Code of Practice

ABS Institute of Management (RTO ID: 51804) delivers Self Employment Assistance Programs and business support for new
and existing enterprises. Our policies follow the Standards for RTOs 2025 to ensure professional, high-quality services that
protect student and client interests. We prioritise clients by delivering consistent training and business services, supported by
continuous improvement based on feedback and regular reviews.

Information Provided to Students/Clients

Students and clients will receive comprehensive and accurate information regarding courses, programs, services, and available
support, including clear statements of objectives, outcomes, and relevant industry standards. This information will be
presented as Product Service Information, and for training, will encompass pre-course details, course outlines, employability
skills, assessment procedures, and learning outcomes. Additionally, students will be provided with ongoing support, course
materials, and pertinent updates throughout the duration of their studies.

Provision of Services

ABS is committed to fostering a learning environment that supports the success of all students and clients. We are equipped
to deliver and assess selected units of competency and qualifications within our registered scope. Comprehensive information
about these courses, along with details on other services provided, can be accessed via our website. ABS offers high-quality
learning resources and facilities, as well as delivery and assessment methods tailored to meet both participant needs and
Training Package requirements.

All ABS trainers possess the requisite qualifications in accordance with national Training Packages, Standards for RTOs 2025,
and Credential Policy. Our training and assessment personnel hold the TAE40122 Certificate IV in Training and Assessment (or
an equivalent qualification) and continuously update their skills and industry knowledge to reflect current developments and
standards. ABS facilitates ongoing professional development for staff to ensure they maintain expertise in both training and
industry contexts.

Student performance and progress are regularly monitored and assessed to ensure compliance with Industry Training Packages
Assessment principles. ABS provides continuous support and assistance to students to help them achieve their goals, including
direct access to trainers and assessors for guidance and support. Mentoring and coaching sessions are also available as needed.

Client Selection/Enrolment

ABS uses a client selection and enrolment process that follows established guidelines. Students are selected according to the
order in which enrolment forms are received and the number of available places in each program. Class sizes depend on
program facility capacity and factors related to student learning. Information about place availability is provided when
enquiries are made to the Administrative Office.

Access and Equity

All students/clients will be granted access to learning irrespective of race, gender, age, physical impairment, or marital status.
ABS are an equal opportunity employer, and we are committed to creating an environment of equal opportunity in the delivery
of our services. Recruitment of students is not restricted in any way other than the dictates of the various Industry Training
Package pre-requisites and government contract guidelines, obligations and requirements.

Work Health & Safety (WHS) Policy

ABS maintains health, safety and wellbeing for all staff and students by creating procedures that encourage everyone to
communicate about related issues.

e Effectively manages health, safety and wellbeing by conducting risk assessments across all learning venues.

e Assesses and implements modifications to processes, equipment, organisational structures, and personnel to maintain
safety and environmental risks at the lowest practicable level.

e Supports a robust health and safety system designed to ensure that employers and stakeholders are not, as far as
reasonably practicable, exposed to risks impacting their health within learning environments or the workplace.

e Establishes aincident reporting and investigation system to facilitate the prompt and effective application of appropriate
controls, minimising the likelihood of recurrence.

e Ensures adherence to health, safety and wellbeing performance standards, best practices, and legislative requirements,
with clear communication to all employees and stakeholders.



e  Conducts regular reviews to maintain ongoing relevance and alignment with organisational objectives.

ABS Student Behaviour Policy

Students must act respectfully towards peers, staff, and clients; harassment is prohibited (see ABS Code of Conduct).
Attendance and participation in agreed training are required; provide valid documentation for absences.

Use equipment and facilities safely, following WH&S guidelines.

Switch off mobile phones during sessions unless otherwise arranged with the facilitator.

Internet and email access are for research, study, or business only.

Failure to comply may result in referral to program coordinators or management for further action.
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Share any relevant personal needs with the course facilitator before the course begins.
8. Dress smart casual for class, do not bring food into classrooms, and note that smoking is not allowed on premises.

ABS do value your attendance and will try to ensure that you’re learning experience is both rewarding and beneficial whilst
undertaking our programs.

Skills & Mutual Recognition (RPL & Credit Transfer)

ABS offers all students the chance to apply for recognition of their existing skills or previously completed competencies. The
RTO can provide Recognition of Prior Learning (RPL). The Skills & Mutual Recognition Policy can be accessed on our website in
our Student Handbook.

Issuance of Qualifications

All students who meet the requirements of the various Training Package units of competency or the specified learning
outcomes of the Qualifications that they are enrolled in will be issued a Certificate/Statement of Attainment.

Appeals Mechanisms

ABS provides a fair appeals process for assessment outcomes, skills recognition, and third-party decisions. The Appeals Process
Policy & Procedure is accessible in the Student Handbook on our website. All appeals are acknowledged in writing and resolved
promptly.

Complaints/Grievance Mechanism

RTO management aims to resolve grievances through our Feedback Policy & Procedure, ensuring fair and timely complaint
handling for students, clients, and third parties. If an agreement cannot be reached, we will advise on further support options
at no cost. All complaints are acknowledged in writing and resolved promptly. Full policy documentation is available under
feedback on our website.

Fees and Charges Policy

ABS follows the Standards for RTOs 2025 and aims to make all courses financially accessible by offering multiple payment
options if required. Most of our programs are government funders with no additional charges.

If ABS ceases operations, cancels, or fails to start a course as scheduled, all fees paid will be fully refunded. For WA students
in publicly funded VET programs, fees comply with the Department of Training and Workforce Development’s Vet Fees &
Charges Policy. Submitting an enrolment form and its acceptance by ABS forms a contract.

Refund and Cancellation Policy

ABS has a fair Refund and Cancellation Policy for students and the Registered Training Organisation (RTO), based on
withdrawal timing and circumstances. Students must notify ABS in writing with clear reasons to withdraw or cancel. Submit
your application in writing; the full policy and forms are available on our website.

Privacy and Confidentiality

ABS keeps accurate student attendance and progress records, which are available to clients upon request. These records are
securely maintained in compliance with the Privacy Act, RTO Standards 2025, and company policies. Our full Privacy Policy
can be found on our website.

Advertising and Marketing

ABS will promote its services accurately and professionally, following the Standards for RTOs 2025 and compliance
requirements.
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