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INTRODUCTION  
Skill360 Australia welcomes you and encourages you to familiarise yourself with the contents of this handbook, 

which contains important information about our training services and the commitments we make to you as a client 

of Skill360 Australia. 

Services provided to students follow the policies and procedures developed to meet the VET Quality Framework. 

Our vision  
To be the Recognised leader (Best Practice) in Training Services and the RTO of choice in the fields we operate 

in. Getting more people into jobs and learning new skills  

Mission 
Really understand the employment and skills needs of employers, enterprise and Industry.  

Promote industry driven training, employment and workforce solutions to jobseekers, students, people seeking to 

upskill and ‘at risk’ members of our communities, with particular emphasis on youth.  

Develop a positive, highly motivated BUSY workforce to deliver sustainable employment and apprenticeships 

outcomes.  

Assist new and existing businesses to grow and prosper through effective employment, apprenticeships and 

workforce strategies.  

Create and maintain partnerships with industry groups, other providers and Government agencies.  

Our guarantee 
Skill360 Australia guarantees every student that once enrolled we will ensure that they are provided with every 

opportunity to allow them to fulfil the requirements of their course. If for whatever reason circumstances change, or 

the ability to complete the training, Skill360 Australia will endeavour to make alternative arrangements to ensure 

that their needs are met. 

If in the event Skill360 Australia is unable to continue with providing training and assessment services, all parties will 

be advised in writing. Skill360 Australia will assist to facilitate a transfer to an alternative provider, issue an 

appropriate refund for services not provided (if applicable) and issue certification based on completed units of 

competency.  

Registration  
Skill360 Australia is a Registered Training Organisation (RTO) (RTO ID 1607), registered with the Australian Skills 

Quality Authority (ASQA).  

Skill360 Australia offers nationally recognised training. A full listing of qualifications offered by Skill360 Australia can 

be found at: https://training.gov.au/organisation/details/1607/summary  

Note: not all qualifications listed may be available for government subsidised training.  

Code of practice  
Skill360 Australia commits to observe the highest standards of fairness and professional practice as we deliver our 

training and assessment services and meet contractual obligations. Skill360 Australia has in place a code of practice 

that makes the following commitments to: 

• uphold the integrity and good reputation of the company, 

• provide accurate and relevant information at all times, 

• communicate clearly and effectively at all times, and 

• encourage feedback without prejudice. 

https://training.gov.au/organisation/details/1607/summary
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About Vocational Education and Training (VET) 
VET aims to provide people with the skills and knowledge they require to: 

• enter the workforce for the first time, 

• re-enter the workforce after an absence, 

• train or re-train for a new job, 

• upgrade their skills, or 

• progress into further study including further VET or university courses. 

Qualified and professional trainer and assessors 
Training and assessment is conducted by appropriately qualified trainer and assessors who are professional and 

supportive at all times in their approaches to training and assessment. 

All trainer and assessors have: 

• demonstrated achievement of at least Certificate IV in Training and Assessment or equivalent, 

• demonstrated vocational competencies at least to the level of those being delivered and assessed, 

• industry experience and currency that is relevant to the training that they are involved in delivering and assessing, 

and 

• current working with Children Check or equivalent where required. 

MARKETING 
Skill360 Australia abides by strong ethical standards in relation to marketing our services. 

We market vocational education and training products with integrity, accuracy, and professionalism, avoiding vague 

and ambiguous statements. In the provision of information, no false or misleading comparisons will be drawn with 

any other provider or course. 

You can find important documents on our website: https://www.skill360.com.au/about/  

ENROLMENT  
All enquiries for enrolment will be given full and equitable consideration. Where there are conditions of enrolment, 

pre-requisites applied to a course, or government funding eligibility, they will be clearly stated at the point of 

enquiry. 

There are two types of enrolment: traineeship/apprenticeship and non-traineeship/apprenticeship. 

Traineeship/Apprenticeship 
There is a set of criteria that is applied prior to the acceptance of a trainee or apprentice by Skill360 Australia. These 

criteria include: 

• the student’s ability to complete a traineeship/apprenticeship within their current role and environment, 

• the student’s previous training and education, 

• the student’s relevant work/life experience, 

• relevance of the course to the student’s career plans, and 

• identified course pre-requisites/priorities. 

