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FROM LUCAS...

Congratulations on your successful audition - welcome
to Brent Street; Australia’s Home of Performing Arts.

Our cutting-edge training from the industry’s best
coaches and teachers has produced the most
employable talent for more than 40 years and we are
excited to have you a part of the next chapter in our
journey.

This Student Handbook has been designed to provide
you with an easy reference guide in understanding Brent
Streets policies and procedures, assessment information
and student expectations.

If you have any questions or require additional
information on any aspect of your enrolment with Brent
Street that is not covered in this Student Handbook,
please contact Kendal Taylor-Enrolments Manager:
enrolments@brentstreet.com.au

Lucas Newland
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ABOUT BRENT STREET

Brent Street is Australia’s leading training ground for those
seeking a career in the performing arts industry.

We are an approved Registered Training Organisation (RTO
ID: 91488) by the Australian Skills Quality Authority (ASQA)
to deliver and assess nationally recognised training.

Refer to
to access Brent Street’s scope of
registration.

Brent Street is a place where incredible things happen
for passionate and hard-working performers. For over 35
years Brent Street has been a leader in performance arts,
training countless working professionals across all genres

of the industry.

OUR STAFF

Brent Street has a commitment to providing its students
with high-quality performing arts training that meets the
expectationsand requirements of industry and government
(where itis a nationally recognised qualification). To do this,
Brent Street ensures our teachers have the right experience,
skill, knowledge, and where relevant qualification(s)
required to support and deliver qualifications/courses
that are relevant, educationally sound and focused on our
customers.

Brent Street has an expectation that to deliver high quality
training our teachers must undertake a variety of activities
in their industry specific area to maintain and develop their
industry currency.

Examples of activities that our teachers may participate in
include but are not limited to:

o Regular exposure to performances in Australia and
abroad,

o Participation in industry relevant professional
development activities,

J Participation in networks and/or attend industry
related conferences,

o Completion of accredited and/or non-accredited
training,

J Self -directed learning activities e.g. reading

journal or on-line articles or
Participation in validation/moderation activities.

By participating in a variety of professional development
activities each year, teachers are able to maintain, upgrade
or develop how they deliver and/or assess their courses.


http://training.gov.au/Organisation/Details/91488
http://training.gov.au/Organisation/Details/91488

OUR COURSES

Brent Street offers a wide range of courses and programs to hundreds of talented students each year. The company has three Full Time Courses,
all of which are nationally-recognised qualifications. Complimenting this is our Academy, an on-site High School program for gifted students in
Years 7-12.

FULLTIME COURSES

PERFORMING ARTS
CUAG60120 Advanced Diploma of Professional Dance (Elite
Performance)

Our flagship Full-Time course, students undergo intensive dance
training (along with some singing and acting) for 2 years, aiming
to launch into performance work.

ACADEMY

YEARS 7-12

Australia’s most gifted performers come to BSA for Years 7-12
to complete their schooling and excel in their performing arts
training.

They complete their Academics online via Distance Education,
supported by our in-person, High School teachers and tutors.

CUA60120 Ad :g_N.:.EMPOfR:RI . D Eli Then, they undergo a rigerous timetable of dancing, singing
u vanced Diploma of Professional Dance (Elite and acting classes, excelling their skillset and talent at a rapid
Performance) rate

With direct links to the world’s biggest Contemporary Students in Years 11 & 12 have the option to undertake

companies, this 2 year course prepares dancers for a CUA40320 Certificate IV in Dance Teaching and
Contemporary pathways. Management

MUSICALTHEATRE
CUA50220 Diploma of Musical Theatre

Creating a true Triple-Threat performer, this 2 year course
focuses equally on dancing, singing and acting with the
country’s most renown Musical Theatre educators.

In addition to the Full Time Courses and Academy, Brent Street has four after-school programs; the Performance Training Program (Elite
Training for 7-18yrs), Young Performers (Recreational classes for 7-18yrs) and Petites Program (Preschool classes for 2-6yrs).

Brent Street is also home to two talent agencies; Brent Street Agency (for children/youth representation) and Focus Talent Management (for
adult representation). Both of our talent agencies provide top-tier performers and talent to the working industry across the globe.
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HEAD OF CREATIVE

Tom Redford

Brent Street is a large operation unlike any other dance business in Australia, boasting an unmatched team that continues to re-enforce Brent Street as a leader in
our industry. The Organisation Structure helps the staff navigate their roles and reporting within the business.

