Hornsby Ku-ring-gai
Community College

PRE-ENROLMENT

Information Guide

2026

RTO 90232




Hornsby Ku-ring-gai Community College

Table of Contents

WELCOIMIE.......cituuiiiinniiitnniiiiiaeiiienssiissssimesssstmesssstsssssssmssssstssssssssesssssssssssssssssssssssssssassssssansssssssssstsassssssnnssssnnns 0
HKCC MISSION
PHILOSOPHY......eveuveeeetesseseesesseseetessessesesseseesessessesassessesessessesassessesasseseebessessebesbeseetesbessetessessetesbessetesbessetesbensesesbensesens

TRAINING PRODUCTS (QUALIFICATIONS AND SKILL SETS) ...uuceeeeeiiessissssssssssssssssssssssssssssssssssssssssssssssssssssssssssssns 3

PRE-ENROLMENT PROGESS .....cccuuiiiiiiinmmmnnisiniiimmmmmsssssssimmessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnes 4
NOTIFICATION OF ENROLMENT (SMART AND SKILLED FUNDING) .....veuveveveeeereereneereereneereeseseseesensesessensessssenseseesensesessessesens 5
INFORMATION AND EVIDENCE A LEARNER MUST PROVIDE ........cuveverreeeeresseneeressenseseesensesessensesessessesessensessesessesessessessesessesens 5
CONSENTS AND DECLARATIONS LEARNERS MUST MAKE ... .euveveerenrereeseseseeseesesseseesenseseesensesessessessssessessesessensesessessesessensons 5

PRIVACY, INFORMATION HANDLING AND CONSUMER PROTECTION.......ccccceettmmnininnnncciennncniensnssssnssssssnsssssannnns 7
CONSENT DISCLOSURE ...........

HKCC VET PRIVACY PoLicy

STUDENT CONSUMER PROTECTION PoLIcY
USI PrIvACY NOTICE

FUNDING, FEES AND FINANCIAL INFORMATION .......ccoiiiiimmmmnisiiniiimnmnsssssssimmssssssssssssssssssssssssssssssssssssssssssssssnss 12
FUNDING AVAILABILITY AND LIMITATIONS ... uusnsnsssssssssasasssasssssssssssssssssssssssasssssssssssssssssssssssssssssssssssssssesens 12
SIMIART AND SKILLED 1teteeueutreeeeeesesuuutneeeeeessssuseneessesssnsssssesesessssssssssesesssssssssssessssssssssssseesesssssssssseesessssssssssseesssensns 13
ADULT COMMUNITY EDUCATION (ACE) ... vteeetreeitieesteesteesteesiteesteesteessseesaseessseesssaeasseesssaesssessssessssesssssessessnsesssennn 14
TARGETED SKILLS FOR SMALL BUSINESS (TSB) ..uuvveieietteeeeereeeeeitreeeeeteeeeeteeeeessreeeeesseeeeesseeeeessseessesseeeessseseessnneessnsseeeens 15
NATIONAL SKILLS AGREEMENT ...uuuuuueueuenanenenessssnssesasesssssssssssesssssesssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssesssssssesss 15
REFUND POLICY 1ttt e s s s e e e s e e a s s s a s s e ansnsasnsssasasasnsesasasess 15
FEE PROTECTION ..ttt s e e e e s e s s e e s e e s s e e e e s s s e s s s ansnsasnsssssssssssesnsesnns 16
REPLACEMENT OF TESTAMUR ..uuuuuuuuunuennnnesesesesesesessssssssssssssssnsssssssssnssssssssssssssssssssssssssssssssssssssssssssssssssssssessssssseses 16

TRAINING, ASSESSMENT AND COURSE PARTICIPATION......cccuuuiiiiiriimmnmmnnsssensinnmsssssssssssinnsssssssssssssssssssssssssssnes 16

TRAINING DELIVERY AND ASSESSMENT
QUALITY OF TRAINING
CREDITS TOWARDS STUDY: CREDIT TRANSFERS (CT) AND RECOGNITION OF PRIOR LEARNING (RPL)
PROCESS IN DEFERRING OR DISCONTINUING ....eeuvieutiitteiteeiteeste et et ettt sttt st sbe e s be b et ean e st e ba e ba e baebe s

STUDENT RIGHTS, EQUITY AND SUPPORT ...ccuttttttiertennertennertensertenssessenssesssnssesssnssesssnssssssnssesssnssesssnssssssnssenes 19
FAIR AND EQUITY POLICY .. ittiiiiiiieeeetiee e e ttie e et e ettt e e et e e e tte e e e at e e e e ta e e s taa e e e st e aasanassaanaestasaestanasssnnsasssnnaessnnnasnsnnns 19
GRIEVANCE, COMPLAINTS AND APPEALS ...uuuueteeetetttunieeeeererstneeeeesssssssnesesesssssssnnesessssssssnnesessssssssnmaesessssssssneeesessssssnnns 20
HOW WE HANDLE COMPLAINTS ...ceetttttuueeeeeeererssneseeessesssnneseeessssssnnnesessssssssnnsesessssssssnnsesessssssnsnnsesssssssnnneeeessssssnnnneeees 20
STUDENT SUPPORT .ettttvereeereeerereeeeeeeeeeeseersesesrsssesrsssssesreresesssesssersssseesresereeesseereeeeererererererererereeerererererererersresererereren 20
CONTACT DETAILS OF SUPPORT SERVICES vvvvvvrererrrrrreeeeeeereeereesrersesesesssesssssssssssessssssssesssersrersrssessesssrererssersssrssssessrereren 21

ACCREDITED COURSE GUIDES ......cccccettttuieriennierienniertensiersenssesssnssesssnssesssnssesssnssesssnssssssnssssssnsssssanssssssnsssssansssses 22

Page 1 of 22

RTO 90232



Hornsby Ku-ring-gai Community College

Welcome

Hornsby Ku-ring-gai Community College Inc (HKCC)
is a not-for-profit and charity incorporated
association which is registered with the Australian
Charities and Not-for-profits Commission (ACNC)
governed by a College Council as per the Rules of
Association but owned by the community.

