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TRAINING PACKAGES 

Training Package@Work Information from BACK 2 BASICS VOL 2. 

Australia' s national vocational educational and training system was initiated in the early 1900s with the establishment of the Australian National Training Authority.  Prior to this, Australia had eight separate training systems operating quite independently of each other, with the content and delivery of training largely determined by individual training providers.  Employers operating across more than one state could not be confident that the quality of their employee’s qualifications was consistent, not that they possessed the competencies required by industry.

The Australian National Training Authority developed national vocational education and training policies to improve training in Australia.  Now, more than a decade later, Australia can boast a truly national, world-class vocational education and training system.

What body is responsible for overseeing the system?

From 1 July 2005 the responsibilities and functions of the Australian National Training Authority will be transferred to the Department of Education, Science and Training.  It is proposed that a new Ministerial Council for Vocational and Technical Education (replacing the Australian National Training Authority Ministerial Council) will be formed to lead the national training system.

What is the National Skills Framework?

Under the new training arrangements the National Skills Framework sets out the system's requirements for quality and national consistency in terms of qualifications and the delivery of training.  These requirements currently fall under the National Training Framework, which comprises three key elements: training packages, the Australian Quality Training Framework and the Australian Qualifications Framework.

A training package is a set of nationally endorsed standards and qualifications for recognising and assessing people's skills in a specific industry, industry sector or enterprise. Training packages ensure the quality, consistency and industry relevance of training products.

Training packages describe. the skills and knowledge. that individuals need to perform effectively in the workplace.  A training package does not describe. how an individual should be trained.  Teachers and trainers develop learning and assessment strategies (the 'how') depending on learners' needs, abilities and circumstances.

In December 2004 there were 81. training packages covering most industries and almost 80 per cent of the workforce. When there is a training need that is not addressed by an existing training package, an accredited course is developed.

The. National Training Information Service records all training packages, accredited courses, qualifications and units of competency at www.ntis.gov.au 
Under the Department of Education, Science and Training, the priority areas for enhancing the quality and national consistency of training packages will include:

 rationalising training packages across industries and identifying cross industry skills

 increasing their flexibility arid responsiveness, including by moving from a time-based approach, to a genuine competency-based approach to training

 harmonising licensing arrangements within training packages

 achieving national consistency for the nominal hours for qualifications

 implementing the recommendations from the High Level Review of Training Packages

The Australian Quality Training Framework

The AQTF is the set of nationally agreed quality assurance arrangements for training and assessment services delivered training organisations.  It assures the quality and consistency of training outcomes. The Australian Quality Training framework comprises two sets of standards:

 Standards for Registered Training Organisations

 Standards for State and Territory Registering Course Accrediting Bodies.

Australian Qualifications Framework

The AQF sets out all nationally recognised qualifications in schools, vocational education and training and higher education. It ensures the quality, consistency and portability of training outcomes across Australia.  There are 15 national qualifications within the framework, including eight vocational education and training qualifications.

	Schools sector
	Vocational education and training sector
	Higher education sector

	senior school certificate
	vocational graduate diploma

vocational graduate certificate

advanced diploma 

diploma 

certificate IV 

certificate III

certificate II 

certificate I
	doctoral degree 

masters degree

graduate diploma

graduate certificate

bachelor degree 

associate degree
advanced diploma 

diploma




What is national recognition?

A key principle of the Australian Quality Training Framework is national recognition (previously referred to as mutual recognition).  This means that all states and territories will recognize:

 The decisions of all other states and territories in registered training organizations.  Once registered by one jurisdiction, this enables a registered training organization to operate in any state or territory without a further registration process.

 Australian Qualifications Framework qualifications and statements of attainment issued by other registered training organizations.  This enables individuals to receive national recognition of their qualifications and statements of attainment.

The nationally recognized training logo is used on all qualifications Australian Qualifications Framework qualifications and statement of attainment.  Only registered training organizations may use the logo and only for training that is within it’s scope of registration.  The logo is available from the RTO Service Center at www.training.com.au 
For a full overview of training packages, the Australian Quality Training Framework and the Australian Qualifications Framework, refer to the online version of Training Packages @ Work: Back 2 Basics vol.1  at  www.tpatwork.com/back2basics  (login required).

