demonstration of skills

e online assessments

e  portfolio of evidence

e  Certification will only be given to students who successfully complete all assessment requirements
for a unit of competency
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e Southern Aviation Pty Ltd is required to meet stringent quality requirements in the conduct of all

assessments

. Southern Aviation Pty Ltd has carefully constructed and developed assessment resources to

meet these quality requirements, as well as being user friendly to students

PRINCIPLES OF ASSESSMENT

Assessments will be conducted in accordance with the following principles of assessment.

Valid Any assessment decision of the RTO is justified, based on the evidence of performance
of the individual learner.
Validity requires:

e Assessment against the unit/s of competency and the associated assessment]
requirement covers the broad range of skills and knowledge that are essential
to competent performance

e Assessment of knowledge and skills is integrated with their practical application

e Assessment to be based on evidence that demonstrates that a learner could
demonstrate these skills and knowledge in other similar situations; and

e Judgement of competence is based on evidence of learner performance that is
aligned to the unit/s of competency and associated assessments requirements

Reliable Evidence presented for assessment is consistently interpreted and assessment results|
are comparable irrespective of the assessor conducting the assessment.
Flexible Assessment is flexible to the individual learner by:

e Reflecting the learner’s needs

e Assessing competencies held by the Learner no matter how or where they
have been acquired; and

e Drawing from a range of assessment methods and using those that are
appropriate to the context, the unit of competency and

e associated assessment requirements, and the individual

Fair The individual learner’s needs are considered in the assessment process.

Where appropriate reasonable adjustments are applied by the RTO to consider the
individual learner’s needs.

The RTO informs the learner about the assessment process, and provides the learner|
with the opportunity to challenge the result of the assessment and be reassessed iff
necessary

RULES OF EVIDENCE AND ASSESSMENT

Southern Aviation Pty Ltd is required to ensure that all evidence provided by students, as proof of their
competency, meets the following “rules of evidence”.

Dir: Southern Aviation CMS\SRTO 2025\Manual\Student Handbook Page 23 of 34

Revision: 1.1

Approved By: RTOADM 29-05-2026

Revision Date: 29-05-2026 Next Review Date: 29-05-2027



S\ Oy

i TS
<N

4
ViatT10

National Provider Number: 52396

Valid The assessor is assured that the learner has the skills, knowledge, and attributes
as described in the module or unit of competency and associated assessment
requirements.

Sufficient The assessor is assured that the quality, quantity, and relevance of the
assessment evidence enable a judgement to be made of a learner’s competency,

Authentic The assessor is assured that the evidence presented for assessment is the
Learner’s own work.

Current The assessor is assured that the assessment evidence demonstrates current
competency. This requires the assessment evidence to be from the present or
the very recent past.

COURSE ASSESSMENT

There will be assessment tasks set for each course regardless of the learning mode. Assessment
activities and expectations will be explained to students and are outlined within learner / assessment
resources.

Many courses require assessment to be completed after the course, as workplace performance is
essential in competency-based learning.

PRESENTATION OF ASSESSMENTS/ASSIGNMENTS

e Handwritten assessments are accepted; however, handwriting must be clear and easy to read.
e All assignments are registered as they are received.
e We endeavour to assess All assessments within 10 working days of receipt.

e Students are entitled to one resubmit assessment. If the re-submissions are still deemed NYC,
students may be offered the opportunity to re-submit at a fee. No further re-submits are allowed.
Students must re-enrol in the course again, paying the full course fee for the day.

ASSESSMENT RESULTS

Students have access to their own student files which will indicate assessments undertaken and the
units of competency that the individual has attained.

Results of assessment are provided to students as soon as practical. These results are available in your
student files. Assessment results are always confidential and will not be given to any other party
unless a written request signed by the student is received in advance.

REASONABLE ADJUSTMENTS

Students with disabilities are encouraged to discuss with Southern Aviation Pty Ltd any ‘reasonable
adjustments’ to learning and assessment processes which they consider would be necessary or assist
them in the performance of their studies.

Careful consideration will be given to any requests for reasonable adjustment of this nature, and,
where reasonably practicable, such adjustments will be made. There may however be circumstances
where it will not be reasonable or reasonably practicable for Southern Aviation Pty Ltd to
accommodate or where other adjustments may be more appropriate. Reasonable adjustments cannot
compromise the integrity of competency-based training and assessment.
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EXTENSIONS FOR ASSESSMENT

Itis expected that all assessment tasks will be handed in on the due date. Should you require additional
time to complete an assessment you must communicate with your assessor and apply for an
extension.