In 2025, HKCC proudly celebrated its 100th
anniversary. Since 1925, the College has supported lifelong learning, community connection and
vocational pathways across Hornsby and Ku-ring-gai. Our centenary year reflected the strength of
our community ownership, our long-standing commitment to inclusive education, and our evolving
role as a modern Adult and Community Education provider.

HKCC is a Registered Training Organisation (RTO) listed on the Australian Skills Quality Authority’s
(ASQA) National Register to deliver vocational education and training (VET) services. Its registration
was extended in 2023 for another seven years to 20 April 2030. RTOs are recognised as providers of
quality-assured and nationally recognised training and qualifications.

Also, HKCC is an Adult and Community Education (ACE) provider and supported by the NSW
Department of Education through grants, primarily for vocationally oriented training. ACE Providers
traditionally promote a wide range of general interest as well as nationally accredited courses.

In 2017 HKCC was endorsed as a Public Benevolent Institution and a Deductible Gift Recipient. The
former status enables it to access tax concessions, whilst the latter is entitlement to receive income
tax deductible gifts and tax-deductible contributions.

HKCC provides affordable community education services to participants living in the local community
including but are not limited to
e Subsidised accredited and non-accredited vocational training courses

e A range of fee for service personal interest courses such as yoga, dance, art and languages
e Community liaison and referral services.

The benefits obtained from engagement at HKCC are

e Development of vocational skills and knowledge

e Provision of pathways into further education and employment

e Gaining a sense of belonging to a community

e Opportunities to engage in lifelong learning

e Networking opportunities

e Increased creativity and mental agility

e Access to affordable education/training through subsidised initiatives
e Studying in a supportive environment.
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HKCC Mission

Hornsby Ku-ring-gai Community College Inc provides education and training to adult learners to
qualify for better employment opportunities, personal growth, wellbeing and the advancement of
community values.

Philosophy
HKCC strives to present affordable programs rich in diversity, appeal and currency to all members of
the community in a stimulating, comfortable and positive learning environment.

HKCC believes in intervening and supporting through education and training to relieve the poverty or
distress experienced by the disadvantaged, disabled, post-traumatic victims, the homeless, women
in crisis, the long-term unemployed, migrants and refugees who reside in the communities of
Hornsby and Ku-ring-gai.

Training Products (Qualifications and Skill Sets)

HKCC is approved to deliver the following qualifications:

FSK10119 Certificate | in Access to Vocational Pathways

FSK10219 Certificate | in Skills for Vocational Pathways

FSK20119 Certificate Il in Skills for Work and Vocational Pathways

BSB10120 Certificate | in Workplace Skills

BSB20120 Certificate Il in Workplace Skills

BSB30120 Certificate Il in Business

CHC33021 Certificate Il in Individual Support

CHC43015 Certificate IV in Ageing Support

HKCC also delivers Skill Sets, which are a combination of units of competency from one or more
nationally endorsed Training Packages, which link to a licence or regulatory requirement, or a
defined industry need.

Skill Sets are not designed to replace qualifications. Skill Sets training can:

e Fill an identified skills gap in businesses, thus improving productivity, customer service or
operational efficiency

e Assist by recognising workers skill acquisition through training where no prior qualification has
been attained

e Add validity and national portability to training programs

e May form the foundation for further training and a qualification with a defined exit point

e Address a ‘specific workforce skills need’ now and into the future
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Ask HKCC for more information about this alternative shorter form of recognised training.

Pre-Enrolment Process
OEER0
"

Current course offerings are listed on the HKCC website www.hkcc.nsw.edu.au and in
our printed course guide.

mEEH
Fee-for-service leisure courses can be easily booked via our website, by phone or in person at the
HKCC office.

Vocational courses, many of which attract NSW Government funding, can be booked following a
pre-course interview and information discussion. This meeting ensures that prospective learners are
fully informed about the course structure, expectations, workload, support options and any
regulatory or funding requirements that apply to nationally recognised training. It also assists both
the learner and HKCC in determining whether the course is suitable and aligned to the learner’s
goals. Learners enrolling in accredited training are required to complete a Language, Literacy,
Numeracy, Digital and Employability (LLNDE) Skills Assessment appropriate to the level of the course
they wish to enrol in. This assessment helps identify any support needs and ensures learners are
placed in a course suited to their current skills.

Where training is subsidised by the NSW Government (for example, Smart and Skilled, ACE or other
funded programs), HKCC must confirm eligibility. Learners may be required to provide evidence such
as proof of identity, residency or citizenship status, and concession or entitlement documentation,
where applicable.

For nationally recognised training, a Training Plan will be developed in consultation with the learner
as part of the enrolment and commencement process. The Training Plan outlines the units of
competency, delivery and assessment arrangements, and expected duration of the course. Learners
will be provided with a copy.

Enrolment is confirmed once all required pre-enrolment steps are completed, eligibility is verified
(where applicable), and the enrolment application is approved by HKCC. Learners will then receive
confirmation of their place and commencement details.