For more information on general vocational education and training matters, visit www.training.com.au  This is a one-stop web  entry point for information on vocational education and training; designed for use by Australian businesses and registered training organisations.  Its services expanded to the general community in 2006.

Certification
A qualification is issued where all requirements are met.  a statement of attainment ay be issued where a qualification is partially achieved through the achievement on one or more endorsed units of competency.

HOW DO YOU UNPACK A TRAINING PACKAGE?

Each unit of competency has a number of components that require careful analysis. The table below identifies the different components of a unit of competency and briefly describes each component.

	Component
	Example
	Explanation 

	Unit Code:
	TAADES401B
	TAA
This unit of competency is part of the Training and Assessment Training Package.

DES
This unit of competency belongs to the Design stream within the Training and Assessment Training Package.

4
Certificate IV level.

01
The first unit within the Design stream.

B Version 2 of this unit of competency.

	Unit Title:
	Use Training Packages to meet client needs
	Provides a description of the job function, ie ‘What is the work activity?”

	Unit Descriptor:
	This unit of competency specifies the outcomes required to use Training Packages as a tool to support industry, organisation or individual competency development needs.
	Expands on the information provided in the unit title and notes any relationships with other industry units, ie “What does the work activity involve?”

	Elements:
	Define the basis for using Training Package/s
	Describes the skill outcomes that contribute to a unit, ie “What skills are required to perform the work activity?”.

	Performance Criteria:
	Discussions are held with relevant personnel to confirm training and/or assessment needs of the client.
	Specifies the level of performance required to demonstrate achievement of the Element. Italicised terms are elaborated on in the Range Statement.

	Range Statement:
	Training/assessment organisation refers to:

a Registered Training Organisation (RTO), ie, an enterprise/organisation registered to deliver recognised vocational education and training services; includes TAFE institutes, private commercial colleges/companies, enterprises, community organisations, group training companies and schools.
	Adds definition to the unit by elaborating critical or significant aspects of the performance requirements of the unit. The Range Statement establishes the range of indicative meanings or applications of these requirements in different operating contexts and conditions. The specific aspects that require elaboration are identified by the use of italics in the Performance Criteria.

	Evidence Guide:
	Specific evidence requirements must include: a minimum of two examples of unpacking training specifications including at least one Training Package.
	The Evidence Guide provides advice to inform and support appropriate assessment of this unit including assessment of required knowledge and skills necessary to determine competence.  The evidence guide identifies critical/specific evidence requirements, assessment resource implications and other relevant information.  The Evidence Guide is an integral part of the unit.

	Employability Skills
	This unit contains employability skills
	The employability skills for each qualification level are listed in the front section of the TAA Training Package.


DETERMINING EVIDENCE REQUIREMENTS

When using a Training Package or other benchmark to develop assessment tools, the unit of competency or group of units will need to be analysed to confirm assessment evidence requirements. The following table may be used as a guide.

	Aspect for consideration
	Evidence requirement

	AQF qualification
	Check the AQF qualification, and check the AQF descriptors to help determine the level of evidence requirements, for example does the task need to be undertaken under supervision?

	Evidence guide
	Check all aspects of the evidence guide for the evidence requirements, including potential sources of evidence and any specific evidence requirements.

	Assessment guidelines
	Check that all requirements of this endorsed section of the Training Package are complied with.

	Elements and performance criteria
	What does the person need to be able to do and know, and what performance is expected at the workplace?  Start to identify potential sources of evidence.

	Range statement
	Identify any specific workplace, ethical, OHS and legislative requirements that relate to this unit.

Note: If assessing candidates who are learning in a training organisation and not being assessed in a workplace, collect examples of workplace policies and procedures from a range of related workplaces to use for learners to show competence in a simulated environment.

	Key Competencies or Employability Skills
	Check the required level of the Key Competencies that need to be assessed.  employability skills are often listed in the front section of the Training Package for each qualification.

