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Welcome

About Us

IOH Injury & Occupational Health Pty Ltd (IOH) is a specialised training organisation and compliance consultation
service to local, state and Australia wide industry.

IOH has a proven track record in successfully assisting businesses with the prevention, treatment and rehabilitation of
injuries. Established in 1984, IOH has the experience and expertise that makes us one of the leading health service
providers in Australia.

IOH has been delivering compliance and consultation services for many years to all areas of industry. These
programmes include OHS Consultation and Introduction to Return to Work Coordination. Because many regulatory and
compliance requirements have recently been incorporated into Nationally Accredited Units of Competency, IOH Injury &
Occupational Health Pty Ltd became a Nationally Accredited Registered Training Organisation in 2006.

IOH takes great pride in being able to offer our clients a diverse range of training programmes aimed at minimising the
incidence and impact of injuries and maximising safety and productivity at work.

Our Courses
IOH Injury & Occupational Health Pty Ltd currently delivers the following WorkCover approved and specialised training
courses:

o Work Safely in the Construction Industry (CPCCOHS1001A)

Accredited training delivered in partnership with Allens Training RTO 90909
o Senior First Aid Certificate (HLTFA301B)

. Perform CPR (HLTCPR201A)

. Low Voltage Rescue & CPR (HLTCPR201A)

Training delivered by WorkCover Accredited or Registered Trainers
o OHS Consultation (4 day course)
o Return to Work Coordination (2 day course)

o Advanced Return to Work Coordination (I day course)

Other Specialised Training Programmes

o OHS Risk Management for Supervisors/Managers
. OHS Consultation Refresher

. Manual Handling Risk Management

o OHS Risk Management for Small Business

o Workplace Ergonomic Risk Management

We also deliver non Accredited, or ‘awareness’ training specific to your requirements and workplace.
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Training Delivery Modes

Classroom

Because of the largely theoretical nature of compliance based training, such as OHS, competencies are delivered in a
classroom environment. They can be delivered in the form of public courses or delivered to a group of employees from
the one business.

Classes can be delivered in our training facility in Wollongong, in a room as agreed with IOH offices throughout NSW, in
a suitable room in your workplace or in a sourced room, such as a hall or Club.

Workplace

Injury & Occupational Health delivers training programmes in the workplace, integrating enterprise policies and
procedures and current regulatory and legislative determinations. All programmes can be customised to specific
enterprise and individual job role requirements, providing one-on-one or small group tuition and assessment.
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Course Participation

Behaviour Standards

Participants are expected to dress and act in an appropriate manner and to demonstrate ethical behaviour standards.

This means demonstrating respect for other people, not using inappropriate language towards or in the presence of
others, and being courteous. Adherence to this practice will ultimately assist you and others to get the most benefit
from the learning environment. The welfare of participants is of utmost importance, therefore anyone who cannot
abide by this standard of behaviour will have their training terminated.

Serious breaches would include any of the following: harassment of other persons; being under the influence of alcohol
or drugs; causing an imminent risk of injury or iliness; behaving in a way that is inconsistent with the continuation of a
training contract.

Occupational Health and Safety

We aim to provide a safe learning environment for all and this requires that the following responsibilities be met.

Participants are required to:

o Behave in a safe manner that will not endanger themselves or others whilst on our premises or on off-site
premises;

o Follow safety instructions and use equipment as instructed by the trainer;

o Be responsible for their own actions;

o Observe hygiene standards, particularly in eating and bathroom areas;

. Report all potential hazards, accidents and near misses to the trainer;

o Ensure that their actions do not create or increase risks whilst on our premises or on off-site premises.

We will:

. Ensure that all training staff are educated and work in a safe manner;

o Assess compliance with the workplace health and safety practices;

o Ensure that safety equipment and practices are used where required.

Access and Equity

IOH is committed to ensuring that the training and assessment environment is free from discrimination and harassment.
Participants can expect fair and friendly behaviour from IOH staff. Discrimination and harassment will not be tolerated
under any circumstances.

IOH can provide one-on-one tuition and assessment, providing a scribe or translator when necessary. Requests for
assistance should be made in the first instance to your trainer or assessor.
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Privacy

Privacy of students is taken very seriously and complies with all legislative requirements. Information we gather about
course participants is shared only with external agencies such as registering authorities to meet compliance
requirements as a Registered Training Organisation (RTO).