The key information you need to make an informed decision is included in this Pre-Enrolment
Information Guide. If you wish to proceed, you will be asked to complete the enrolment form and
provide the necessary permissions for HKCC to collect and use your personal information in
accordance with privacy and reporting requirements. All enrolment applications are reviewed by an
authorised HKCC representative before confirmation is issued. Enrolment forms are available online
or in paper format from the HKCC office.

HKCC is an adult community education provider, and most courses are designed for learners aged 18
years and over.

In limited circumstances, learners aged 15—17 years may be considered for enrolment, subject to:
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e approval by HKCC,
e the suitability of the course, and
e thelearner’s support and supervision needs.

Where a learner is under 18 years of age:

e written parent or guardian consent is required prior to enrolment,
e additional information may be requested to support learner wellbeing, and
e further conditions or supports may apply.

HKCC is committed to providing a safe learning environment and has policies and procedures in
place to support the safety, welfare and wellbeing of children and young people.

Always feel free to ask for clarification or further questions.

Notification of Enrolment (Smart and Skilled Funding)
If you enrol in a Smart and Skilled subsidised course, HKCC must complete a Notification of
Enrolment (NoE) as required by the NSW Department of Education.

This includes confirming your eligibility for subsidised training, finalising your student fee, and
creating your Commitment ID (CID). The CID must be issued before you can commence Smart and
Skilled subsidised training.

To complete the NoE, you will need to provide accurate personal information and give consent for
HKCC to use and disclose your information as outlined in the Smart and Skilled Privacy Consent
Statement.

Information and Evidence a learner must provide
Learners applying to enrol in an accredited course and/or a subsidised training must provide the
following personal information and supporting evidence:

o Name, including first or given name(s), middle name(s) and surname as they appear in an
identification document

e Contact details

e Date of birth, as it appears, if shown, in the chosen document of identity

e Place and country of birth

e Gender, and

e Any Centrelink benefits, medical conditions or referral services that may be relevant to funding
eligibility or support needs (e.g. to access a subsidised training place)

Further details on required evidence are provided in the following section.

Consents and Declarations learners must make

As part of their application for enrolment into an accredited and/or subsidised course under Smart and
Skilled, the Adult Community Education (ACE) program, or the National Skills Agreement (NSA), learners
must carefully read, complete and sign the following documents:
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e Enrolment Form, including Smart and Skilled Student Eligibility
¢ Consent Disclosure

e Privacy Policy and Authorisation

e Consumer Protection Policy

e Complaints Procedures

e USI Privacy Notice

e Media Release

The Consent Disclosure form gives HKCC permission to provide personal information to the NSW
Department of Education (the Department) and other government agencies, including (where relevant)
your Job Service Provider or Disability Employment Services Provider. Evidence of engagement with such
providers and evidence to support concession claims are essential requirements.

From 1 January 2015, all students undertaking nationally recognised training in Australia are required to
have a Unique Student Identifier® (USI). If an applicant does not already have a USI, HKCC can provide
instructions on how to create one at www.usi.gov.au. The USI is used for Reporting Training Activity
Data to the Department. This includes all accredited units of competency, as well as non-accredited
training funded by the Department.

If students prefer HKCC to apply for a USI on their behalf or locate an existing USI, the USI Privacy Notice
in this Information Guide must be read. Permission must be granted by signing the enrolment form,
authorising HKCC to access the USI portal and provide the USI Registrar with the required personal
information.

Further information is available on the USI website (www.usi.gov.au) or by phone: 1300 857 536.

Learners can find additional information on how HKCC staff collect, use, store and disclose personal
information in HKCC's Privacy Policy.

Complaints relating to privacy can be made to the Office of the Australian Information Commissioner
(OAIC) if a person believes their privacy has been interfered with under the Privacy Act 1988 (Cth).
This includes concerns such as:

e the misuse, loss, interference, or unauthorised collection, access, modification, or disclosure of
USlIs, and

e afailure by HKCC to destroy personal information collected for the purpose of applying for a USI on
your behalf.

1 Your USI links to an online account that contains all your training records that you have completed from 1
January 2015 onwards. When applying for a job or enrolling in further study, you will often need to provide
your training records and results (transcript). One of the main benefits of the USI is the ability to provide
students with easy access to their training records and results (transcript) throughout their life.
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Privacy, Information Handling and Consumer Protection

When enrolling in a nationally recognised and/or Smart and Skilled subsidised course (including ACE
and NSA), HKCC is required by law to inform learners how their personal information will be
collected, used and disclosed.

Smart and Skilled Privacy Consent Disclosure

The following consent statement is included for transparency and reference. Learners will be asked
to confirm their consent to this statement as part of the enrolment process.

Consent to use and disclose personal information

1,

(First, middle and last Name)

of
(current residential address)

with date of birth

understand and agree that, under the National Vocational Education and Training Regulator (Data
Provision Requirements) Instrument 2020, HKCC is required to collect personal information
(information or an opinion about me), collected from me, my parent or guardian, such as my name,
Unique Student Identifier, date of birth, contact details, training outcomes and performance, sensitive
personal information (including my ethnicity or health information) and other enrolment and training
activity-related information (together Personal Information) and disclose that Personal Information to
the National Centre for Vocational Education Research Ltd (NCVER).

My Personal Information (including the personal information contained on my enrolment form and
my training activity data) may be used or disclosed by HKCC for statistical, regulatory and research
purposes. HKCC may disclose my personal information for these purposes to third parties, including:

e School—if | am a secondary student undertaking VET, including a school-based apprenticeship
or traineeship;

e Employer —if | am enrolled in training paid by my employer;

e Commonwealth and State or Territory government departments and authorised agencies,
including the NSW Department of Education (Department);

o NCVER;

e Organisations (including the Department) conducting student surveys; and

e Researchers.