If you register your employee for a traineeship through an Apprentice Connect Australia Provider (ACAP) you and 

your employee will be notified of acceptance by letter from the relevant State Government Training Department. 

https://www.skill360.com.au/about/
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Where Skill360 Australia receives notification for a registered trainee or apprentice from the relevant State 

Government Training Department, we will make contact with you and your trainee/apprentice within two weeks to 

commence the enrolment application process.  

 
Non-traineeship/apprenticeship 
For employees who are not registered trainees, you will be contacted within two weeks of receiving a request for 

enrolment with you and your employee to commence the enrolment application process. Non-trainees may be 

eligible for Government subsidised training or payments can be made on a fee for service basis.     

Formal enrolment process 
The formal enrolment process includes the completion of the following (where applicable): 

• online enrolment form, 

• language, literacy, and numeracy (LLN) evaluation, 

• pre-enrolment assessment,  

• Unique Student Identifier (USI), and 

• Provision of eligibility documents required (e.g. proof of residency, age etc.) 

Confirmation of enrolment is acknowledged by completion all of the above applicable forms.  

Exemptions and Concessions 
Under the Queensland Government’s Career Start program, eligible apprentices and trainees can access heavily 

subsidised training toward Certificate II and III qualifications or apprenticeships/traineeships in priority and emerging 

industries. The government pays a portion of the training cost directly to an approved provider (a Skills Assure 

Supplier or SAS), while the student (or a third party such as the employer) pays a co-contribution fee. The amount 

varies depending on the provider and course and is outlined unit by unit within the Unit Selector. The specific fees 

associated with any apprentice/trainee will be confirmed with the employer prior to commencement of training. 

Concession rates are available for individuals (or their partners/dependents) holding Health Care, Veteran, or 

Pensioner Concession Cards, and for Aboriginal and Torres Strait Islander students.  

Government Subsidised Training 
Your employee may be eligible for government subsidised training in QLD.  

To see eligibility for subsidised training in QLD please visit:  

https://www.qld.gov.au/education/training/funded/check-your-eligibility  

Language, Literacy and Numeracy (LLN) evaluation 
The LLN evaluation is designed to identify where additional training and support resources may be needed (to help 

your employee overcome LLN barriers) during their training and/or assessment.  

If support services are identified, the following is a guide for support services that may be provided or accessed. 

Individual need Support Service 

Minor LLN deficiency that would 

inhibit course participation 

Additional individual support during learning activities and reasonable 

adjustment during assessment activities. This could include additional visits or 

support via phone or email. This support must be approved by Squad Training 

Management to ensure suitable allocation of time is available. 

Verbal assessments can be offered and course structured altered to 

accommodate the student where possible. 

https://www.qld.gov.au/education/training/funded/check-your-eligibility
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Individual need Support Service 

Significant LLN deficiency that 

would prevent participation and 

completion of the course 

Refer the student to their local TAFE or alternative provider to complete a 

course to enhance LLN skills. 

Recognised difficulties in 

studying and learning 

Where appropriate to the course, students identified with recognised 

difficulties in studying and learning are to be scheduled with additional one-

on-one support sessions at regular intervals throughout the course program. 

These support sessions are to be used to review the learning content with the 

student and to engage the student in discussion about the subject matter. 

These sessions should be structured in accordance with the planned learning 

applicable to the course program. The study sessions should direct the 

student back to the course reference material in order to encourage their 

individual self-paced effort. 

The following online resources are also useful for providing student support 

to study: 

Effective Study skills 

A useful quick overview of study skills: www.adprima.com/studyout.htm       

How to Study 

A large directory to study skills websites, including how to study in specific 

subject areas: www.howtostudy.org   

Study Guides and Strategies 

A wide ranging overview of the skills needed at all stages of student life: 

www.studygs.net  

 

Pre-Enrolment Assessment 
A pre-enrolment assessment (PEA) is required to be conducted determine your employees suitability for the 

Program, Qualification, and potential employment outcomes, as part of the eligibility and enrolment process. The 

pre-enrolment assessment will cover previous work experience; previous qualifications obtained and determine if 

your employee is eligible for credit transfer or recognition of prior learning.  

The pre-enrolment assessment will be conducted by the trainer and assessor during the enrolment process to 

determine if the chosen course is suitable for your employee based on the information provided.  

If it is identified that the course is not suitable the trainer and assessor will discuss alternatives which may include 

recommending a lower level course or a more suitable course pathway.  