Participants can, however, gain access to their own records by making a formal request and providing evidence of
identity.

Fees and Refunds

The fees and charges schedule is available from the IOH office and the IOH website (www.ioh.net/training).

Course fee payment is required with registration prior to the commencement date of the course.

Cancellations or transfers must be in writing at least five (5) days prior to the commencement date of the course.
There will be an administrative fee of $11 charged for cancellations notified five (5) days prior to the commencement
date of the course.

Cancellations or transfers within five (5) days of the commencement date of the courses will not be refunded.

Only one course date transfer permitted at no charge (less administrative fee of $11) if notified at least five (5) days
prior to the commencement date of the course.

If a participant misses any day of a course the day may be made up at a later course at a pro-rata course fee.
A substitute delegate may be nominated before course commencement.
A refund of course fees will be made when:

o A course is cancelled by us

o A booking is cancelled in writing at least five (5) days prior to the commencement date of the course.

A refund will not be issued for:

. A change in work hours or work commitments

o Inconvenience of travel to the course

. Non attendance at the course

o Leaving the course early or not finishing the course.

Should a student become seriously ill or suffer exceptional circumstances of a compassionate nature (such as death or
severe illness in the immediate family) and can no longer continue their studies, IOH may refund the balance of unused
fees. This fee refund is wholly at the discretion of IOH. Appropriate evidence, such as a medical certificate, will be
required. Application for refund must be made in writing.

Termination
IOH reserves the right to expel a student for serious breach of discipline. Fees will not be refunded.
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Anti Discrimination Policy

IOH is committed to the equality of opportunity in its programmes by ensuring that all students learn in an environment
free from discrimination.

IOH will implement inclusive practice into courses/training packages to facilitate equitable participation of students.
This will be reflected in course design, monitoring and evaluation, including:

o learning styles

o delivery modes

. assessment

. language and communication access and
o adaptive equipment/technology.

Reasonable adjustments may include:

o adjusting the sequence of units

o providing/customising the learning outcomes
. extending the unit/course duration

o providing mixed mode delivery.

Welfare and Guidance Services

IOH has policies and procedures to ensure all students receive appropriate welfare and guidance throughout their
programme. This includes review of payment schedules when requested, learning pathways, possible RCC opportunities,
provision for special needs and provision for special cultural and religious needs (where applicable). All efforts are made
to offer a flexible method of assessment to enable students to complete programmes satisfactorily. Each case is
reviewed on an individual basis to determine the best solution.

Language Literacy and Numeracy

IOH provides provisions for language, literacy and numeracy (LL&N) assessment on request.

IOH will monitor the needs of client's language, literacy and numeracy skills through the enrolment form and
assessment. In addition, the first assignments that are received from any IOH programmes will be assessed for
language, literacy and numeracy needs.
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Fast-tracking your Qualification

You may be eligible for exemption from some sections/subjects in your chosen course if:
o You have studied with another Registered Training Organisation (Credit Transfer)

o You have worked in the occupational health and safety field for a minimum of one year, and/or have life/work
experiences which would serve as evidence of competency in a particular unit (Recognition of Current Competency)

o You have worked in the occupational health and safety field for a minimum of five years (RCC Workplace
Assessment)
Credit Transfer

IOH acknowledges and supports mutual recognition as one of the most important features of the Australian Quality
Training Framework.

To apply for Credit Transfer:

o Notify the Training Coordinator of your intention to apply for Credit Transfer prior to the commencement of the
course of unit of competency for which you wish to apply

o Provide IOH with a certified copy of your Certificate or Statement of Attainment, as issued by a Registered
Training Organisation, OR, bring your original Certificate or Statement of Attainment into IOH for validation

Recognition of Current Competency

Recognition of Current Competency (RCC) is a process which recognises people can learn informally through work and
life experiences as well as formal education and training.

Evidence can be based on:

o Formal training programmes (e.g. professional development training)
o Paid or unpaid work experience

o Community or voluntary work

o Life experiences

To be granted RCC you will need to provide documented evidence that demonstrates you are able to meet all the
elements/performance criteria for a particular course/unit of competency. This includes demonstration of both the
underpinning knowledge, values and attitudes as well as the practical skills required to perform to the standard stated
for that course/unit.