	Dimensions of competency
	Start to consider potential sources of evidence that will assess all the dimensions of competency including all the required skills and knowledge.

	Language, literacy and numeracy requirements
	Check the level of language, literacy and numeracy requirements in the units of competency.


UNDERSTANDING TRAINING PACKAGES

Information from: TAA04 Training and Assessment Training Package

What is a Training Package? 

A Training Package is an integrated set of nationally endorsed competency standards, assessment guidelines and Australian Qualifications Framework (AQF) qualifications for a specific industry, industry sector or enterprise. 

Each Training Package: 

 provides a consistent and reliable set of components for training, recognising and assessing peoples skills, and may also have optional support materials

 enables nationally recognised qualifications to be awarded through direct assessment of workplace competencies

 encourages the development and delivery of flexible training which suits individual and industry requirements

 encourages learning and assessment in a work-related environment which leads to verifiable workplace outcomes.

How do Training Packages fit within the National Training Framework? 

The National Training Framework is made up of the nationally agreed quality arrangements for the vocational education and training sector, the Australian Quality Training Framework (AQTF), and Training Packages endorsed by the National Training Quality Council (NTQC). 

How are Training Packages developed? 

Training Packages are developed by Industry Skills Councils or enterprises to meet the identified training needs of specific industries or industry sectors. To gain national endorsement of Training Packages, developers must provide evidence of extensive research, consultation and support within the industry area or enterprise. 

How do Training Packages encourage flexibility? 

 Training Packages describe the skills and knowledge needed to perform effectively in the workplace without prescribing how people should be trained. 

 Training Packages acknowledge that people can achieve vocational competency in many ways by emphasising what the learner can do, not how or where they learned to do it. For example, some experienced workers might be able to demonstrate competency against the units of competency, and even gain a qualification, without completing a formal training program. 

 With Training Packages, assessment and training may be conducted at the workplace, off-the-job, at a training organisation, during regular work, or through work experience, work placement, work simulation or any combination of these. 

Who can deliver and assess using Training Packages? 

Training and assessment using Training Packages must be conducted by a Registered Training Organisation (RTO) that has the qualifications or specific units of competency on its scope of registration, or that works in partnership with another RTO as specified in the AQTF Standards for Registered Training Organisations.

Training Package Components 

Training Packages are made up of mandatory components endorsed by the NTQC, and optional support materials. 
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Training Package Endorsed Components 

The nationally endorsed components include the Competency Standards, Assessment Guidelines and Qualifications Framework. These form the basis of training and assessment in the Training Package and, as such, they must be used. 

Competency Standards 

Each unit of competency identifies a discrete workplace requirement and includes the knowledge and skills that underpin competency as well as language, literacy and numeracy; and occupational health and safety requirements. The units of competency must be adhered to in training and assessment to ensure consistency of outcomes. 

Assessment Guidelines 

The Assessment Guidelines provide an industry framework to ensure all assessments meet industry needs and nationally agreed standards as expressed in the Training Package and the Standards for Registered Training Organisations. The Assessment Guidelines must be followed to ensure the integrity of assessment leading to nationally recognised qualifications. 

Qualifications Framework 

Each Training Package provides details of those units of competency that must be achieved to award AQF qualifications. The rules around which units of competency can be combined to make up a valid AQF qualification in the Training Package are referred to as the packaging rules. The packaging rules must be followed to ensure the integrity of nationally recognised qualifications issued. 

Training Package Support Materials 

The endorsed components of Training Packages are complemented and supported by optional support materials that provide for choice in the design of training and assessment to meet the needs of industry and learners. 

Training Package support materials can relate to single or multiple units of competency, an industry sector, a qualification or the whole Training Package. They tend to fall into one or more of the categories illustrated below. 

[image: image2.png]Support Materials

Teaming
Strategy

‘Assessment
Materials

Professional
Development Materials





Training Package support materials are produced by a range of stakeholders such as RTOs, individual trainers and assessors, private and commercial developers and Government agencies. 

Where such materials have been quality assured through a process of noting by the NTQC, they display the following official logo. Noted support materials are listed on the National Training Information Service (NTIS), together with a detailed description and information on the type of product and its availability (www.ntis.gov.au). 

