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Accredited Training Company


Note:  It is essential that all prospective students read and understand this information before enrolment
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The Accredited Training Company
Pre-Enrolment Information for Prospective Students
Overview
The Accredited Training Company is a private training provider established to provide high quality training First Aid and CPR on the Gold Coast and throughout regional Queensland.

This document provides prospective students with important information on the The Accredited Training Company (ATC), relating to courses, fees, charges and refunds, literacy, language and numeracy requirements and support arrangements, assessments, credit transfer and recognition of prior learning.
Prospective students are encouraged to read this information with care and are invited to discuss any item in this document at the time of their enrolment.
At enrolment, students are required to sign off that they have read and understood the refund policy and associated information with legal implications.
I. Client selection, enrolment and induction/orientation procedures

ATC courses are open to all people seeking the skills and knowledge provided by the particular course.   

Recruitment and Selection Process

Communications
For safety (and employability), reasons a first aid student needs to be able to speak, read and understand English directions and instructions. Instructors will assist students with English as a Second Language (ESL) and can deliver the written assessment verbally if required.
II. Course information, including content and vocational outcomes

Information on the course for which you have expressed interest is included in this pack. ATC offers the courses as described below.
III. Course outlines:

Cardio Pulmonary Resuscitation – CPR – Course Code - HLTCPR211A – Completed in 2 hours of practical training – and for new participants – a workbook – completed in 2 hours. Component of Apply First Aid. CPR only $45
Cardio-pulmonary Resuscitation (CPR) is a technique of Rescue Breathing used in conjunction with Chest Compressions. The purpose of Cardio-pulmonary Resuscitation is to maintain a circulation to preserve brain function until medical help arrives.

In all first aid situations DRSABCD should be utilised. This is the emergency action plan. DRSABCD will help you identify what is happening with the casualty, and, may save the patient’s life.
On completion students will be able to diagnose, provide resuscitation and use a defibrillator.  
Advanced CPR: Course code HLTFA 404C
This course incorporates the HLTCPR211A with the addition of the use of medical oxygen. The student is trained and assessed in the use of administering oxygen through the mask and bag technique and knowledge on oxygen equipment. 4 hours duration On completion students will be able to diagnose, provide resuscitation, use a defibrillator and use oxygen equipment to deliver oxygen to a casualty.  
22099VIC COURSE IN THE MANAGEMENT OF ANAPHYLAXIS 

 Anaphylaxis is the most severe form of allergic reaction and is potentially life-threatening. It should be treated as a medical emergency, requiring immediate treatment. Most cases of anaphylaxis occur after exposure to an allergen (such as foods, insects or medications) in a person who is already extremely sensitive. A person with diagnosed anaphylaxis or mild to moderate allergic reactions should have an Action Plan completed by their medical practitioner.

On completion of this course students will be able to diagnose, provide treatment and reassure casualty  
22024VIC – COURSE IN THE MANAGEMENT OF ASTHMA IN THE WORKPLACE

 Asthma is a disorder of the smaller airways of the lungs. People with asthma have sensitive airways which can narrow when exposed to certain ‘triggers’, leading to difficulty in breathing. 

In asthma, symptoms are made worse by 'triggers'. Every person's asthma is different and not all people will have the same triggers. A person with diagnosed Asthma should have an Action Plan completed by their medical practitioner.
On completion of this course students will be able to diagnose, provide treatment and reassure casualty  
39253QLD - LOW VOLTAGE ELECTRICAL RESCUE – usually completed with CPR – 4 hours duration

This course is designed to train and assess electrical workers in the safe rescue and resuscitation of a casualty who has received an electrical shock or personal injuries while working on low voltage conductors or equipment.

On completion of this course students will be able to satisfy the requirements of the Electrical Safety Act – works who are required to perform or help in performing electrical work, are competent in low voltage electrical rescue and resuscitation in accordance with recognised practices in the electrical industry.
Apply First Aid: previously known as Senior First Aid. Course code HLTFA311A
Completed in 8 hours of practical and 7 hours of theory. A text book and workbook provided to each participant. 
Learning Outcomes
At the completion of this Apply First Aid course participants will have the knowledge and understanding of First Aid including – 

the main aims of First Aid

legal responsibilities of a First Aider 

Duty of Care, Chain of Survival, Human Anatomy, Emergency Action Plan

Assist a person having a cardiac arrest by administering CPR and be able to advise unqualified persons as to what to do

Bleeding, Shock and Fainting, Heart Conditions, Choking, Asthma and Anaphylaxis

Wounds, Fractures and Injuries, Poisons, Bites and Stings, Burns, hot and cold Illnesses

Epilepsy and Convulsions

IV. Fees and charges, including refund policy
Payment Arrangements
Payment in advance is not required.
Payment for all short courses is required to be made in full at the commencement of the course, unless prior arrangements have been made with management. Payment accepted in cash, cheque or credit card. Receipts are issued on payment.
 The current fees, charges and refunds appropriate to the course are listed below.
CPR new: $45 – workbook will be issued to be completed by student at the course

CPR recertification: $45

CPR, Anaphylaxis and Asthma: $60

Advanced CPR: $70 - workbook will be issued to be completed by student at the course 

Apply First Aid recertification $95 – student can provide copy of existing certificate that is still current or not expired longer than 21 days.