If you feel you are eligible to apply for RCC contact IOH for a copy of the Recognition of Current Competency—Guide
for Applicants handbook.
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RCC Workplace Assessment

This pathway is designed for candidates with some industry experience (suggested five years), who do not hold the
required formal qualifications, and wish to seek Recognition of Current Competence (RCC) for a course/qualification.

The RCC workplace assessment process involves supplying evidence (documentation, pictures, video, portfolio, etc) to
establish that you have current skills that match the competencies for each course/unit of competency. Once all
evidence has been collected an IOH assessor will visit the workplace to validate the evidence and assess the applicant

on-the-job.

If you feel you are eligible to apply for RCC contact IOH for a copy of the Recognition of Current Competency — Guide
for Applicants handbook.
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Continuous Improvement

Feedback

IOH is committed to the continuous improvement of our training and assessment services, student services and
management systems.

From time to time you will be requested to provide written feedback on the quality of training and services you have
received. Your employer will also be requested to provide feedback on his perceptions of our services and will have
opportunities to impact on the specific training requirements of your job role.

This is an opportunity to improve any aspects of our services and we encourage you to participate. You can also provide
feedback at any time via telephone or email.

Complaints and Appeals

What is a complaint?

A complaint is negative feedback about services or staff which has not been resolved locally. A complaint may be
received in any form and does not need to be formally documented in order to be acted upon.

What is an appeal?

An appeal is an application by a student for reconsideration of an unfavourable decision made during training or
assessment. An appeal must be made in writing specifying the particulars of the decision in dispute.

Complaints and appeals handling

IOH undertakes to:

o Keep a written record of all complaints and appeals, including details of lodgement, response and resolution
o Provide the appellant with an opportunity to formally present his or her case

o Allow appellants to be accompanied and/or assisted by a support person at any meeting

o Commence complaint or appeal handling within 10 working days of lodgement and undertake to finalise the

process as soon as practicable

o Provide access to an independent person or body for review of the complaint or appeal process should the
appellant not be satisfied with the outcome.

Complaints and appeals are handled in the strictest confidence and are only disclosed to a third party with the written
consent of the appellant.
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Ethics

Code of Ethics

In performing their roles and responsibilities, IOH students and employees will:

model and provide the highest standards of professional action and service
perform their duties efficiently and effectively with integrity and objectivity
strive to improve personal competence

conduct themselves in a manner which will promote cooperation and team work
avoid real or apparent conflicts of interests

maintain the confidentiality of information received in the course of their duties
employ efficient, economical and effective ways of accomplishing tasks

act in a manner that will enhance the stature, reputation and integrity of IOH.

All employees, students and visitors need to respect the following conditions of entry to on- and off-the-job training with
IOH:

all workplaces are non-smoking workplaces

alcohol and drug use during on- and off-the-job training is unacceptable
attendance under the influence of alcohol or drugs is unacceptable
littering is not permitted

compliance with safety regulations is compulsory.

Students, in particular, have the right to:

a programme of study which meets current industry standards and accreditation requirements
be given information about assessment requirements at the commencement of each course
have his/her work assessed as promptly as possible to receive feedback about his/her progress
access to his/her academic records held by IOH

be treated fairly and with respect

earn in an environment free of discrimination and harassment

have personal records kept private and made available to authorised persons only

learn in a supportive environment.

Students have a responsibility to:

pay fees in advance prior to issue of learning materials

manage his/her own learning

complete all required assessment tasks honestly, without cheating or plagiarism
behave in a non discriminatory/non harassing manner

follow normal workplace occupational health & safety procedures.
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Academic Misconduct

Plagiarism

A student plagiarises if he or she gives the impression that the ideas, words or work of another person are the ideas,

words or work of the student. Plagiarism will include:

i) copying any material from books, journals, study notes or tapes, the Web, the work of other students, or any
other source without indicating this by quotation marks or by indentation, italics or spacing and without
acknowledging that source. or

i) rephrasing ideas from books, journals, study notes or tapes, the Web, the work of other students, or any other
source without acknowledging the source of those ideas.

Plagiarism is to be distinguished from inadequate and/or inappropriate attempts to acknowledge the words, works or
ideas of someone else.