[image: image3.png]



It is not compulsory to submit support materials for noting; any resources that meet the requirements of the Training Package can be used. 

Training Package, Qualification and Unit of Competency Codes 

There are agreed conventions for the national codes used for Training Packages and their components. Always use the correct codes, exactly as they appear in the Training Package, and with the title always following the code.
Training Package Codes 

Each Training Package has a unique five-character national code assigned when the Training Package is endorsed, for example TAA04  . The first three characters are letters identifying the Training Package industry coverage and the last two characters are numbers identifying the year of endorsement. 

Qualification Codes 

Within each Training Package, each qualification has a unique eight-character code, for example TAA40104. The first three letters identify the Training Package; the first number identifies the qualification level (noting that arabic numbers are not used in qualification titles themselves); the next two numbers identify the position in the sequence of the qualification at that level; and the last two numbers identify the year in which the qualification was endorsed. (Where qualifications are added after the initial Training Package endorsement, the last two numbers may differ from other Training Package qualifications as they identify the year in which those particular qualifications were endorsed). 

Unit of Competency Codes 

Within each Training Package, each unit of competency has a unique code. The unit of competency codes are assigned when the Training Package is endorsed, or when new units of competency are added to an existing endorsed Training Package. 

A typical code is made up of 12 characters, normally a mixture of uppercase letters and numbers, as in TAAASS301B. The first three characters signify the Training Package (TAA04   Training And Assessment Training Package  in the above example) and up to eight characters, relating to an industry sector, function or skill area, follow. The last character is always a letter and identifies the unit of competency version. The B in the example above indicates that this is the second version of this unit of competency. An incremented version identifier usually means that minor changes have been made. Typically this would mean that wording has changed in the range statement or evidence guide, providing clearer intent. Where changes are made that alter the outcome, a new code is assigned and the title is changed. 

Training Package, Qualification and Unit of Competency Titles 

There are agreed conventions for titling Training Packages and their components. Always use the correct titles, exactly as they appear in the Training Package, and with the code always placed before the title. 

Training Package Titles 

The title of each endorsed Training Package is unique and relates the Training Packages broad industry coverage. 

Qualification Titles 

The title of each endorsed Training Package qualification is unique. Qualification titles use the following sequence: 

 firstly, the qualification is identified as either Certificate I, Certificate II, Certificate III, Certificate IV, Diploma or Advanced Diploma

 this is followed by the words in for Certificates I to IV and of for Diploma and Advanced Diploma

 then the industry descriptor follows, for example Telecommunications, and

 if applicable, the occupational or functional stream follows in brackets, for example (Computer Systems).

For example: 

 TAA40104  Certificate IV in Training and Assessment  

Unit of Competency Titles 

Each unit of competency title is unique. Unit of competency titles describe the competency outcome concisely, and are written in sentence case. 

For example: 

 TAAASS301B  Contribute to assessment 

 TAAASS401A  Plan and organise assessment 

KEY COMPETENCIES

From 2006 employability skills will progressively replace key competency information in Training Packages.
The seven Key Competencies represent generic skills considered necessary for effective participation by an individual in work, further education or daily life.  (These are based on the Key Competencies in Mayer 1992 Putting General Education to Work: Key competencies Report.)

Key competencies 

1. Collect, analyse and organise information


2. Communicate ideas and information

3. Plan and organise activities


4. Work with others and in teams

5. Use mathematical ideas and techniques

6. Solve problems

7. Use technology

An eighth Key Competency, “cultural understanding” is now considered an essential part of the foundation for the Key Competencies.  Originally incorporated in the original seven Key Competencies, it is included as a separate competency in order to make the required knowledge and skills explicit.

The performance levels of the key competencies do not necessarily relate to the AQF levels.

Performance Level 1 – at this level, the candidate is required to undertake tasks effectively.

Describes the competencies needed to undertake activities efficiently and with sufficient self-management to meet explicit requirements of the activity and to make judgements about quality of outcome against established criteria.