CERTIFICATES

Assessment determines whether a student is competent or not yet competent in each unit of their

particular course.

On successful completion of their course, Students are issued with a Statement of Attainment which

identifies the units where competency has been achieved.

J Qualification
Issued under the Australian Qualification Framework (AQF) for nationally recognised training.
Full qualifications can only be issued once the student has been deemed competent across all
the relevant units of competency making up the qualification

. Record of Results
Accompanies a qualification issued under the Australian Qualification Framework (AQF) for
nationally recognised training. This document supplements the qualification listing all units of
competency achieved for the qualification

. Statement of Attainment (SOA)
Issued under the Australian Qualification Framework (AQF) for nationally recognised training.
Issued when a student is deemed competent in a unit or a cluster of units of competency.
Minimum achievement for a SOA is one unit of competency. You can request a SOA at any
time during your training

Certificates will only be posted to students at their nominated postal address as shown on their
student enrolment. The onus is on the student to ensure their address details are correct.
Certificates will not be sent to other parties, without the expressed prior written permission from the
student. Duplicate or replacement copies of certificates incur a fee.

RE-ISSUING OF CERTIFICATES

We understand that mistakes happen, and certificates can be mislaid just when you need them.
Southern Aviation Pty Ltd can re-issue a Certificate or Statement of Attainment should you need to
replace a mislaid document for a nominal fee of just S65 per Certificate or Statement of Attainment

COURSE DELIVERY

Southern Aviation Pty Ltd ensures the following resources are in place:

e Trainer/assessors and Assessors with appropriate qualifications, and experience

e Course materials appropriate to the methods of delivery and assessment requirements
e All necessary copyright authorisations

e Appropriate equipment and facilities

Training and assessment methods used by Southern Aviation Pty Ltd meet specific quality
requirements and are chosen to best suit the unit of competency, while giving consideration to the
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learning style of the student. The provision of training often includes a blended approach with a

combination of on and off the job methods.

Several delivery methods will be used throughout the training to help you achieve the necessary skills.
Learning is a partnership that involves participation from all involved.

Delivery methods may include, but are not limited to:
e Practical demonstrations

e audio/visual presentations

e group participation/ discussions

e trainer/facilitator instruction

e practical activities

e self-paced activities

e individual projects

e workplace based training

e case studies

FLEXIBLE DELIVERY

Flexible learning and assessment procedures form part of our learning and assessment strategies. Where
possible, we customise our training/assessments to meet the specific needs of our students, which
ensure flexible assessment processes. If you are having difficulty achieving competency in any unit,
please discuss the matter with your assessor/trainer or Administration Officer and where possible
alternate learning/assessment strategies will be used. Student Support is available for all units upon
request or recognised need.

Southern Aviation Pty Ltd offers various forms of delivery to accommodate the varying needs of
students. Modes of delivery available for most courses include classroom (face-to-face) environment,
workplace — based, co respondence, on-line, Recognition of Prior Learning (RPL) or a combination of
these.

SPECIAL NEEDS

Students intending to enroll for training with the Southern Aviation Pty Ltd are requested to advise us
if they have any physical or other impairment (e.g. English language, literacy or numeracy difficulties,
dyslexia, etc.) which may adversely affect their ability to successfully undertake training and
assessment, prior to enrolment. All students studying for a CPL must be able to attain the CASA Class
1 medical in order to gain the license unit of competency.

Students with disabilities or impairments are encouraged to discuss with the Director any ‘special
needs’ and/or ‘reasonable adjustments’ to the study environment which they consider are necessary
or would assist them in the performance of their studies.

The Director, in collaboration with the Instructor and student, will assess the potential for the student
to successfully complete the training, which may include flexible delivery options to optimise the ease
and benefit of the student’s learning. Check Application and Entry Procedures for course
requirements.
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TRAINER AND ASSESSORS

Southern Aviation Pty Ltd., workforce is effectively managed to ensure appropriate staffing to deliver
services, it ensures the number of trainers, assessors and other staff are appropriate for the delivery
of the services it offers; and it facilitates access to continuing professional development opportunities
to enable staff of the provider to effectively perform their role and progress their skills. All assessors
and instructors hold the relevant credentials to be able to train and assess students
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SECTION 4 POLICIES

ACCESS AND EQUITY

Southern Aviation Pty Ltd is committed to promoting, encouraging and valuing equity and diversity
with respect to its students and to providing them with a positive learning environment to achieve
success. Southern Aviation Pty Ltd will ensure services offered are provided in a fair and equitable
manner to all students, free from bias.