Plagiarism includes, but is not limited to:

o copying unacknowledged passages from textbooks;

o reusing in whole or in part the work of another student;

. obtaining materials from the Web and submitting them, modified or otherwise, as one's own work;

o submitting work which is derived in whole or in part from the work of another person but which has been

changed in superficial respects possibly by mechanical means.
Cheating

A student cheats if he or she does not abide by the conditions set for a particular learning experience, item of
assessment or examination.

Cheating includes, but is not limited to:

o falsifying data obtained from experiments, surveys, or similar activities;

. making changes to an assignment that has been marked then returning it for re-marking claiming that it was not
correctly marked.

Collusion

A student colludes when he or she works without permission with another person or persons to produce work which is
then presented as work completed independently by the student.

Collusion includes, but is not limited to:

. writing the whole or part of an assignment with another person;

. using the notes of another person to prepare an assignment;

o using for an assignment the resource materials of another person that have been annotated or parts of the text
highlighted or underlined by that person;

o allowing another student, who has to submit an assignment on the same topic, access to one's own assignment

under conditions which would give that other student an advantage in submitting his or her assignment

IOH reserves the right to terminate the training and/or assessment of any student found guilty of academic misconduct
(eg plagiarism, cheating, collusion).

IOH also reserves the right to ask a student to leave a face-to-face training session if a dysfunctional or disruptive
behaviour is displayed.
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Acronyms and Buzz Words

As with any industry, training is full of buzz words and acronyms that can be very hard to understand. The following is
an abbreviated list of some of the terms you may come across:

Acceleration — Progression through a training programme at a faster rate than usual.

Access and Equity — A policy or set of strategies that ensure that training is responsive to the needs of all members
of the community.

Accredited Course — A course that is developed to meet training needs that are not addressed by existing training
packages.

Adult Literacy and Numeracy — Ability to read, write and use numbers and numerical information, specifically in
adults.

AQF — Australian Qualifications Framework is a system of national qualifications in schools, vocational education and
the higher education sector. The qualifications are: Senior Secondary Certificate of Education, Certificate I, Certificate
11, Certificate III, Certificate IV, Diploma, Advanced Diploma, Associate Degree, Bachelor Degree, Vocational Graduate
Certificate, Vocational Graduate Diploma, Graduate Certificate, Graduate Diploma, Masters Degree, Doctoral Degree.

AQTF — Australian Quality Training Framework comprises standards for registered training organisations and standards
for State and Territory Registering and Course Accrediting Bodies.

Assessment — activities undertaken to test competence against Units of Competency and Qualifications.

Certificate or Statement of Attainment — an official document, issued by a training organisation, which records the
training achievements of an individual following an assessment.

Competency — an individual’s demonstrated capacity to perform a task or skill.

Contract of Training — a legal agreement between an employer and an apprentice or trainee which defines the rights
and responsibilities of each party.

Credit Transfer — the granting of status or credit by a training organisation to students for units of competency
completed at the same or another institution or training organisation.
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Current Competency — a competency which continues to have currency in an industry or occupation.
DET — Department of Education and Training.

ISC — Industry Skills Council. A set of ten national bodies that provide advice to government on the training that is
required by industry.

LLN — Language, Literacy and Numeracy.
NAC — New Apprenticeships Centre, now called Australian Apprenticeships Centre.

Nationally Recognised Training — an accredited programme of study that leads to vocational qualifications that are
recognised across Australia. Only registered training organisations that meet government quality standards can provide
nationally recognised training.

Off-the-Job Training — training which takes place away from a person’s job, usually off the premises, but may also
be on the premises in a special training area.

On-the-Job Training — training undertaken in the workplace as part of the productive work of the learner.

Performance Criteria — the part of a competency standard which specifies the required level of performance to be
demonstrated by students to be deemed competent.

Pre-requisite — a requirement for admission to a particular course or module, e.g. satisfactory completion of a specific
subject or course.

RCC — recognition of current competency applies if an individual has previously successfully completed the
requirements for a unit of competency and is now required to be reassessed to ensure that the competence is being
maintained.

RPL — recognition of prior learning is the acknowledgement of a person’s skills and knowledge acquired through
previous training, work or life experience, which may be used to grant credit in a subject or unit.

RTO — Registered Training Organisation is registered with the state or territory registering body to deliver training and
assessment and issue nationally recognised qualifications.

Unit of Competency — a component of a competency standard that describes a key function or role in a particular job
or occupation.

VET — Vocational Education and Training.
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