Performance Level 2 – at this level, the candidate is required to manage tasks.

Describes the competencies needed to manage activities requiring the selection, application and integration of a number of elements and to select from established criteria to judge quality of process and outcome.

Performance Level 3 – at this level, the candidate is required to use concepts for evaluating and reshaping tasks.

Describes the competencies needed to evaluate and re-shape processes, to establish and use principles in order to determine appropriate ways of approaching activities, and to establish criteria for judging quality of process and outcomes.

Employability Skills 

Employability Skills replacing Key Competency information from 2006 In May 2005, the approach to incorporate Employability Skills within Training Package qualifications and units of competency was endorsed. As a result, from 2006 Employability Skills will progressively replace Key Competency information in Training Packages. 

Background to Employability Skills 

Employability Skills are also sometimes referred to as generic skills, capabilities or Key Competencies. The Employability Skills discussed here build on the Mayer Committee's Key Competencies, which were developed in 1992 and attempted to describe generic competencies for effective participation in work. Business and industry now require a broader range of skills than the Mayer Key Competencies Framework and featured an Employability Skills Framework identifying eight Employability Skills: 

· communication 

· teamwork 

· problem solving 

· initiative and enterprise 

· planning and organising 

· self-management 

· learning 

· technology. 

Employability Skills Framework 

Communication that contributes to productive and harmonious relations across employees and customers 

· listening and understanding 

· speaking clearly and directly 

· writing to the needs of the audience 

· negotiating responsively 

· reading independently 

· empathising 

· using numeracy effectively 

· understanding the needs of internal and external customers 

· persuading effectively 

· establishing and using networks 

· being assertive 

· sharing information 

· speaking and writing in languages other than English 
Teamwork that contributes to productive working relationships and outcomes 

· working across different ages irrespective of gender, race, religion or political persuasion 

· working as an individual and as a member of a team 

· knowing how to define a role as part of the team 

· applying teamwork to a range of situations e.g. futures planning and crisis problem solving 

· identifying the strengths of team members 

· coaching and mentoring skills, including giving feedback 
Problem solving that contributes to productive outcomes 

· developing creative, innovative and practical solutions 

· showing independence and initiative in identifying and solving problems 

· solving problems in teams 

· applying a range of strategies to problem solving 

· using mathematics, including budgeting and financial management to solve problems 

· applying problem-solving strategies across a range of areas 

· testing assumptions, taking into account the context of data and circumstances 

· resolving customer concerns in relation to complex project issues 

Initiative and enterprise • adapting to new situations that contribute to • developing a strategic, creative and long-term vision innovative outcomes 
· being creative 

· identifying opportunities not obvious to others 

· translating ideas into action 

· generating a range of options 

· initiating innovative solutions 

Planning and organising that contribute to long and short-term strategic planning 

· managing time and priorities -setting time lines, coordinating tasks for self and with others 

· being resourceful 

· taking initiative and making decisions 

· adapting resource allocations to cope with contingencies 

· establishing clear project goals and deliverables 

· allocating people and other resources to tasks 

· planning the use of resources, including time management 

· participating in continuous improvement and planning processes 
· developing a vision and a proactive plan to accompany it 

· predicting -weighing up risk, evaluating alternatives and applying evaluation criteria 

· collecting, analysing and organising information 

· understanding basic business systems and their relationships 

Self-management that contributes to employee satisfaction and growth
• having a personal vision and goals 
• evaluating and monitoring own performance 
• having knowledge and confidence in own ideas and visions 

• articulating own ideas and visions 

• taking responsibility 

Learning that contributes to ongoing improvement and expansion in employee and company operations and outcomes
· managing own learning 

· contributing to the learning community at the workplace 

· using a range of mediums to learn -mentoring, peer support and networking, IT and courses 

· applying learning to technical issues (e.g. learning about products) and people issues (e.g. interpersonal and cultural aspects of work) 

· having enthusiasm for ongoing learning 

· being willing to learn in any setting -on and off the job 

· being open to new ideas and techniques 

· being prepared to invest time and effort in learning new skills 

· acknowledging the need to learn in order to accommodate change 

Technology that contributes to the effective carrying out of tasks
· having a range of basic IT skills 