Our Management Staff and Heads of Departments have extensive industry knowledge in their specialised area and are employed to develop an inspiring,
challenging and relevant training experience that aligns with the current demands of industry. All of our teachers have the right experience, skills, knowledge and
where relevant, qualification required to support and deliver training and courses that are industry relevant, educationally sound and focused on our customers.
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T. OUR STUDIOS

Brent Street’s studio complex is world-famous. The infamous diagonal brick walls and industrial feel gaining recognition from dancers and performers across

the globe. We are located within the Entertainment Quarter at Disney Studios, Sydney’s hub of Film and Television. 2 hours free parking is available at the EQ
Car Park and there are some Brent Street Staff parks behind AFTRS (follow signs to delivery).

We are proud to boast some of Australia’s best facitilites including 15 large dance studios, four singing rooms, a classroom and a reception/waiting area.
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OUR STUDIOS

Our studios are spread across four buildings, including the AB Ballet Studio which we externally hire between 8:30am and 3:30pm. We have also recently
transformed the Old Urban Winery into two new studios, two new private singing rooms and our Focus Talent & Brent Street Agency offices. These are
located right next door to the AB Ballet Studio. If you're joining us for the first time, make sure you come a little earlier to your first day so you can explore

and get to know our complex!
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UNIQUE STUDENT IDENTIFIER (USI)

All students enrolling in nationally recognised training in Australia need to have a Unique Student Identifier (USI).
A Unique Student Identifier (USI) is a reference number, made up of 10 numbers and letters. A US| creates a secure online record of all
qualifications or nationally recognised training the student has undertaken since 1 January 2015 and stays with the student for life. From 2016,

students can access their records and results online, anytime and anywhere.

Students enrolling in a nationally recognised qualification with Brent Street must provide a copy of their USI on enrolment via the Student
Enrolment Form.

Getting a USl is free and easy and can be done in under 10 minutes. We ask that you give us permission to view your vocational transcript if your
would like to apply for credit transfer.

Students can apply directly at http://www.usi.gov.au/create-your-usi/

Brent Street is not able to issue Australian Qualification Framework certification documentation (eg. testamur, statement of attainment, record of
results) without a student supplying their USI and it being verified by Brent Street.

The verification process involves Brent Street logging into the USI Registry System and entering the students USI number, first and last name and
date of birth. If the details match a ‘valid’ result will occur, if not an ‘invalid’ result will occur, and Brent Street will need to seek further clarification

from the student.

For more information, please visit: usi.gov.au, and download/read the pdf document ‘Quick Guide!

CHANGING YOUR PERSONAL INFORMATION

A student or account payer may need to update their information from time to time. This may be when there has been a legal name change (proof
is required), address or contact details have changed, a change or update to emergency contact details, banking account/credit card details
change or require updating.

It is important to let us know as soon as possible by going to https://brentstreet.com.au/form/brent-street-change-of-details-form-2026 and
completing the online form.



http://www.usi.gov.au/create-your-usi/
http://usi.gov.au

POLICIES AND PROCEDURES

Brent Street has well-established Policies and Procedures for all aspects of our company. All students and staff are able to access and activate them
at any time, following process on the following topics:

COMPLAINTS AND APPEALS
Brent Street understands that from time to time students, staff, or third parties may wish to make a formal complaint about an aspect of service
delivery or students may choose to appeal an assessment decision or process that they feel is unfair.

CONSUMER PROTECTION
Brent Street has a consumer protection strategy in place to ensure that all of Brent Street’s potential and current students have their rights
proteced in accordance with cosumer protection legislation and contractual requirements.

FEES AND REFUND
This policy and procedure outlines the process for payment of fees and the management of refunds. This is designed to ensure that a student’s
rights are always protected through robust financial management processes including payments and withdrawal/deferment.

PRIVACY
In order to deliver a high-quality education service Brent Street is required to collect a variety of personal information from students and staff
members. Personal and sensitive information is collected, stored, disclosed and destroyed in accordance with the Australian Privacy Principles.