Personal Information disclosed to NCVER may be used or disclosed for the following purposes:

e issuinga VET Statement of Attainment or VET Qualification, and populating Authenticated VET
Transcripts;

e facilitating statistics and research relating to education, including surveys;

e understanding how the VET market operates, for policy, workforce planning and consumer
information; and
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e administering VET, including program administration, regulation, monitoring and evaluation.

| may receive an NCVER student survey which may be administered by an NCVER employee, agent or
third party contractor. | may opt out of the survey at the time of being contacted.

NCVER will collect, hold, use and disclose my Personal Information in accordance with the Privacy Act
1988 (Cth), the VET Data Policy and all NCVER policies and protocols (including those published on
NCVER’s website at www.ncver.edu.au).

The Department may disclose my Personal Information to other Australian government agencies,
including those located in States and Territories outside New South Wales.

The above government agencies may use my Personal Information for any purpose relating to the
exercise of their government functions, including but not limited to the evaluation and assessment of
my training, the determination of my eligibility to receive subsidised training or for any Fee
Exemptions or Concessions. My Personal Information may also be disclosed to other third parties if
required by law.

| also acknowledge and agree that the Department may contact me by telephone, email or post, during
or after | have ceased subsidised training with HKCC for the purposes of evaluating and assessing my
subsidised training.

| declare that the information | have provided to the best of my knowledge is true and correct.

| consent to the collection, use and disclosure of my Personal Information in the manner outlined
above.

PRINT FULL NAME:

SIGNATURE: DATE: / /

Note: If under 18 years of age at the time of giving consent, then the consent of their guardian is
required

PRINT FULL NAME
OF GUARDIAN:

SIGNATURE OF
GUARDIAN: DATE: / /

Training activity reporting

For government-funded training (including Smart and Skilled and ACE programs), HKCC is required to
collect and report information about learner enrolment, participation and outcomes to the NSW
Department of Education and relevant national authorities.

This reporting is a mandatory condition of government funding and supports regulatory oversight,
funding accountability, certification and national training records. Learners cannot opt out of this
reporting where they are enrolled in subsidised training.
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HKCC VET Privacy Policy

Hornsby Ku-ring-gai Community College (HKCC) collects and manages personal information in
accordance with the Privacy Act 1988 (Cth) and the Australian Privacy Principles (APPs).

HKCC collects personal information to process enrolments, deliver training and assessment, meet
regulatory and funding requirements, and maintain accurate student records.

Collection of information
HKCC collects personal information directly from individuals and, where required, from third parties
through enrolment and training-related interactions.

Personal information is collected only for purposes directly related to HKCC's functions and
activities. When HKCC collects personal information, we take reasonable steps to ensure that
individuals are aware of:

e our identity and contact details

e the fact that they may access their information

e the purpose for which the information is collected

e any organisations or types of organisations to whom HKCC usually discloses information
e any laws requiring the information to be collected

e any consequences if the information is not provided

Where HKCC collects information from a third party, we take reasonable steps to notify the individual.

HKCC takes reasonable steps to secure all personal information, including appropriate storage, access
controls, and secure destruction when information is no longer required.

Use of personal information
HKCC uses personal information to:

e provide and administer VET training and assessment
e meet regulatory, reporting and contractual obligations
e support learners and manage student records

Disclosure of your personal information

HKCC is required by law under the National Vocational Education and Training Regulator Act 2011
(Cth) to disclose certain personal information for the purpose of delivering, regulating and funding
vocational education and training.

Details about how personal information is collected, used and disclosed — including disclosure to the
National Centre for Vocational Education Research (NCVER), the NSW Department of Education and
other authorised bodies — are outlined in the Consent Disclosure section above.

Personal information will not be used or disclosed for other purposes unless:

o the purpose is directly related to the reason the information was collected and would
reasonably be expected,

e the individual provides consent, or

e the disclosure is permitted or required by law.
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How NCVER and other bodies handle your personal information

NCVER collects, holds, uses and discloses personal information in accordance with the Privacy Act
1988 (Cth) and the NVETR Act. This may include use of information for issuing authenticated VET
transcripts, administering VET programs, and producing national statistics and research.

Further information about how NCVER handles personal information is available at
www.ncver.edu.au/privacy.

Department of Employment and Workplace Relations (DEWR)

DEWR is authorised under the Privacy Act 1988 and the NVETR Act to collect, use and disclose
personal information for VET-related functions. For more information, refer to the DEWR VET
Privacy Notice at VET Data Privacy Notice - Department of Employment and Workplace Relations,
Australian Government.

Data quality and integrity
HKCC takes all reasonable steps to ensure that personal information collected, used or disclosed is
accurate, complete and up to date.

HKCC protects the personal information it holds from misuse, unauthorised access, modification or
disclosure. Personal information is stored securely in both electronic systems and hard-copy files.

HKCC maintains student records relating to enrolment, participation, assessment and outcomes in
accordance with legislative, regulatory and funding requirements. Learners may request access to
their own records, including assessment results and certification, by contacting HKCC.

Third party relationships
HKCC does not use brokers or third-party agents to recruit learners, enrol learners, or deliver
training on its behalf.

Where HKCC has entered into business relationships (e.g. with employment service providers or
workplace hosts) to assist or facilitate programs, as per our policies and procedures, these providers
will be made aware of and have agreed to abide by this policy to use the information for the
purposes that is released to them.