· applying IT as a management tool 

· using IT to organise data 

· being willing to learn new IT skills 

· having the OHS knowledge to apply technology 

· having the appropriate physical capacity 

Employability Skills Summary 

An Employability Skills Summary exists for each qualification. Summaries provide a lens through which to view Employability Skills at the qualification level and capture the key aspects or facets of the Employability Skills that are important to the job roles covered by the qualification. 
Code of Practice for assessors 

The Code of Practice detailed below is to support professionally responsible and ethical assessment practice and to guide assessors in the responsibilities of their work. This code is loosely based on an international code developed by the National Council for Measurement in Education. 

· The differing needs and requirements of the candidates, the local enterprise/s and/or industry are identified and handled with sensitivity. 

· Potential forms of conflict of interest in the assessment process and/or outcomes are identified, and appropriate referrals are made, if necessary. 

· All forms of harassment are avoided throughout the assessment process and in the review and reporting of assessment outcomes. 

· The rights of candidates are protected during and after the assessment process. 

· Candidates are made aware of their rights and processes of appeal. 

· Personal or interpersonal factors that are irrelevant to the assessment of competence must not influence the assessment outcomes. 

· Evidence is verified against the rules of evidence 

· Assessment decisions are based on available evidence that can be produced and verified by another assessor. 

· Assessments are conducted within the boundaries of the assessment system policies and procedures. 

· Formal agreement is obtained from candidates and the assessor that the assessment was carried out in accordance with agreed procedures. 

· Assessment systems and tools are consistent with equal opportunity legislation. 

· Candidates are informed of all assessment reporting processes prior to the assessment. 

· Candidates are informed of all known potential consequences of assessment decisions, prior to the assessment. 

· Confidentiality is maintained regarding assessment decisions/outcomes and records of individual assessment outcomes which identify personal details are only released with the written permission of the candidate/s. 

· Assessment outcomes are used consistently with the purposes explained to candidates. 

· Self-assessments are periodically conducted to ensure current competence • 

· Professional development opportunities are identified and sought. 

· Opportunities for networking amongst assessors are created and maintained. 

· Opportunities are created for technical assistance in planning, conducting and reviewing assessment practice and participating in validation. 
PRIVACY – PROTECTING INFORMATION
For an ACE organisation to be compliant with privacy laws, staff will have to think about current attitudes to learner and employee privacy, and review the security that protects this information. 

The education of staff, as the safeguarding of personal information is largely dependent on staff understanding and adhering to their obligations to maintain privacy. 

Privacy information is available from www.privacy.vic.gov.au  or http://www.health.vic.gov.au/hsc/ .

‘Personal information’ is information that directly or indirectly identifies a person. Personal information includes information that is considered sensitive. Sensitive information is defined as information about an individual’s racial or ethnic origin, political views, religious beliefs, sexual preferences, and membership of groups or criminal records.  Personal information also includes ‘Health information’ and is information or an opinion about the physical, mental or psychological health of an individual, a disability or an individual’s previous or desired use of a health service. 

Under the information privacy principles of the information privacy laws an ACE organisation can collect personal health information that is necessary and relevant. The principle of collection requires that ACE organisations be open about why information is being collected and how it will be used.
Privacy Principle 1:  Collection

Collect only the information you require and inform the person about why you need the information and how you will handle it.

Privacy Principle 2:  Use and Disclosure

Use personal information only for the purpose it was collected for or for a directly related purpose that would reasonably be expected by the individual.  Using information for a different or unrelated purpose usually requires the consent of the person unless an exception applies.  

Privacy Principle 3:  Data Quality

An organisation must take reasonable steps to ensure personal information it collects and uses is accurate, complete and up to date.

Privacy Principle 4:  Data Security

ACE organisations must take reasonable steps to protect personal information held from misuse, loss and unauthorised access, modification and disclosure.

Privacy Principle 5:  Openness

ACE Organisations must have a policy explaining the organisation’s management of personal information and make the policy available to anyone who asks for it.  