STUDENT SELECTION AND ENROLMENT
Brent Street has a commitment to ensuring its student selection processes are fair, transparent and non-discriminatory. Students are selected
regardless of age, employment status, religion, gender, disability, sexuality, sexual preference, culture and ethnic background.

CHILD SAFETY
All children who come to Brent Street have a right to feel and be safe. In accordance with the Child Protection (Working with Children) Act 2012,
the safety, welfare and well-being of children and, in particular protecting them from child abuse, is the paramount consideration.

SPECIAL NEEDS AND ADDITIONAL SUPPORT
As an inclusive environment, Brent Street has a procedure for identification, support, monitoring and evaluation of students and staff who have
special needs and require additional support.

All Policies and Procedures can be found, in full, on our website. Please familiarise yourself with the contents of each policy and procedure before
commencing your enrolment: www.brentstreet.com.au/classes-training/full-time-courses/policies-procedures



http://www.brentstreet.com.au/classes-training/full-time-courses/policies-procedures/

CEASING OPERATIONS

Where students are enrolled with Brent Street in a nationally recognised qualification, in the unlikely event that Brent Street ceases to operate in
accordance with the Standards for Registered Training Organisations (RTOs) 2015 Brent Street will;

. Notify all students within a reasonable period of time that our training organisation is ceasing to operate and what date this will take
effect.

*  Where applicable, provide students with a Statement of Attainment for all units successfully completed and deemed ‘Competent!

J Provide students with information on an alternative training provider in which to transfer their enrolment.

e Work with the replacement training provider to transfer the students enrolment, providing all relevant documentation to assist in a
successful and seamless enrolment transition.

*  Where relevant notify the relevant State Education Department.

. Send all relevant records and awards to the Australian Skills Quality Authority and where required State Education Department (all

records will be stored in accordance with legislative and contractual requirements).

PARTICIPATION & ATTENDANCE

Preparation is key to successful outcomes and adult education (VET) prepares you for the working world. You are expected to manage your
personal schedule to maintain a steady study plan, being disciplined to prioritse online study time so you can submit your assessments by the due
date. As a guide, to complete your assessment tasks, we recommend you schedule 2 hours of online study each week during term.

Attendance at Brent Street is highly important as it provides students with the practical application and theory required to complete their
qualification/course. We design our courses to align to Industry Expectations. This includes checking your schedule early, arriving on time (or
even better, early), with all required equipment (inc. practical & technology ready for use) and stay for the full day.

Students are expected to attend all scheduled classes each day for the course in which they are enrolled. If a student arrives late to class or needs
to leave early, they must communicate this with both the Course Coordinator and the VET/Admin Assistant.
Ongoing absences will result in the following process:

5 days of absence: Meeting with the Head of Department (HOD)
10 days of absence: First formal written warning

15 days of absence: Second formal written warning

20 days of absence: Third and final written warning

After three formal warnings, Brent Street reserves the right to withdraw the student from the qualification and/or course.



ABSENCES

ILLNESS, INFECTIOUS OR CONTAGIOUS DISEASE

It is reasonable that a student may be absent from class when they are genuinely too ill to attend. It is a reasonable excuse for a student to be
absent from class if the student is, or is a member of a class of persons, that is subject to a direction or order given about an infectious or contagious
disease or condition. Where students are absent for 2 or more days a Medical Certificate is compulsory.

MEDICAL APPOINTMENTS

Students are encouraged to schedule all medical appointments outside of class hours wherever possible. If this is not possible, students must
request leave from their Course Coordinator with a minimum of 48 hours’ notice. Physiotherapy or remedial health appointments must be made
outside course hours. We recommend our preferred dance physiotherapist:

Performance Medicine - 02 8036 7844 or via the website https://performancemedicine.com.au/book-syd

Any appointments that need to occur during scheduled full-time hours must be approved by a Course Coordinator and requested with 48 hours’
notice

UNEXPECTED ABSENCE (ILLNESS OR INJURY)

In the event of illness or injury, students must notify Brent Street before 8:30am on the day of absence by emailing their Course Coordinator
and cc'ing the VET/Admin Assistant for their course. If a student is absent for two consecutive days or more, a digital medical certificate must be
emailed to the Course Coordinator and VET/Admin Assistant before returning to classes.

RELIGIOUS OBSERVANCE
In some circumstances it may be reasonable for a student to be absent to participate in a special religious observance. Please provide advanced
notice to your Course Coordinator.