Apply First Aid: $120 - workbook will be issued to be completed by student after the course 
ATC fees are all inclusive, and in addition to tuition and assessment, students also receive high quality learning resources.
Refund Policy 

Withdrawals and Refunds 

ATC recognises that in some circumstances, a student may be obliged to change his or her mind about taking up a place. For this reason, ATC has in place a policy that enables the student to recover a portion or all of their fees. As ATC rarely collects fees in advance at most times this refund policy is not appropriate. The basis for such a refund is shown in the table below.

· 28 days or over prior to commencement 100%
· 28 days – 1 day prior to commencement 100%

· Less than 1 days prior to commencement – less 20%
Withdrawing students may also have the option of providing a suitable substitute or of transferring to a later program with no additional cost in lieu of any refund to which they might be entitled, depending on the situation. However, this option closes at the date of course commencement. 

Medical or extenuating circumstances shall be treated on a case-by-case basis. Where the student can provide a medical certificate or show extreme personal hardship, fees will be refunded on a basis determined by the Principal.
 Re-issue of Statements of Attainment

Should a graduate of a ATC course lose or for any other reason, require an additional copy of a statement of attainment, the document is able to be re-issued on request of the Chief Executive Officer.  

Requests must be made in writing stating the student’s full name (at the time of issue, if name changed since), course name, location and date. Re-issue will also require the applicant to provide proof of identity before duplicate can be supplied. Cost of replacement certificate is $10.00

V. Provision for language, literacy and numeracy assistance

As ATC is a small provider, no specific literacy, language or numeracy services are offered. Where students have English as a second language, trainers/assessors will assist by verbally delivering the multiple choice exam. 
VI. Student Support
As a provider of one day courses, ATC does provide a wide range of student support.  However, should a student have a problem during their course, they are welcome to contact the Director to discuss their concerns.
VII. Flexible learning and assessment procedures

ATC provides self-learning resources to enable students to undertake pre-reading and learning to enable them to spend more time in practical activities during the course.  All assessment is done face to face.  All materials are provided in English.
VIII. Welfare and Guidance Services

 ATC does not provide welfare or guidance services as all courses are 1 day practical training. ATC can advise of welfare organisations.
IX. Appeals and complaints procedures

ATC has an effective: Appeals and Complaints Policy and associated procedures and these are available to all students and prospective students on request to the Principal. All students can attend another course during the first 12 months at no cost. If a student is deemed not yet competent by the trainer/assessor the student will be encouraged to attend as many times as required for the competency to be achieved.
X. Student Behaviour and Disciplinary Procedures

ATC expects that all students will treat their instructor and other students in a manner appropriate to an Australian workplace.  However, should inappropriate behaviour occur, a student may be asked to leave the course.
Mobile Phones

Mobile phones are not permitted in the classroom or practical areas and must be switched off or to silent if carried during breaks.

XI. Staff responsibilities for access and equity

ATC staff members have an obligation to:

· Treat all people with dignity and respect at all times 

· Respect and be sensitive to an individual's cultural and ethnic background 

· Be responsive, engaging and helpful to the reasonable requests of students and members of the general public

· Actively discourage any form of harassment or unlawful discrimination 

· Ensure decisions that may adversely affect the rights or interests of others are procedurally fair, reasonable, honest, and impartial 

XII. Recognition of prior learning (RPL) 

ATC, as a registered training provider, adopts and supports the national policies on the recognition of prior learning (RPL), and an RPL service is available to all prospective ATC students.  However, with the requirements for currency in First Aid and CPR and the fact that a maximum of two national units is included in courses, RPL is essentially irrelevant.  Moreover, because of the nature of the subject matter, students seeking RPL would still be required to undertake a challenge that includes the full range of assessments including practicals as they apply to students undertaking the unit or group of units for the first time.
PLEASE SIGN TO INDICATE YOUR UNDERSTANDING AND ACCEPTANCE OF THE REFUND CONDITIONS, TEAR OFF AND PROVIDE TO ATC AT REGISTRATION
To ATC
This is to certify that I ………………………………………, in enrolling for the …………………………………. Course at The Accredited Training Company have read the refund policy, I understand the conditions under which refunds are payable and accept them as a binding part of contract.

	Student (or if under 18 parent or guardian as well)

Signed:………………………………………………………….
Date:…………………………………….
	Witness:

Name:…………………………….  Date:     /        /         

Signature:…………………………….
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