Training plan 
During the course induction the trainer and assessor will discuss the training plan to meet the needs of your 

employee’s current job role and workplace. Your employee may be provided with elective units to select from which 

should be relevant to their job role and that you have adequate workplace resources for. 

The trainer and assessor will sequence the units in an order to support your employees’ job role and workplace or 

industry requirements. For example, units may need to align with seasonal periods.  The trainer and assessor will 

provide expected start and end dates for each unit of competency, which will be your employees guide on 

completing work on time. 

http://www.adprima.com/studyout.htm
http://www.howtostudy.org/
http://www.studygs.net/
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Throughout the course the trainer and assessor will monitor your employees progress against the training plan. 

Where it is identified that there is insufficient progress, they will discuss this with you and your employee.  

Employer Resource Assessment (ERA) 
For apprenticeships and traineeships including school-based, the employer of an apprentice or trainee must provide 

adequate facilities, range of work, supervision and on-the-job training required by the FET Act 2014 and a Training 

Plan. The trainer/assessor will contact the employer representative to complete an Employer Resource Assessment, 

and develop the Training Plan in consultation with the Apprentice/Trainee.  

Training Record Book (TRB) 
All apprentices and trainees must maintain a training record book as evidence of their progress in line with QLD 

funding requirements. The training record will be issued by the RTO within 14 days of the training plan being signed 

and must be kept accurate, complete and up to date. Employers are required to review and sign the training record 

at least every three months, confirming workplace tasks and competencies achieved.  

COURSE INDUCTION  
A course induction will be arranged by one of our trainer and assessors and will be undertaken at an agreed time and 

date with you (or an authorised representative you have nominated) and your employee (*and parent or legal 

guardian if applicable). The induction may be held in person at the workplace, or virtually (dependant on the 

location). 

Course induction includes a review of the formal enrolment process and commencement of training. Please allow up 

to an hour for the induction and provide an appropriate area that is quiet with minimal distractions for this to be 

undertaken. It is anticipated that you will be required for approximately 25 minutes during the course induction.  

The course induction includes the discussion of the following information: 

• name and contact details of the trainer and assessor, 

• recognition of prior learning (RPL) and credit transfer (CT) process, 

• responsibilities required for you, your employee and trainer and assessor, 

• frequency of workplace visits and methods of contact, 

• assessment procedures and your participation in collecting assessment evidence,   

• equipment, resources, and appropriate supervisory staff required in the workplace, and 

• training plan – unit selection and signing.     

*a parent or legal guardian is required to attend the induction visit for students under the age of 18. 

Commencement of training  

Once the course induction has been completed the trainer and assessor will issue your employee with relevant 

course resources and documentation and commence training for at least one unit of competency. As your employee 

progress through their course the trainer and assessor will continue to commence training in more units of 

competency based on the training plan.  

TRAINING 
You are required to provide appropriate supervisory staff that has the relevant skills and knowledge to provide 

workplace training to support on-the-job competency.  
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Learning and assessment resources 
Mode of delivery will vary depending on the course your employee is undertaking. Courses may be available by 

online or printed. The following requirements must be met for your employee to undertake online based learning 

and assessment. Your employee must have access to: 

• a computer/laptop, 

• an ergonomic workstation, 

• stable internet connection, 

• up to date internet browser (Google Chrome or Mozilla Firefox is recommended), and  

• Microsoft office software may be required depending on unit selection including Word, Excel, Outlook, and 

PowerPoint. 

*Additional fees apply in the event your employee requires a replacement of training and assessment resources due 

the loss or destruction of resources. Refer to the Additional fees section in this handbook. 

Workplace Visits and Block Training 
Depending on the qualification being undertaken, workplace visits and/or block training may be undertaken.  

For workplace visits, the trainer and assessor will schedule face-to-face visits in consultation with you and your 

employee. An area suitable for the trainer and assessor that is quiet and free from distractions should be made 

available for workplace visits. The trainer and assessor will discuss any workplace requirements needed for the day 

such as access to equipment and resources and any documentation that you are required to complete. Please 

provide the trainer and assessor at least 48 hours’ notice if you need to cancel any workplace visits. 