FUNERAL
Attendance at a funeral is considered a reasonable excuse for absence. There may also be circumstances where a student is away from class due to
grief for a close family member.

AUDITIONS

1st Year students may only attend auditions once approval has been granted by their Course Coordinator. Requests must be submitted via email.
2nd Year students are encouraged to audition during their second year of training. Wherever possible, auditions should be scheduled outside
of class hours. If this is not possible, students must apply for leave in writing via their Course Coordinator with a minimum of 48 hours’ notice and
await approval for an exemption from scheduled qualification/course hours.



LEGAL

A student may be absent from class for legal reasons, including attending court or fulfilling other legal obligations. In these circumstances, a letter
of dismissal may be requested from the Course Coordinator to support an application for exemption due to study commitments and, in some
cases, await approval from their course coordinator.

NOTIFICATION OF ABSENCES
For unexpected absences (such as illness or injury), students must notify Brent Street before 8:30am on the day of absence by emailing their
Course Coordinator and VET/Admin Assistant.

For planned or expected absences (including medical appointments, religious observance, funerals, auditions, or legal commitments), students
are required to provide as much notice as possible and, where applicable, await approval from their Course Coordinator.

ATTENDANCE LIMITS AND WITHDRAWL
Absenteeism outside of the approved reasons outlined above, and/or absences totaling 20 days or more across the qualification/course (10 days
per year), may result in the student being withdrawn from the qualification/course.

In such circumstances, no refund of fees paid will be issued, and Brent Street reserves the right to enforce collection of any outstanding fees.
This decision is made at the discretion of Brent Street. All full or partial days of absence, regardless of reason, are counted toward the maximum
allowable absence limit.



BULLYING

Brent Street has a strong anti-bullying policy and bullying will not be tolerated. Students have the responsibility to not bully others, to tell
someone if they are being bullied and to support students who they observe being bullied. The Department of Education defines bullying as:

Bullying has three main features:

. It involves a misuse of power in a relationship
. It is ongoing and repeated, and
. It involves behaviours that can cause harm.

Bullying can happen in person or online, and it can be obvious (overt) or hidden (covert). Social media must not be used to mock, belittle,
shame, threaten or embarrass another student or teacher.

It's important to remember that a student’s actions can have a negative impact, regardless of the intent. Bullying can have a lasting impact
on everyone involved, including those who witness it. That is why it is important to work together to create safe and inclusive school
communities for everyone.
Some behaviours, while not bullying, are conflicts that still need to be addressed and resolved.
Examples include:

. Mutual arguments and disagreements (where there is no power imbalance)

. Not liking someone or a single act of social rejection

. One-off acts of meanness or spite

. Isolated incidents of aggression, intimidation or violence.

Consequences for infractions begin at Level 2 and may progress up to Level 4 (refer to Behaviour Management section).



WORK HEALTH AND SAFETY

Brent Street is committed to ensuring the safety and well-being of staff, students and visitors. By actively following the Workplace Health and
Safety Act 2011 the organisation takes all reasonable measures to identify, control and eliminate potential hazards and risks. To do this we
have processes and systems in place to ensure;

A safe and clean working environment.

Adequately trained staff who know how to effectively manage emergency situations and identify, control and eliminate
potential risk/hazards.

The identification of potential risk in the completion of assessment tasks and strategies to control and eliminate these risks.
Sufficient equipment (including Personal Protective Equipment) is available and in good working order.

Transparent reporting and documentation of risks, hazards, incidents and accidents.

Robust governance and monitoring.

If an accident or injury occurs, please contact your Course Coordinator or Reception staff as soon as possible.

DRUGS AND ALCOHOL

Staff and students enrolled in Brent Street must not be placed at risk in the training environment because of their own or another person’s use
of alcohol, drugs or any medication. Being affected by alcohol or drugs can seriously comprise the health, safety and welfare of others and
themselves. The effects can impair an individual’s ability to perform competently and professionally.

Brent Street will not tolerate:

Consumption of alcohol or non-medically prescribed drugs whilst at Brent Street or a Brent Street event.

Being affected by alcohol or drugs (illegal or medically prescribed) in the sense that their ability to work or learn safely,
competently and professionally is impaired.