Student Consumer Protection Policy

HKCC is committed to providing training and support services that are fair, transparent and responsive
to learner needs. All learners have the right to raise concerns or make a complaint regarding training,
assessment, fees, services or information provided by HKCC without fear of disadvantage.

HKCC’s Consumer Protection Policy applies to all learners, including those enrolled in Smart and Skilled
and other government-subsidised training programs.

How to raise a concern or make a complaint
If possible, you are encouraged to discuss the issue with your Trainer/Assessor or Course Coordinator
so it can be resolved quickly.

If the matter remains unresolved, you may submit a formal complaint by contacting the HKCC Principal
at principal@hkcc.nsw.edu.au or by phoning 9482 1189.
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HKCC will acknowledge your complaint within 5 business days and aims to provide a written response
within 20 business days. If additional time is required, we will inform you of the reason and the revised
timeframe. Complaints are handled impartially and confidentially by a person not directly involved in
the matter. You may bring a support person or advocate to any meeting relating to your complaint.

If a resolution is unable to be resolved after escalation to the Principal, then the Principal will engage
the services of an external independent party to fully investigate the grievance.

Consumer Protection Officer

The Principal is HKCC's designated Consumer Protection Officer and is responsible for overseeing the
management of complaints, appeals and consumer protection matters.

Phone: (02) 9482 1189

Email: principal@hkcc.nsw.edu.au

Smart & Skilled Consumer Protection (NSW)

If your training is funded under NSW Smart & Skilled (Training Services NSW), you have access to
additional consumer protection support. Students must first raise any concerns or complaints with
HKCC. This is the first port of call for all complaints. Where Training Services NSW receives a complaint,
the consumer will be asked if they have first complained to the HKCC and whether we have responded
to that complaint. Information on Training Services NSW can be obtained online at
www.training.nsw.gov.au or by phone on 1300 772 104.

If a student has a complaint relating to an approved Smart and Skilled registered training organisation
(RTO), Training Services NSW will

e provide information and advice on consumer rights,
e facilitate discussions between the consumer and provider with a view to resolving complaints, and
e provide suggestions to parties about referrals to other government agencies.

Information on consumer rights and obligations relating to Smart and Skilled is available on the Smart
and Skilled website www.smartandskilled.nsw.gov.au or by calling 1300 772 104. Students attending
accredited training not related to Smart and Skilled training and who are unable to resolve a
complaint, may then contact the Australian Skills Quality Authority (ASQA) at www.asga.gov.au to
address the complaint.

USI Privacy Notice

If you do not already have a Unique Student Identifier (USI) and you want Hornsby Ku-ring-gai
Community College Inc (HKCC) to apply for a USI to the Student Identifiers Registrar (Registrar) on your
behalf, HKCC will provide to the Registrar the following items of personal information about you:

e Name, as it appears in your identification documents
e Date and place of birth

e Gender

e Contact details

e Details of the identification documents used

This information is used to confirm your identity and ensure your USI is unique. The USI Registry
System doesn’t retain the full details from the ID used to create your USI.
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In accordance with Section 11 of the Student Identifiers Act 2014 Cth (Sl Act), we will securely destroy
personal information which we collect from you solely for the purpose of applying for a USI on your
behalf as soon as practicable after the USI application has been made or the information is no longer
needed for that purpose, unless we are required by or under any law to retain it.

The personal information about you that is provided to the Registrar, including your identity
information, is protected by the Privacy Act 1988 (Cth). As an APP entity, the Registrar complies with
the Australian Privacy Principles (APPs) set out in Schedule 1 of the Privacy Act.

If you ask HKCC to make an application for a USI on your behalf, HKCC must declare that we have
provided you with this privacy notice and complied with the Registrar’s terms for system access. By
proceeding, you acknowledge that the personal information you provide in connection with your USI
application:

e iscollected by the Registrar for the purposes of processing your application for a USI, verifying
and providing a USI, resolving problems with a USI and creating authenticated VET transcripts;
and

e may be disclosed to:

o organisations, departments, regulators and other persons where reasonably necessary
for the Registrar’s functions,

o the Oversight Authority in relation to digital identity,

o current and former registered education and training providers to deliver VET or higher
education courses, meet reporting obligations and assist in determining eligibility for
training subsidies,

o schools (for delivering and reporting on VET),

o the National Centre for Vocational Education Research (NCVER) for creating
authenticated VET transcripts, resolving USl issues and producing national VET statistics,
researchers for education and training-related research, and

o any other person or agency authorised or required by law to access the information, or
any entity contractually engaged by the Registrar to assist in administering the USI
system.

The information will not otherwise be disclosed without your consent unless authorised
or required by law.
If you do not provide the Registrar with some or all of the required personal information, the Registrar
will not be able to issue you with a USI.

For the official Privacy notice for students and more information about how the Registrar handles your
personal information, visit the USI website https://www.usi.gov.au/documents/privacy-notice.

Funding, Fees and Financial Information

Funding availability and limitations
Training places, such as those through Smart and Skilled, ACE and NSA, are subsidised by the NSW
Government and are subject to limited funding availability.
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Meeting the eligibility criteria does not automatically guarantee a subsidised training place.
Enrolment in subsidised training is subject to:

e confirmation of eligibility
e completion of the Notification of Enrolment process, and
e availability of government funding at the time of enrolment.

Once available funding has been fully allocated, HKCC may be unable to offer further subsidised
places, even where a learner is eligible.

Smart and Skilled

Smart and Skilled is a NSW Government initiative that provides subsidised training for eligible
learners. Smart and Skilled gives eligible students:

¢ an entitlement to government-subsidised training up to and including Certificate IlI
¢ government funding for higher-level courses (Certificate IV and above) in targeted priority
areas.