Privacy Principle 6:  Access and Correction

Requests by an individual privacy laws give a person the right to seek access to information about themselves and for access and/or correction to learner, staff or parent information will continue to be available under the Freedom of Information Act (FOI) 1982.  Both the FOI Act and the the right to ask for it to be corrected.

Privacy Principle 7:  Unique Identifiers, Anonymity, Transborder Data Flows

ACE organisations should not collect or use unique identifiers (such as health care card numbers) unless proof of identity is required.  At times proof of identity does not necessarily need to be recorded, just sighted.  If this is the case, make a file note that you have sighted proof of identity.

People should have the option of not identifying themselves when this is appropriate and lawful.  ACE organisations should not send personal information interstate or overseas without applying privacy protections required under Victorian law.

Privacy Principle 8:  Complaints about Information Privacy

The Information Privacy Act 2000 and the Health Records Act 2001 have different processes for managing complaints once they have been accepted by the Privacy Commissioners’ offices (The Office of the Victorian Privacy Commissioner and Victorian Health Services Commissioner).  In any instance when an ACE organisation receives a complaint about the possible breach of a person’s information privacy, advice should be sought from your Regional Privacy Officer.

Collecting Information

When an ACE organisation collects information about a person it must let them know:

 who they are and how they can be contacted;

 why they are collecting the information;

 who this information is likely to be disclosed to; 

 the person's right of access to this information;

 any consequences if the person does not provide the ACE organisation with information required; and

 if information about them is collected from another person.

Notifying people about the collection and use of their information is usually done by providing an information privacy notice or statement attached to collection devices such as forms or websites. 
You will also need to consider what information is collected by the enrolment form and the purpose for collection.  Always remember to collect only the information that you need.

	 Learner name

                (
 Address


                (
 Phone/fax/email

                (
 Date of birth

                (
 Emergency contact details
     (
 Country of birth

     (
	 Language spoken at home

(
 Indigenous status


(
 Education history


(
 Employment history

           (
 Concessional status


(
 Method of payment


(
 Disability status


(


When can an ACE organisation collect information about a person from another person or another organisation?

When this is done with the person's consent or if it is not reasonable or practicable to collect this directly from the person.

There may be occasions when collecting from the person would undermine the purpose of collection, for example, in the circumstance where an ACE organisation suspects an employee of engaging in unprofessional conduct.

What about other laws that require ACE organisations to collect information?

Any law, such as the Children & Young Persons Act, (which requires mandatory reporting by teachers of the suspected abuse of a child under the age of 17 years), or the Family Law Act or the Public Records Act for example, that requires collection and disclosure of personal or health information overrides the Information Privacy laws.

Can an ACE organisation collect personal or health information by telephone?

Yes. An ACE organisation can collect information over the telephone or electronically as long as the person is aware of the reasons that the information is being collected, how the ACE organisation is going to use the information and the person agrees to this.

Frequently Asked Questions 

Question:
Does the learner have to sign a form to say that they have read and understood the privacy notice? 

Answer:
No. The privacy notice simply explains why you collect and use certain information.
Question:
What if we want to use the information for another purpose or disclose some information to another service that we haven’t told the learner about?  

Answer:
You should only do so with the consent of the person the information is about unless an exception applies – see Information Privacy Sheet 3, Use and Disclosure.  

Question:
How old does a learner have to be to give their consent to the disclosure of their personal information?

Answer:
There is no ‘age of consent’. A person is legally capable of making decisions about the disclosure of their personal or health information when they understand the consequences of disclosure. If a person has a significant intellectual impairment it may be that they are incapable of consent and you would need to seek consent from their guardian. The learner can consent without having to sign a consent form. A staff member can have a discussion with the learner explaining the purpose for the disclosure. (Always record that consent was sought and the learner’s response to the request).

Sometimes consent does not have to be sought for example when a law requires the collection or use.  

Images & the Information Privacy Act 2000 and Copyright

The Information Privacy Act 2000 covers the collection and use of personal information. Personal information is information that identifies a person. A photograph, video or digital image of a learner is personal information about that learner.  