Southern Aviation Pty Ltd abides by equal opportunity principles, providing access to the benefits of
training and assessment to all students regardless of gender, sex, pregnancy, race, marital status,
sexuality, age, family/carer responsibilities, culture, linguistic background, disability, transgender,
political conviction or religious belief.

All students have equitable access to training resources and facilities, support services and
information, trainers and assessors, learning and assessment materials and opportunities.

For further information, see Southern Aviation Pty Ltd Access & Equity Policy.

APPEALS

Southern Aviation Pty Ltd ensures that students have access to a fair and equitable process for appeals
against assessment decisions. An appeals and reassessment process is an integral part of all training
and assessment pathways leading to a nationally recognised qualification or Statement of Attainment
under the Australian Qualifications Framework (AQF).

e  Students have the right to lodge an appeal against an assessment decision if they feel they were
unfairly treated during an assessment, and/or where they feel the assessment decision is
incorrect and they have grounds for an appeal

e  The principles of natural justice and procedural fairness are adopted at every stage of the appeal
process

e  The appeals policy is publicly available via Southern Aviation Pty Ltd website
e  The appellant can provide details of their appeal either verbally or in writing

e  Allappeals must be lodged within 7 calendar days of the date of the assessment result notification
to the student

o [fthe appeals process fails to resolve the appeal or the appellant is not satisfied with the outcome
of the appeal, the matter will be referred to an independent third party for review, at the request
of the appellant

e  Every appealis heard by a suitably qualified independent assessor or panel, who will be asked to
make an independent assessment of the application

e Allappeals are acknowledged in writing and finalised as soon as practicable

e  Southern Aviation Pty Ltd will not charge for the appeals process either internally or externally.
Where either party is accompanied or assisted by another person it is done at that party’s cost

e |f the appeal takes in excess of 60 calendar days to finalise Southern Aviation Pty Ltd will inform

Dir: Southern Aviation CMS\SRTO 2025\Manual\Student Handbook Page 28 of 34
Revision: 1.1 Approved By: RTOADM 29-05-2026
Revision Date: 29-05-2026 Next Review Date: 29-05-2027



UVTHE
%© Ry

B

&Y

£ ATL\O
National Provider Number: 52396

the appellant in writing providing the reasons why more than 60 calendar days are required. The
appellant will also be provided with regular updates on the progress of the appeal

e Southern Aviation Pty Ltd strives to deal with appeal issues as soon as they emerge, in order to
avoid further disruption or the need for a formal complaint process

COMPLAINTS AND GRIEVANCE PROCEDURES

It is recognised that instances could arise where Students, employees, or contractors may raise a
complaint or wish to appeal against assessment results. In assessment activities Southern Aviation
Pty Ltd seeks to minimise subjectivity, as a protection against unfairness and to maximise the
objectivity and validity of the process and learning outcomes. We recognise that Students may have
problems that do not directly concern Southern Aviation Pty Ltd but may impact on the student’s
ability to achieve competency. In this instance we will offer advice in referring the student to
appropriate external support groups for assistance.

To initiate the complaints process in the first instance the person should discuss the matter with
their immediate supervisor/Trainer/Assessor or Administration Officer. The role of the
supervisor/assessor/liaison officer in handling matters raised is to advise, counsel and/or resolve the
matter, if this is possible. If the person lodging the concern feels that the complaint is with their
supervisor/assessor/liaison officer and are not comfortable discussing the matter with them then
they are at liberty to approach Senior Management. The complaint or appeal may be reported
verbally or in writing to initiate the grievance process. The issue will then be addressed using the
feedback process.

If the complaint is still not resolved it is referred to the Administrator and if necessary, to an
independent arbiter. The aim of all parties involved in the grievance matter is to resolve the matter
by addressing it promptly and in an effective manner.

The appellant may make representation either orally or in writing prior to reaching a decision, at any
stage during the grievance procedure. The appellant will be notified of the outcome of an assessment
appeal, grievance or complaint. All assessment appeal decisions will be provided to the appellant in
writing with the inclusion of the reason for the decision.

Should the process take longer than 60 days Southern Aviation Pty Ltd will advise the complainant in
writing of the reasons for the delay and the expected date of the outcome.

LODGING A COMPLAINT

Should you wish to lodge a complaint, a formal or informal approach should be made by the student
to the trainer/assessor/Administration/Director.

The student completes a Complaints Form to commence the process.