As an approved Smart and Skilled provider, HKCC is required to follow a mandatory enrolment and
Notification of Enrolment process before any subsidised training can commence. This process
includes:

e confirming eligibility for subsidised training,

e finalising the course fee (including any applicable concessions or credits),
e obtaining required consents, and

e issuing a Commitment ID (CID).

The Notification of Enrolment must be completed at the same time as enrolment and before training
begins. Enrolment in Smart and Skilled subsidised training is only confirmed once this process is
completed.

Eligibility criteria:

You are 15 years old or over

You are no longer at school

You are living or working in NSW

You are an Australian citizen, Australian permanent resident, humanitarian visa holder or

coop

New Zealand citizen
If you answered yes to all four questions, you’re eligible for Smart and Skilled funding. The amount
you will receive towards your qualifications will depend on your individual circumstances. Some
students may receive full funding, while others may have a student contribution.

Fees for Smart and Skilled subsidised training are set in accordance with NSW Government pricing
and the Smart and Skilled Fee Administration Policy.

Your course fee will depend on:
e your eligibility for Smart and Skilled funding,
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e whether you are entitled to a fee concession or exemption, and
e any Credit Transfers (CT) or Recognition of Prior Learning (RPL) that apply,

HKCC will calculate and confirm your fee before enrolment as part of the Notification of Enrolment
process. You will be informed of your final fee and asked to accept it prior to commencing training.

If information provided by a learner is incorrect or changes (for example, eligibility or concession
status), fees may be adjusted in line with Smart and Skilled requirements. Some eligible learners may
access fee-free or fully subsidised training where applicable.

To find out if you are eligible contact HKCC on 9482 1189 to arrange a pre-course interview; for more
information on Smart and Skilled please visit the website https://education.nsw.gov.au/skills-
nsw/students-and-job-seekers or phone 1300 772 104.

Hornsby Ku-ring-gai Community College (HKCC) has been recognised as a High Performing Smart
and Skilled provider by the NSW Department of Education.

Adult Community Education (ACE)

The Department of Education manages the ACE Program, which is designed to assist disadvantaged
learners with barriers to participation in training under the Smart and Skilled Entitlement Program or
other Smart and Skilled Program. The program funds individual units.

Eligibility criteria:

U You are eligible for Smart and Skilled funding, as above; and meet at least one of the criteria
below:
U You are Aboriginal or Torres Strait Islander
U You receive Centrelink Benefits (or am the dependent child, spouse or partner of a recipient)
U You have a physical or mental impairment that substantially limits major life activities
U You have a disability or am the dependent child, spouse or partner of a person with a disability
U You have low language, literacy, numeracy and digital skills
U You identify as culturally and linguistically diverse AND meet one of the following criteria:
o0 main language spoken at home is not English
o proficiency in spoken English is below the required standard to complete vocational
training and/or employment
o experience cultural barriers
o social isolation or experience social isolation
U You require additional employability skills, as | am one of the below:
o Unemployed
o Underemployed (working less than 25 hours per week)
o Returning to the workforce after a gap of 12 months
o Looking to reskill or upskill
U You are experiencing by an economic disadvantage, such as:
o Not having sufficient resources to achieve a reasonable standard of living
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o Experiencing negative impacts on social and emotional wellbeing, physical health and the
ability to create a stable home environment

o Prevented from participating in communities

U You are experiencing personal circumstances which require additional support to access
educational opportunities, such as:

o Domestic Violence, family violence, coercion

o Recovering from drug/alcohol abuse

o Exited the criminal justice system or at risk of entering the criminal justice system
U You are aged 15-24 and at risk of not progressing to further education, training or employment
U You have not achieved year 12 or equivalent

Targeted Skills for Small Business (TSB)

This program is a funding stream under the ACE Program and funds accredited and non-accredited
training in targeted courses in information technology, business services or foundation skills.

Eligibility criteria:

U You are eligible for Smart and Skilled funding, as above; and
U You are the owner or employee of a small business* or not-for-profit organisation

* A small business is an enterprise with less than 20 full-time equivalent (FTE) employees.

National Skills Agreement

Ensuring Access to Foundation Skills Training is a joint initiative between the Australian and New
South Wales governments. HKCC is proud to be funded under the National Skills Agreement,
supporting accessible education for our community. Eligible students under the NSW Smart and
Skilled program can take advantage of fee-free training in selected accredited and non-accredited
foundation skills units. This initiative helps students gain essential skills without financial barriers,
opening pathways to further study and employment.

For more information about the Adult and Community Education (ACE) program and National Skills
Agreement (NSA) in NSW, visit
https://www.nsw.gov.au/education-and-training/adult-and-community-education.

Refund Policy

HKCC will refund all collected course payments for a cancellation of class by HKCC for any reason.

Credit card refunds will be returned on the same current credit card. Refunds for cash, cheques and
expired credit cards will be paid via EFT upon receipt of bank account details.

If HKCC receives notice of transfer or withdrawal 48 hours prior to the advertised starting date of a
course, a refund or transfer minus $20 administration fee will be granted.
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Refunds may be granted under exceptional circumstances if HKCC receives notice of transfer or
withdrawal within 48 hours of the advertised starting date, minus $20 administration fee. Please
contact HKCC if you foresee anything that may affect your attendance.

HKCC does not accept responsibility for changes in the student’s personal circumstances or work
commitments, or for books or materials purchased for a course which may have been cancelled.

Fee Protection
HKCC protects the financial interests of students, in line with the Standards for RTOs 2025, through
transparent and fair fee practices.