During the workplace visits the trainer and assessor will: 

• discuss course progression against the training plan, 

• ensure adequate withdrawal time from routine work duties for structured training and assessment activities 

(trainees/apprentices only), 

• identify and assess your employees’ current skills and knowledge, 

• discuss any workplace projects that may need to be completed in the workplace, 

• ask questions seeking information about your employees’ work practices, 

• seek to source any training resources and equipment required, 

• conduct training relevant to the unit(s) of competency being undertaken, 

• conduct observations of your employee working on-the-job, 

• confirm any workplace documents you have completed, 

• seek confirmation of on-the-job competencies by completion of course documentation, and 

• record the progress on file and store this information confidentially. 

Note: If there are any COVID-19 restrictions that will prevent workplace visits, alternative training arrangements will 

be made via video conferencing tools such as Facetime or teams meeting.  

For Block Training, employees will be invited to attend face-to-face training days at our facility. The duration of the 

block training will vary, but specific dates will be provided in advance.  

Note: Apprentices on work cover are not permitted to attend Block Training sessions. 
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Your responsibilities  
As an employer you are required to take responsibility to:   

• provide employment for the term of the traineeship/apprenticeship (if applicable), 

• link the conditions of employment to an Award or Workplace Agreement, 

• provide training in the workplace to help your employee achieve industry competency standards, 

• provide a safe working environment, 

• provide a suitable area for your employee to complete course learning and assessment resources, 

• assist with the completion of course documentation including but not limited to third party reports and employer 

statements, 

• liaise with the trainer and assessor about your employees achievements and progress throughout the course and 

provide feedback, 

• monitor your employees progression and promptly notify the trainer and assessor of any issues or deficiencies in 

competencies that may affect the progression or completion of the course, 

• assist in resolving any issues that may affect the progression or completion of the course, and 

• provide the minimum withdrawal time for your employee to undertake structured training and assessment 

activities (trainees only). Refer to the Supervising your trainee section in this handbook.  

SUPERVISING YOUR TRAINEE/ APPRENTICE 
This section is applicable to you if your employee is undertaking a traineeship/apprenticeship. As an employer of a 

trainee/apprentice, you have responsibilities and requirements in accordance with the Further Education and 

Training Act 2014 (QLD). 

Mandatory requirements 
Essential requirements of the relevant Act that you must follow are: 

• Provide appropriate supervision, facilities and work to support the apprentice/trainee’s learning. 

• Support participation in training - allow attendance at training (on- or off-the-job) and not obstruct or 

discourage participation. 

• Comply with the training plan agreed with the apprentice/trainee and supervising RTO. 

• Work cooperatively with the supervising RTO to monitor and support progress and assessment. 

• Ensure a safe and supportive workplace that enables the apprentice/trainee to develop required skills. 

• Keep accurate records of training and employment relevant to the training contract. 

• Avoid providing false or misleading information in any documents or communications under the Act. 

Withdrawal time from routine work duties  
To ensure active participation in course work, it is recommended that your employee is provided with 3 hours per 

week, during work time, to undertake structured training and assessment activities.  

ASSESSMENT  
Assessments will be flexible and centred on your employee’s daily work tasks to incorporate your workplace policies, 

procedures, and tasks. Assessment is used to measure your employee’s skills and knowledge against the unit of 

competency requirements and industry standards.  

Any practical assessments required will take place in the workplace with your employee for the trainer and assessor 

to conduct relevant observations. During the process, your employee may be asked questions and have a chance to 

show evidence of their achievements. 
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Your employee will have three attempts to submit completed and satisfactory assessments for each unit of 

competency. The trainer and assessor will provide feedback after each submission and discuss any gaps or additional 

training that may be required.  

Your employee is required to submit all assessment requirements and documents together in one submission 

otherwise each submission thereafter will count as additional attempts. Additional fees will apply after three 

attempts if an additional submission(s) is required. Refer to the Fees and Refunds policy on our website. 

Your contribution to assessment  
Throughout the course, the completion of third-party reports may be required as part of the assessment process. 

The trainer and assessor will discuss this with you at the commencement of relevant units and detailed information 

will be provided in the course documentation.   

The third-party representative must be in a position to observe and make valid comments on your employee’s 

performance such as a supervisor or team leader. The assessor is required to select the most appropriate person to 

make observations and collect evidence.  

The most appropriate person must: 

• work directly with your employee, and 

• have relevant industry experience. 

The person must not be: 

• a trainee/apprentice, 

• someone who doesn’t have industry experience, or  

• someone who doesn’t directly work with your employee. 