Bringing any illegal drugs into the a Brent Street environment at any time.

Keeping, consuming, manufacturing, dealing with or administering any illegal drugs in the training/work environment at any
time.

Smoking tobacco products/vaping in a Brent Street environment or event.

It is not an offence for an individual to:

bring into the training/work environment drugs for which that persons has a specific medical prescription and is used according
to the medical guidelines.



RESPECT POLICY

Brent Street holds a company-wide RESPECT policy, which has been applied across all departments for teaching staff and students. Students
should be aware of and uphold their expectations within this policy.

BRENT STREET TEACHERS WILL:

. Respect the workspace and leave the studios clean and tidy;

. Be punctual, prepared and set a good example;

. Protect students from intimidation, embarrassment, humiliation or harm;

. Engage in respectful & impartial language and be sensitive to cultural issues & diversity;
. Expect students to do their best and not compare themselves to others;

. Refrain from discussing students’ personal problems in situations where the information will not be treated confidentially;
. Be well versed in Child Safety Guidelines;

. Lead by example and behave as a teacher NOT as a friend, peer or parent;

. Encourage an ‘ensemble’ mentality and spirit;

. Interact with students without displaying bias or preference;

. Maintain appropriate professional boundaries with students whether on campus or off.

BRENT STREET STUDENTS WILL:

. Treat all other students and teachers with respect and kindness;

. Listen and receive instructions from all teachers and staff;

. Speak up if they're worried or concerned about something;

. Be kind and consider other people’s feelings;

. Arrive on time, prepared with the required equipment and uniform;

. Concentrate on their own progress and not judge others;

. Celebrate their own and other people’s success;

. Switch mobile phones to silent during classes and store away, in lock box in classroom;
. Respect other people’s property and possessions;

. Always respect their workspaces and keep the classroom and studios clean and tidy.



BEHAVIOUR CONSEQUENCES AND
MANAGEMENT

Brent Street aims to provide a safe and nurturing environment for all our students. The aim of this policy is to effectively and neutrally address
student behaviour in ways that emphasises support and rebuilds connections. With this restorative approach, we foster an equitable, inclusive
and positive school culture. Please see levels of consequence and management on the following page.

SUSPENSION/EXPULSION

Where the offending behaviour is of such a nature that it may result in suspension or expulsion, the student and parent/s of the student will be:

a) Informed of the alleged infringement.

b) Informed as to who will make the decision on the penalty.

c) Informed of the procedures to be followed which will include an opportunity to have a parent or guardian present when
responding to the allegations; and

d) Afforded a right of review of appeal.

Before returning to the Brent Street community, a suspended student will be required to attend a meeting, discuss the issue and sign a
behaviour contract.



BEHAVIOUR CONSEQUENCES RUBRIC

LEVEL1 POSSIBLE CONSEQUENCES

Initial incidence of: DISCUSS THE MATTER WITH THE STUDENT: Teacher or
Head of Department meets with the student outside of class

- Llittering . time to discuss the problem and attempt to resolve the matter.
- lLack of general cooperation
- Late submission of work PHONE CONFISCATION: After one warning of phone misuse,
- Latetoclass the phone is confiscated for the remainder of the day and will
- Chewing gum be returned at 4:00PM.
- Not bringing required equipment to class
- Inappropriate use of mobile phone/laptop LETTER HOME: Parents are informed via email or letter about
during class time the infraction.
LEVEL 2 POSSIBLE CONSEQUENCES
Continued incidents of Level 1 where a variety of LOSS OF DAY-TO-DAY PRIVILEGES: Such as Performing Arts
strategies have been used to attempt to manage the classes (student will spend time working on theory work).

behaviour, but the student has failed to respond, also:
SCHEDULED MEETING: Meeting with Head of Department

Initial incidence of: and Owner/Atrtistic Director of Brent Street to discuss

) ) strategies to support the management of the student.
- Minor Vandalism

- Bullying PHONE CALL TO PARENT/GUARDIANS: A phone call will be
- Truancy made to the students’ parent(s)/guardian to inform them of

- Rudeness the incident and the consequence that will take place.

- Plagiarism

LETTER HOME: Students are informed via a formal email or
letter about the infraction.