For further information, see Southern Aviation Pty Ltd Complaints Policy or ask the Administration
Officer for guidance in completing this form.

a) Refunds for cancellation of enrolments in individual courses:
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Reason for Refund Notification requirements Refund
Student withdraws from the In writing prior to the unit of study Full unit of study refund
course census date
Student withdraws from In writing after unit of study Nil Refund
the course census date
Course cancelled by 100% of the course fee
Southern Aviation Pty Ltd (paid by the student)

b) Refunds for cancellation of enrolments in full qualifications are subject to the following refund

formula.
Fee Type Description Fee $
Enrolment Withdrawal prior to commencement of course No Charge
cancellation fee
Unit of Study Fee — Withdrawal prior to Census Date for each unit of No Charge
Course Commenced study
Unit of Study Fee — Withdrawal after Census Dates Full Unit fee claimed
Course Commenced for each unit of study

ASSISTANCE & SUPPORT SERVICES

We are committed to providing you with the support needed to complete your training. If you feel in
any way that you cannot complete the training, please speak to your trainer and/or Administration
Officer as soon as possible and we will do everything we can to help you complete your course.

We monitor the needs of our students’ language, literacy and numeracy skills through our induction
process, application and enrolment forms and training. We make provisions for special needs and/or
support on request or when needs are identified. All students have access to regular meetings with
our Administration staff, and an open-door policy is maintained with all staff including Instructors.

STUDENT SUPPORT

We offer Student support services to all Students including:
e Recognition of Prior Learning (RPL)

e Flexible learning options

e One-on-one tutoring

e Website information

e Alternative assessment strategies

Students intending to enrol for training with the Southern Aviation Pty Ltd are requested to advise us
if they have any physical or other impairment (e.g. English language, literacy or numeracy difficulties,
dyslexia etc) which may adversely affect their ability to successfully undertake training and
assessment, prior to enrolment. All students must be able to attain the CASA Class 1 medical (Diploma
of Aviation — Commercial Pilot Licence — Aeroplane) in order to gain the licence unit of competency.

Students with disabilities or impairments are encouraged to discuss with the Liaison Officer or Head
of Flying any ‘special needs’ and/or ‘reasonable adjustments’ to the study environment which they
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consider are necessary or would assist them in the performance of their studies.

In collaboration with the student, the officer will assess the potential for the student to successfully

complete the training which may include flexible delivery options to optimise the ease and benefit of

the student’s learning.

WELFARE & GUIDANCE SERVICES

We endeavour to provide welfare and guidance to all Students as required. This may include:
e Occupational Health and Safety

e  Review of payment schedules when requested
e  Learning pathways and RPL opportunities

e Provision for special learning needs

e Provision for special cultural and religious needs

Southern Aviation Pty Ltd is committed to taking practicable steps to provide and maintain a safe and
healthy work and learning environment for all staff, students, and contractors. Administration staff
are available to schedule welfare meetings with students and are also accessible for any concerns they
may wish to discuss at any time.

DRUG AND ALCOHOL ASSISTANCE

Southern Aviation Pty Ltd, in line with our corporate Students, have a zero tolerance with drug and
alcohol. The use and abuse of alcohol and other drugs can impact on health, workplaces, resources,
families and communities. If Students or their families are experiencing problems associated with
drug and alcohol abuse, information, counselling and other assistance is available the Alcohol and
Other Drugs Council of Australia help lines: Lifeline 13 11 44

Other support services available include:

Lifeline (24 Hour Crisis Line) 131114

Kids Helpline 1800 551 800

Domestic Violence Support 1800 737 732 1800 RESPECT
Multicultural Services Centre of WA Inc. 08 9328 2699

Read Write Now 1800 018 802

Beyond Blue 1300 224 636

Headspace 1800 650 890

ReachOut Au.reachout.com

Risk of homelessness 1800 199 008 Crisis Care

WORKPLACE HEALTH AND SAFETY (WHS)

Southern Aviation Pty Ltd is committed to providing a safe and healthy learning and work
environment. The safety of our students and staff is of primary importance in all activities and
operations of our organisation. We are committed to implementing, maintaining, and continuously
improving work health and safety in all our facilities and operations.