Prepaid Fees:

HKCC does not collect more than $1,500 in advance from individual learners for any course. Courses
with fees higher than $1,500 will be invoiced to the client in instalments, with each instalment being
no greater than $1,500.

Transparency of Costs:
All fees, payment terms, refund policies, and potential additional costs (e.g. equipment or materials)
are clearly communicated in writing before enrolment.

Refunds:
Refunds are issued in accordance with our Fees and Refunds Policy, which is available on our
website and in student handbooks. Refunds are processed promptly and fairly.

Receipts and Records:
All payments are receipted, recorded, and traceable in compliance with financial audit requirements.

Replacement of Testamur

The holder of an HKCC qualification or statement of attainment may request another copy of their
testamur. Request for a replacement of a testamur must be in writing to
enquiries@hkcc.nsw.edu.au. An administration fee of $60 applies.

Training, Assessment and Course Participation

Training Delivery and Assessment

All HKCC training is face-to-face in a physical classroom or via virtual classroom, such as Zoom or MS
Teams. Some classes only offer one delivery mode while others might have a blended learning
option. The exact training delivery mode will be listed on your timetable and discussed in the pre-
enrolment interview.

Please note that your participation in class is critical. Every learner can draw from their own
knowledge, skills and culture to improve the course quality and facilitate everyone’s learning.
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All VET learners have access to course materials and learner guides from HKCC. Class facilities
include white boards, access to internet and computers (where required), overhead projector, and
other specific training equipment.

Every unit requires successful completion of at least two assessments to achieve competency. The
method of assessment may vary between units. One form of assessment is demonstration of the
practical task in the workplace, and the other forms of assessment are done in class. These may
include Written assignments

e Short answer questions

e (Case studies

e Role plays

e Presentations

e Demonstration of task — simulations
o Written assignments

e Projects

Learners have one week after the unit has been completed to finish their assessment. Written
assessments may be done verbally to determine competency in the unit if required.

Reasonable adjustment can be made if needed to suit learner needs and abilities. Please inform your
Assessor if for any reason an assessment task cannot be completed by the due date.

Quality of Training

HKCC works with industry representatives, employers and community stakeholders to support the
relevance and quality of its vocational education and training, ensuring courses remain aligned with
current workforce needs.

Please note that HKCC delivers all training and assessment services directly. HKCC does not use
third-party agents to deliver training on its behalf. HKCC remains solely responsible for the quality of
training and assessment, student support services, and compliance with all regulatory and funding
requirements.

Credits towards study: Credit Transfers (CT) and Recognition of Prior
Learning (RPL)

Credit Transfers (CT)

HKCC complies with the VET Regulator’s guidelines in connection with granting CTs. As such, HKCC
recognises and accepts Qualifications and Statements of Attainments issued by other RTOs under
the Australian Qualifications Framework (AQF), which allows students to receive a credit for already
successfully completed Units of Competency. Applicants must produce evidence of successful
completion of Units of Competency, either by providing an original copy of the relevant training
certificate or transcript.
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Recognition of Prior Learning (RPL)

HKCC ensures that the RPL process aligns with the NSW Recognition Framework?, offering the
assessment of an individual’s competency/s which may have been acquired through formal, non-
formal and informal learning, to determine if the applicant meets the requirements specified in the
training package or VET accredited courses.

The type of evidence that must be submitted (preferably at formal enrolment) for RPL applications
may include:

e Observation of workplace performance, demonstration, simulation

e Third-party evidence, e.g., report from workplace supervisor, references from past &/or present
employers, testimonials from clients

e Records of completed training

e Assessment records

e Workplace samples collected &/or documented

e Assessment tasks to confirm existing skills and knowledge

A fee of $250 applies per unit.

Process in Deferring or Discontinuing
Learners enrolled in Smart and Skilled subsidised training may request to defer or discontinue their
course.

A deferral allows a learner to pause their training and return at a later date.
Deferrals must be requested in writing and approved by HKCC.

For Smart and Skilled subsidised training:

e deferrals are permitted for up to 12 months, and
e learners must advise HKCC of their intended return date.

If a learner does not recommence training within the approved deferral period, the enrolment will
be recorded as discontinued in accordance with NSW Government requirements.

A learner may choose to discontinue their training at any time by notifying HKCC. Where a learner
chooses to discontinue their subsidised training, HKCC will discuss the reason for discontinuation
and, where appropriate, make reasonable efforts to confirm the learner’s intention and address any
concerns relating to the delivery or assessment of the course.

If a learner discontinues subsidised training:

e HKCC will record the discontinuation and notify the NSW Department of Education
e the learner’s training records will be finalised to accurately reflect outcomes achieved or
attempted at the point of discontinuation

2 RPL for Apprenticeships and Traineeships must comply with all applicable Laws, including the Apprenticeship
and Traineeship Act 2001.
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e a Statement of Attainment will be issued for any successfully completed units of
competency, where applicable
e any applicable refunds will be processed in accordance with HKCC's Fees and Refunds Policy.

Learners who wish to recommence training after discontinuation must complete a new enrolment
and eligibility assessment. Re-enrolment is subject to funding availability and program requirements.

Student Rights, Equity and Support

Fair and Equity Policy
With its mission and philosophy being at the core, HKCC is proud of its long standing in the
community.

Fair and equity policies are incorporated into HKCC’s operational procedures prohibiting
discrimination and harassment towards any group or individuals in any form, inclusive of:

e Gender

e Pregnancy

e Race, colour, nationality, ethnic or ethno-religious background
e  Marital status

e Physical, intellectual or mental health condition

e Sexual orientation (actual or presumed)

o Age

Programs are designed and wherever possible, enhance flexibility of delivery to maximise the
opportunity for access and to support the special needs of disadvantaged students.