Assessment appeal 
Your employee may apply for reconsideration of an unfavourable assessment decision by submitting a written 

request within ten (10) working days of the assessment outcome.  

We will review the request and provide a written response within fourteen days. If the decision is still unfavourable, 

they may have the opportunity for a person that is independent of Skill360 Australia to review their appeal at an 

additional cost. Refer to the Additional fees section in this handbook.  

In these circumstances, Skill360 Australia management will advise of an appropriate party independent of Skill360 

Australia to review the appeal and provide advice to Skill360 Australia in regard to the recommended outcomes. This 

advice is to be accepted as final and advised to the appellant in writing.  

COURSE COMPLETION 
Trainees/Apprentices 
If your employee is a trainee or apprentice, they have until the contract end date to complete their course. If they 

complete the course earlier than the contract end date, they will be deemed to be course completed and will no 

longer be considered a trainee/apprentice, therefore all employment entitlements will apply as per the relevant 

award.  
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PRIVACY POLICY 
Skill360 Australia is committed to providing quality services to you and this policy outlines our ongoing obligations to 

you in respect of how we manage your Personal Information. 

We have adopted the Australian Privacy Principles (APPs) contained in the Privacy Act 1988 (Cth) (the Privacy Act). 

The APPs govern the way in which we collect, use, disclose, store, secure and dispose of your Personal Information. 

A copy of the Australian Privacy Principles may be obtained from the website of The Office of the Australian 

Information Commissioner at www.aoic.gov.au 

What is Personal Information and why do we collect it? 

Personal Information is information or an opinion that identifies an individual. Examples of Personal Information we 

collect include: names, addresses, email addresses and phone numbers. 

This Personal Information is obtained in many ways including interviews, correspondence, by telephone, by email, 

via our website www.squad.org.au, by your website, from media and publications, from other publicly available 

sources and from third parties. We don’t guarantee website links or policy of authorised third parties. 

We collect your Personal Information for the primary purpose of providing our services to you, providing information 

to our clients and marketing. We may also use your Personal Information for secondary purposes closely related to 

the primary purpose, in circumstances where you would reasonably expect such use or disclosure. You may 

unsubscribe from our mailing/marketing lists at any time by contacting us in writing. 

When we collect Personal Information we will, where appropriate and where possible, explain to you why we are 

collecting the information and how we plan to use it. 

Sensitive Information 

Sensitive information is defined in the Privacy Act to include information or opinion about such things as an 

individual's racial or ethnic origin, political opinions, membership of a political association, religious or philosophical 

beliefs, membership of a trade union or other professional body, criminal record or health information. 

Sensitive information will be used by us only: 

• For the primary purpose for which it was obtained 

• For a secondary purpose that is directly related to the primary purpose 

• With your consent; or where required or authorised by law. 

Third Parties 

Where reasonable and practicable to do so, we will collect your Personal Information only from you. However, in 

some circumstances we may be provided with information by third parties. In such a case we will take reasonable 

steps to ensure that you are made aware of the information provided to us by the third party. 

Disclosure of Personal Information 

Your Personal Information may be disclosed in a number of circumstances including the following: 

• Third parties where you consent to the use or disclosure; and 

• Where required or authorised by law. 

Security of Personal Information 

Your Personal Information is stored in a manner that reasonably protects it from misuse and loss and from 

unauthorized access, modification or disclosure. 
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When your Personal Information is no longer needed for the purpose for which it was obtained, we will take 

reasonable steps to destroy or permanently de-identify your Personal Information. However, most of the Personal 

Information is or will be stored in client files which will be kept by us for a minimum of 7 years. 

Access to your Personal Information 

You may access the Personal Information we hold about you and to update and/or correct it, subject to certain 

exceptions. If you wish to access your Personal Information, please contact us in writing. 

Squad will not charge any fee for your access request, but may charge an administrative fee for providing a copy of 

your Personal Information. 

In order to protect your Personal Information we may require identification from you before releasing the requested 

information. 

 

Maintaining the Quality of your Personal Information 

It is an important to us that your Personal Information is up to date. We will take reasonable steps to make sure that 

your Personal Information is accurate, complete and up-to-date. If you find that the information we have is not up to 

date or is inaccurate, please advise us as soon as practicable so we can update our records and ensure we can 

continue to provide quality services to you. 

Policy Updates 

This Policy may change from time to time and is available on our website. 