In general learner images are used to:

 record learner participation at ACE organisations and in ACE events;

 celebrate learner effort and achievement; and

 promote the ACE organisation and events held.  

Can an ACE organisation publish learner photos without the learner's consent?

An ACE organisation should inform caregivers and learners about its usual practice in producing ACE organisation newsletters, magazines or providing photographs to newspapers and seek their consent for this. 
Duty of care and privacy

The duty of care owed by ACE organisation staff to a learner requires the teacher to take reasonable steps to protect students in their care from the risk of injury that the staff member would reasonably have foreseen. This may involve disclosing personal or health information to others if the staff member feels it is necessary to fulfil his or her duty.  The privacy laws provide a guide to what are reasonable steps to take in relation to handling information.  The privacy laws are consistent with staff duty of care and recognize and permit collection, use or disclosure of information which is necessary for staff to protect the welfare of learners in accordance with their duty of care. The Information Privacy Principles regulate the quality, retention and security of personal information and support the duty of care function.

What if a learner mentions circumstances that could put the learner or others at serious and immediate risk of harm?

When a disclosure is:

 necessary to lessen or prevent a serious and imminent threat to life, health or safety; or

 which is required by law or for law enforcement purposes

the consent of the leaner is not required before this information or identity of the learner can be disclosed, and immediate action should be taken.

When a learner enrols at another ACE organisation or training centre can information about the learner be disclosed on a request from the other organisation?

 The learner should be notified what information has been requested and what information is to be sent.

 Only information necessary to the continuing education or training of the learner should be provided and this should be accurate, up to date and objective.

 Information sought that is not directly related to the learner's education requires the consent of the learner before it is disclosed. Alternatively, the other ACE organisation should be advised to collect this directly from the learner.

 A record should be made of what information is disclosed to another organisation. 
COPYRIGHT

Copyright is a type of legal protection for people who express ideas and information in certain forms. The most common forms are: writing, visual images, music and moving images.  

Copyright is free, all original works are automatically covered by copyright.   A work is protected automatically from the time it is first written down or recorded in some way, provided it has resulted from its creator’s skill and effort and is not simply copied from another work. For example, as soon as a poem is written, or a song is recorded, it is protected.  

You do not need to put a "copyright notice" on your work for it to be protected in Australia. You may choose to put a copyright notice on your work to remind people that it is protected by copyright. You can put the notice on your work yourself; there is no formal procedure.

In Australia, copyright law is set out in the Copyright Act 1968 (Cth). This is federal legislation, and applies throughout Australia. Although the Act dates from 1968, it sets out how copyright applies for material created both before and after that date. It has been regularly amended since 1968, to bring it up to date with evolving technologies and concerns. In addition to dealing with copyright rights, the Act also deals with performers’ rights and the “moral rights” of individual creators. 

The following WARNING should be displayed near copiers and printers:

Copyright owners are entitled to take legal action against persons who infringe their copyright. A reproduction of material that is protected by copyright may be a copyright infringement. 

Certain dealings with copyright will not constitute an infringement, including: 

A reproduction that is a fair dealing under the Copyright Act 1968 (the Act), including a fair dealing for the purposes of research or study; or 

A reproduction that is authorised by the copyright owner.  

It is a fair dealing to make a reproduction for the purposes of research or study, of one or more articles on the same subject in a periodical publication, or, in the case of any other work, of a reasonable portion of a work. 

In the case of a published work in hardcopy form that is not less than 10 pages and is not an artistic work, 10% of the number of pages, or one chapter, is a reasonable portion. 

In the case of a published work in electronic form only, a reasonable portion is not more than, in the aggregate, 10% of the number of words in the work. 

More extensive reproduction may constitute fair dealing. To determine whether it does, it is necessary to have regard to the criteria set out in subsection 40(2) of the Act. 

A court may impose penalties and award damages in relation to offences and infringements relating to copyright material. 

Higher penalties may apply, and higher damages may be awarded, for offences and infringement involving the conversion of material into digital or electronic form. 

A variety of Copyright Information sheets are available at www.copyright.org.au .  
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