LEVEL 3 POSSIBLE CONSEQUENCES

Continued incidents of Level 1 & 2 where a variety of SUSPENSION OF PRIVILEGES: Such as Performing Arts
strategies have been used to attempt to manage the classes, performance opportunities or extracurricular activities
behaviour, but the student has failed to respond, also: for a set period of time.

Initial incidence of: MEETING WITH PARENT(S)/GUARDIAN: Meeting with

Head of Department and the Owner/Artistic Director of Brent
Street to discuss the management of the student.

REVIEW OF ENROLMENT: A review of the student enrolment
will be discussed with the Head of Department and Owner/
Artistic Director of Brent Street.

BEHAVIOUR CONTRACT: determined in consultation with
student, parents, and Brent Street staff.

LEVEL 4 POSSIBLE CONSEQUENCES

Continued incidents of Level 1, 2 and 3 where a variety SUSPENSION FROM THE PROGRAM: 2-week suspension

of strategies have been used to attempt to manage the | from Brent Street. Repeated behaviour may result in expulsion
behaviour, but the student has failed to respond, also: from the program. Re-entry meeting and behaviour contract
required on return.

- Late and non-submission of an assessment task
- Failure to meet attendance requirements

- Possession of drugs and alcohol
- Possession of a weapon MEETING WITH PARENT(S)/GUARDIAN: Meeting with
Head of Department and the Owner/Artistic Director to
discuss the management of the student.

REVIEW OF ENROLMENT: A review of the student enrolment
will be discussed with the Head of Department and Owner/
Artistic Director of Brent Street.




STUDENT CODE OF CONDUCT

STUDENTS ARE REQUIRED TO:

* Notify Brent Street of any changes to their personal details such as name, address or change to personal circumstances.

» Students are required to attend every class, every day for the qualification/course in which the student is enrolled in.

* Dress appropriately when coming to and leaving Brent Street, bearing in mind that what is acceptable within a performing arts
environment may not be acceptable outside of Brent Street.

* Arrive on time for roll call which will commence promptly at 8:15 and for all class sessions.

* Beinthe appropriate attire for each specific class with all necessary equipment (e.g. hair should be neat and appropriate to industry
standards and genre; minimal jewellery worn such as studs/sleepers).

* Actively participate at all class sessions.

* Not eat, drink (other than water) or chew gum in the classrooms, studios or reception area at any time.

* Not smoke, consume alcohol or take illegal drugs of any kind whilst attending Brent Street.

*  Make every attempt to prepare, undertake and hand in the assessments tasks on time as advised by their Course Coordinator. Note: where
assessments are not up to date, the Course Coordinator may pull the student out of performing art classes until the work is complete.

* Keep all their belongings in their lockers. Note: Brent Street does not take responsibility for any lost/stolen item.

* Seek permission from their teachers to use their mobile phone in class only for the purpose of recording sessions. Note: mobile phones are
not to be used in class other than for this purpose.

* Respect the decisions of all teachers and staff. If you would like a decision reviewed please refer to the complaint and appeal policy and
procedure.

e Listen and respond to instructions from their teachers.

* Treat other students and teachers with respect and kindness.

* Immediately raise Workplace Health and Safety issues with their teacher or reception.

* Respect Brent Street and keep the studio clean and tidy at all times.

* Keep lines of communication open with all parties involved and speak up if they are worried or concerned.

* Bring laptops and chargers to Brent Street each day on theory days for Full Time students.
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ASSESSMENT PROCEDURE

Brent Street understands that, throughout a student’s enrolment, circumstances may arise that impact their ability to attend classes, meet assessment
deadlines, or manage the course workload. Where this occurs, we are committed to supporting students to explore appropriate solutions that may assist
them in successfully completing their qualification. Students experiencing difficulties that may affect their progress are strongly encouraged to speak with
their Course Coordinator or VET/Admin Assistant as early as possible, before considering disengagement from their studies.

Assessment Overview

Assessment is the final stage in confirming that students have developed the skills and knowledge required to meet the standards outlined in the relevant
training package. To demonstrate competency, students are required to complete and submit a range of assessment tasks for each unit and qualification in
which they are enrolled. Assessment tasks vary depending on the program and delivery method and may include, but are not limited to:

. Observation or simulation of skills

Written responses

Journals or reflective tasks

Projects

Collection of work samples

Students are provided with clear instructions for each assessment task, including submission requirements, due dates, and submission methods.