HKCC makes all reasonable effort to adjust or assist in locating another provider who can offer
Subsidised Training that has the necessary resources.

Grievance, Complaints and Appeals
HKCC is committed to providing an environment of integrity and respect for all learners and staff.
We value openness, honesty, fairness and timely resolution of concerns.

A grievance is a concern about an action, decision or behaviour that a person considers unfair or
unreasonable. A complaint is a formal expression of a grievance. Grievances may relate to (but are
not limited to) teaching, assessment or administrative decisions; the delivery or quality of services;
or the behaviour of learners or staff. Being deemed Not Yet Competent is not, by itself, a grievance;
there must be an element of unfairness (for example, a process error or inconsistent application of
requirements). Where a learner believes an assessment decision is unfair, they should first raise the
matter with the assessor or Course Coordinator.

How we handle complaints
Where appropriate, HKCC encourages local, informal resolution by discussing the matter with the
relevant person. If the issue is not resolved, you may submit a formal complaint to the Principal (or
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via the HKCC office). HKCC will acknowledge your complaint within 5 business days, conduct an
impartial and confidential review by a person not directly involved in the matter, and aim to provide
a written outcome within 20 business days. If more time is required, we will explain the reason and
provide a revised timeframe. You may bring a support person or advocate to any meeting.

If you remain dissatisfied with the outcome, you may request independent mediation. HKCC will
engage a qualified mediator external to HKCC to facilitate resolution where appropriate.

HKCC maintains secure records of complaints and appeals, including outcomes and actions to
prevent recurrence, consistent with the Standards for RTOs 2025 focus on information, transparency
and continuous improvement.

(Note: If your course is funded under NSW Smart & Skilled, you also have access to the Smart &
Skilled customer support centre (Skills NSW) for independent advice and mediation. Contact details
are provided in the Student Consumer Protection section of this Guide.)

Student Support

HKCC provides a range of student support strategies that will enhance a student's potential to
successfully complete their training. Students requiring support should speak with their Trainer,
Course Coordinator, Support Officer or contact the HKCC office. Support needs may be identified
during enrolment, throughout training or at the student's request.

Students may be accompanied by a support person, advocate, family member or support worker
during enrolment interviews, support meetings and complaint processes if they wish.

The following is HKCC's process to individual learner support:

e Prior to enrolling in an accredited course, students will attend a pre-enrolment interview, during
which support needs and options are discussed and where required, reasonable adjustments
implemented. Prospective students will complete a Language, Literacy Numeracy, Digital and
Employability (LLNDE) test, which will further help identify support needs.

e Once the course commences, the Trainer/Assessor (T&A) and/or the Course
Coordinator/Support Officer provide further information about the process of training and
assessment and other incidental educational services.

e The Coordinator or Support Officer will check in with students on a regular basis to discuss the
student’s progress and adjust, where necessary, student supports and/or reasonable
adjustments. Students can contact the Coordinator or Support Officer at any time to discuss any
problems and/or barriers they may be facing.

e The Course Coordinator may assist with correspondence and agreements for work placement
positions, where applicable.

e Generally, the Coordinator/ Support Officer and/or T&A will support or direct HKCC students
through:

o Reasonable adjustments

o Tutorial and individual learning support

o Language, literacy, numeracy and digital skills support

o Interpreter or language assistance referral, where required
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o Referral services to appropriate external services (please speak to your coordinator about
referral services)
o Further training and career guidance

HKCC regularly invites guest speakers, e.g. representatives from community organisations to speak
with students. These sessions provide information, referrals and opportunities for students to access
additional support, employment pathways and community services.

Below are some useful links:

Translating and Interpreting Service (TIS National)
Phone: 131 450

Website: tisnational.gov.au

Ask lzzy
A free online directory connecting people with housing, food, health, legal, financial and support

services.
Website: askizzy.org.au

Contact Details of Support Services

Reception enquiries@hkcc.nsw.edu.au
Care Course Coordination (CHC) care@hkcc.nsw.edu.au
Administration Officer admin@hkcc.nsw.edu.au
ACE Support clients@hkcc.nsw.edu.au
Partnerships and Projects projects@hkcc.nsw.edu.au
Outreach Support Officer oso@hkcc.nsw.edu.au

Principal/Consumer Protection Officer principal@hkcc.nsw.edu.au

Location: Level 1, 45 Hunter Street, Hornsby NSW 2077 P: 9482 1189
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Accredited Course Guides

For qualification-specific information, HKCC provides detailed accredited course guides for each
nationally recognised qualification. These guides contain supplementary information about course
structure, units of competency, entry requirements, assessment arrangements and pathways, and
are available via the links below. You can also access them from our website: www.hkcc.nsw.edu.au
(then click on Accredited Qualifications).

FSK10119 Certificate | in Access to Vocational Pathways

FSK10219 Certificate | in Skills for Vocational Pathways
FSK20119 Certificate Il in Skills for Work and Vocational Pathways
BSB10120 Certificate | in Workplace Skills
BSB20120 Certificate Il in Workplace Skills
BSB30120 Certificate Ill in Business
CHC33021 Certificate lll in Individual Support
CHC43015 Certificate IV in Ageing Support

Contact Details:

E: enquiries@hkcc.nsw.edu.au P: 9482 1189

Address: HKCC, Level 1, 45 Hunter Street, Hornsby NSW 2077
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