Southern Aviation Pty Ltd encourages all people to regard accident prevention and safety as a
collective and individual responsibility.
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Southern Aviation Pty Ltd recognises its responsibility under the Workplace Health and Safety and
related regulations. The DIRECTOR has responsibility for ensuring the health and safety of staff,
students, contractors, and visitors. This includes:

¢ Provide and maintain safe plant, equipment and systems of work

* Provide, monitor, and maintain systems for safe use, handling, storage and transportation of plant,
equipment, and substances

* Maintain the workplace in a safe and healthy condition

* Provide adequate facilities to protect the welfare of all employees

e Provide information, training and supervision for all staff and contractors, helping them to integrate
WHS into their work areas and roles

* Provide information, where relevant, to students, allowing them to learn in a safe manner

¢ Check WHS system compliance via ongoing auditing
¢ Integrate continuous improvement into WHS performance

DUTY OF CARE

Southern Aviation Pty Ltd is committed to taking practicable steps to provide and maintain a safe and
healthy work and learning environment for all staff, students, and contractors. Specific responsibilities
are below

SOUTHERN AVIATION PTY LTD MANAGEMENT:

* Areresponsible for the effective implementation and regular review of this WHS policy

e Must observe, implement, and fulfil responsibilities under legislation that applies to WHS and
endeavour to comply with relevant standards and codes of practice

¢ Must ensure that the agreed procedures for regular consultation between management and staff
are followed

¢ Monitors the WHS management policies and procedures. Outcomes of WHS monitoring are used
to help maintain appropriate risk controls. The effectiveness of these risk controls and this
monitoring and review process is linked to Southern Aviation Pty Ltd Continuous Improvement
processes

e Areresponsible for ensuring that an WHS management system is implemented

STAFF, CONTRACTORS, STUDENTS AND VISITORS:

e Have a duty of themselves and others.

* Have a responsibility to cooperate with all WHS processes.

¢ Have a responsibility to comply with relevant Southern Aviation Pty Ltd WHS management system
policies and procedures.

¢ Must not bypass or misuse systems or equipment provided for WHS purposes.

e Must report any unsafe conditions which come to their attention to the DIRECTOR.
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ACCIDENTS, INJURIES AND NEAR MISSES

All incidents and near misses are required to be reported immediately through the FSM safety system
and hazard reporting. Or see your trainer/assessor or administration personnel to report any issues.

Southern Aviation Pty Ltd will ensure that the injured person receives appropriate first aid and/or
medical treatment as soon as possible and will investigate to reasonably prevent a recurrence.

Southern Aviation Pty Ltd is also committed to ensuring that injury management activities commence
as soon as possible after injury and that every effort is made to provide suitable and meaningful duties
consistent with the nature of the injury or iliness, after seeking appropriate medical judgement.

Students and employees are expected to take care to prevent work-related injuries to themselves and
to others.

INVESTIGATING INCIDENTS AND ACCIDENTS

The Safety Management Officer and the Senior Management Team are responsible for investigating
incidents and accidents.

Following the report of an incident (near miss) or accident (and after first aid and other injury
management processes have been implemented), the Safety Management Officer will immediately
undertake an investigation.

The process of investigations may include:
e Interview all people involved in the accident or incident and witnesses.

e Use the risk management approach to help understand the underlying hazards that caused the
incident or accident and whether controls failed, were insufficient or were absent.

e Listen to recommendations of people involved in an incident or accident about what is required
to prevent such incidents or accidents in the future.

e Analyse results of investigation and document recommended courses of action for evaluation by
the Safety Management Officer and the Senior Management Team.

Once action is approved, communications and planned actions are carried out

FEEDBACK / EVALUATION

Southern Aviation Pty Ltd actively seeks staff and Student feedback and regularly undertakes
evaluations of all courses and activities to ensure continuous improvement. We monitor compliance
with Standards for RTOs 2025, our policies and procedures and general satisfaction of our students
using feedback at the commencement, throughout and/or completion of courses/ qualifications.
Students are encouraged to not only complete the formal evaluations forms but also to provide any
verbal or written feedback at any time. Any grievances or deficiencies are documented to ensure
appropriate follow up action is taken. Continues Improvement is continuously monitored and
discussed for the betterment of all.
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GLOSSARY
Assessment: The process of forming and recording a judgment about a person’s skills and knowledge.

Competency Based Training/Assessment: Focuses on the requirements needed to operate effectively
inindustry and achieve competency standards. Competency-based training focuses on the knowledge,
skills and attitude that individuals have rather than on how they attained the skills and knowledge.

Student: Refers to Australian Apprentices, trainees, students, and participants undertaking any
training.

Employer, Supervisor: Appropriately qualified/experienced person within an organisation who is
responsible for training and guiding a trainee in the workplace.

Registered Training Organisation (RTO): Organisations are allowed to deliver nationally recognised
vocational education and training; they include TAFE institutes, private training providers, enterprises
and schools. Southern Aviation Pty Ltd is a privately run RTO.

Trainer/Assessor: A qualified person working for an RTO who is responsible for the training of the
student and for assessing each Student’s competence.
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