Privacy Policy Complaints and Enquiries 

If you have any queries or complaints about our Privacy Policy please contact us at: 

rto@skill360.com.au or 1300 784 787 

LEGISLATION 
Anti-discrimination  
Skill360 Australia will provide all reasonable opportunity for you to enrol and access our training services in a manner 

free from discrimination and harassment. We will not discriminate when considering and accepting enrolment into 

our courses based on: 

Age Discrimination Act 2004    

Discrimination on the basis of age – protects both younger and older Australians. Also includes discrimination on the 

basis of age-specific characteristics or characteristics that are generally imputed to a person of a particular age. 

Disability Discrimination Act 1992  

Discrimination on the basis of physical, intellectual, psychiatric, sensory, neurological or learning disability, physical 

disfigurement, disorder, illness or disease that affects thought processes, perception of reality, emotions or 

judgement, or results in disturbed behaviour, and presence in body of organisms causing or capable of causing 

disease or illness (e.g., HIV virus). Also covers discrimination involving harassment in employment, education or the 

provision of goods and services. 

Racial Discrimination Act 1975  

Discrimination on the basis of race, colour, descent or national or ethnic origin, and in some circumstances, 

immigrant status. Racial hatred, defined as a public act/s likely to offend, insult, humiliate or intimidate on the basis 

of race, is also prohibited under this Act unless an exemption applies. 

  

mailto:rto@skill360.com.au
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Sex Discrimination Act 1984  

Discrimination on the basis of sex, marital or relationship status, pregnancy or potential pregnancy, breastfeeding, 

family responsibilities, sexual orientation, gender identity, and intersex status. Sexual harassment is also prohibited 

under this Act. 

For more information visit:  

https://www.humanrights.gov.au/sites/default/files/GPGB_quick_guide_to_discrimination_laws_0.pdf   

Access and Equity 
Skill360 Australia adhere to the principles and practices of access and equity in training and assessment. 

Your employee will not be denied access to services where they are deemed eligible for such a service and where 

Skill360 Australia has the appropriate resources to provide the required services. 

To ensure inclusive participation in training and assessment, we will assist by providing: 

• an opportunity at enrolment to disclose a disability, LLN needs or any other condition/requirement, 

• a dedicated trainer and assessor,  

• adjustment to training and/or assessment that is reasonable and fair, and 

• quality support service. 

Disability 
Skill360 Australia supports, where we have resources to, disabilities that may impede on your employees training 

and assessment. All reasonable adjustments will be made to accommodate their needs for them to participate in 

training and assessment, and where required, referrals to external agencies may be provided.  

Adjustments that may be made include but are not limited to: 

• coloured paper for printed resources, 

• PDF resources text to speech, or 

• additional trainer and assessor support. 

Child protection  
Skill360 Australia provides a child safe environment to ensure the safety and wellbeing of any child (under the age of 

18) enrolled with us. Skill360 Australia conducts the appropriate child related employment screening of all trainer 

and assessors and any other staff that may need to communicate with you during your course.  

Work Health and Safety (WHS) 
Employers must provide students with a safe and supportive workplace that complies with all relevant WHS 

legislation. Students are to receive the same induction, supervision and safety training as other employees, with risks 

identified and managed before they undertake tasks. Any incidents, injuries or near misses involving students must 

be reported immediately to both the employer’s WHS officer and the RTO. 

In addition to safety, employers are expected to foster student wellbeing by maintaining an inclusive, respectful 

workplace free from bullying, harassment and discrimination. Reasonable adjustments should be provided where 

possible to support students with disability or personal circumstances, and any wellbeing concerns should be 

referred to the RTO. Supporting WHS and wellbeing is a shared responsibility between the RTO and employers to 

ensure quality learning outcomes in a safe environment. 

For more information visit: https://www.safeworkaustralia.gov.au/   

Australian consumer law 
Skill360 Australia adheres to consumer law requirements to ensure that the marketing and delivery of services is fair 

and reasonable and that you can make an informed decision about acquiring our services.  

https://www.humanrights.gov.au/sites/default/files/GPGB_quick_guide_to_discrimination_laws_0.pdf
https://www.safeworkaustralia.gov.au/
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For more information visit: http://consumerlaw.gov.au/   

FEES 
For current enrolment fee information, please visit our website and review the fees for the relevant qualification: 

http://www.skill360.com.au/  

Enrolment fees will vary depending on: 

• relevant State Government funding; 

• if your employee is a trainee/apprentice or non-trainee/apprentice; 

• any concession your employee may be entitled to; 

• chosen qualification. 

Fees are subject to change according to any concession, exemption, credit transfer(s) or where it is identified your 

employee is not eligible for Government subsidised training. If it is identified that the employee is not eligible for 

Government subsidised training, you will be notified immediately and offered the opportunity to access training and 

assessment services on a fee for service basis. 

Concession or exemption evidence must be provided during the enrolment application for any concession 

entitlements or exemptions to apply. Evidence cannot be accepted after confirmation of enrolment and 

commencement of training. 

All enrolment fees are inclusive of all training and assessment services outlined in this handbook, except additional 

fees. Refer to Additional fees in this handbook.  

Co-Contribution Fees / Payment Terms 
Under QLD funding, co-contribution fees are required to be paid. For apprentices/trainees, these may be paid by the 

employer or by the trainee/apprentice. This must be confirmed at enrolment. Co-contribution fees will be charged 

on a per unit basis, and will be charged upon the following outcomes; 

• 20 – Competency Achieved 

• 40 – Withdrawn before completing to a competent standard (only where training has been provided for the 

unit and only charged for the number of hours of participation in that unit). 

Trainees/Apprentices 
Co-contribution fees are calculated at a regulated rate of $1.60 per nominal hour. Concession rates calculated at a 

regulated rate of $0.64 per nominal hour applies for students who hold a current Health Care Card or who identify as 

Aboriginal or Torres Strait Islander. 

Specific co-contribution fees are detailed on the Unit Selector on our website at http://www.skill360.com.au/ These 

will be confirmed between the RTO and Employer at enrolment.  

Non-trainees/Apprentices 
Co-contribution fee is set per course. Please refer to the specific qualification for costings. 

COURSE CANCELLATION 
If you or your employee intends to discontinue the training service, you must advise the trainer and assessor 

immediately. We will first ascertain if the reason for discontinuing relates to the performance of Skill360 Australia 

and if that is the case, we will ensure that all reasonable efforts are made to address concerns related to training 

services. Alternatively, you may contact our administration team at: rto@skill360.com.au  

http://consumerlaw.gov.au/
http://www.skill360.com.au/
http://www.skill360.com.au/
mailto:rto@skill360.com.au
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VARIATION OF TRAINING 
If your employee requires a course extension due to unforeseen or personal circumstances, you must advise the 

trainer and assessor immediately. Where an extension is not permissible, a training suspension may be available to 

pause training until your employee is able to re-commence their studies. Contact us to discuss options. 

Trainees/Apprentices 
Once we received a request from both you and your employee, we will notify the nominated Apprentice Connect 

Australia Provider (ACAP) or apply to the relevant State Training Department. You will be notified of the outcome by 

the relevant State Training Department. Variations must be applied for before the training contract end date and 

cannot be submitted after. If a variation hasn’t been submitted before the training contract end date, the training 

contract will expire.  

Non-trainees/Apprentices 
We offer course extensions for one or three months. Fees apply; refer to the Fees and Refunds Policy on our website.  

COMPLAINTS 
If you wish to make a complaint, please access our Complaints and Appeals Policy on the website.  

We will attempt to address your concerns and reply within fourteen business days. If the matter is urgent, please 

contact us on: 1300 933 358 

FEEDBACK 
You will be provided with the opportunity to give feedback through the following methods: 

• AQTF Employer survey – this is a mandatory survey we must provide; however, it is optional for you to complete. 

• NCVER/Department survey – you may be contacted generally by email to participate in a survey conducted by, on 

behalf of a State Training Department.  

• Online survey – you may be contacted via text or email to participate in an optional survey generated by us to 

gain feedback on our service standards, industry trends or other focus areas. 

• Online industry engagement – you may be contacted via text or email to participate in an optional survey 

generated by us to gain industry intelligence on current trends, issues, training needs or other focus areas. 

We encourage you to respond to any surveys, and welcome your feedback at any time via email to: 

rto@skill360.com.au 

CONTACT DETAILS 
If you have any questions, feedback, or concerns about any aspect of our services please contact us. 

 

P: 1300 933 358 

E: rto@skill360.com.au 

PO Box 68W Manunda QLD 4870 



 

 