Reasonable Adjustment
Students with a disability or additional support needs may be eligible for an individualised or adjusted assessment plan, commonly referred to as reasonable
adjustment. Examples of reasonable adjustment may include (but are not limited to):

. Accessible learning environments

. Note-taking support

o Course materials in alternative formats
. Alternative assessment methods

Students requiring reasonable adjustment must discuss their needs with their Course Coordinator so that an appropriate plan can be developed and
implemented.

Preparing for Assessment
To adequately prepare for assessment tasks, students are expected to:

. Read all assessment instructions thoroughly
. Clarify any uncertainties with their Course Coordinator
. Discuss any factors that may impact their ability to complete the task successfully

Students are encouraged to develop a study plan to manage assessment timelines effectively. Course Coordinators and VET/Admin Assistants are available
to assist students with study planning where required.

Submission and Record Keeping
Whist your training is recorded and stored on Axcelerate, students must retain copies of all assessment tasks and supporting documentation. Assessment
evidence submitted will not be returned, and if misplaced, it is the student’s responsibility to provide another copy.

Assessment Results and Feedback

Students receive detailed feedback for each assessment task. Results are recorded as:
. Satisfactory (S) or Not Satisfactory (NS) for individual tasks

. Competent (C) or Not Competent (NC) for each unit of competency

Students must successfully complete all assessment tasks for a unit to be deemed Competent.



ASSESSMENT PROCEDURE

Reassessment

Students are entitled to three assessment attempts per task at no additional cost. A fourth assessment attempt may be granted at the discretion of the
Course Coordinator and RTO Compliance Manager and may incur an additional fee as outlined in the Fees and Refund Policy available on the Brent Street
website. Where reassessment is required, students will be provided with feedback, additional guidance, and a reassessment plan.

Failure to meet the following requirements may result in a Not Satisfactory outcome:

. Submission of assessment tasks by the due date

. Completion of all required components of the assessment task

. Submission of required documentation to support absences, as outlined in the Attendance policy
Records Management

Assessment outcomes are recorded in the student management system and retained for a period of 30 years.
Assessment evidence is retained for a minimum of six (6) months and is securely destroyed or deleted once the retention period has concluded.

ASSESSMENT SUBMISSIONS

The following information defines the term ‘assessment submission attempt: It is up to the student to manage their workload to ensure their
submissions are in on or before the due date.

If, for any reason you require an extension to an assessment due date, you must apply for an extension (up to 1 week) in writing to your Course
Coordinator BEFORE the due date. Any student requiring additional support to complete their task must contact their Course Coordinator at
least 1 week before the due date.

NOTE: If an assessment is not submitted by the due date (without an approved extension by the Course Coordinator) the task will be deemed
'NOT SATISFACTORY’ for a 1st submission attempt.

All assessments submitted on Axcelerate must be checked by the student that the document uploads with all content visible to the assessor fro
marking.

If a student is absent due to illness and misses an assessment, they must provide a medical certificate for the date of the assessment. In this
circumstances, you can be rescheduled you Tst attempt. It is up to the student to organise reassessment directly with their Course Coordinator
upon their return to Brent Street. Assessment tasks must be completed at least 1 month prior to the end of Term 4.

The following framework applies to assessment attempt submissions:

Ist Submission Attempt: Assessment received by the due date. For practical assessments this is the scheduled date of each practical assessment.

2nd Submission Attempt: Due within 2 weeks of result date. Resubmission of corrected task or submission of task due to missed due date. If 2nd
attempt not received within 2 weeks of marking date or marked not satisfactory by your assessor, you may request a 3rd attempt.

3rd Submission Attempt: Due within 2 weeks of 2nd submission due date. There is a fee for each 3rd attempt submissions as outlined in the Fees
and Refund Policy and Procedure. Payment must be made prior to marking.



CHEATING & PLAGIARISM

DEFINITIONS
Cheating involves breaking rules to gain personal advantage.

Plagiarism is the act of taking or copying another person’s ideas, language, or written work and presenting it as your own.

A great way for students to learn is to research information via the web, books or other sources. It is important for students to remember if they are using any information from
these sources, even if they are putting the information into their own words, that they acknowledge the author for their works. They do this by writing:

. The person who wrote the article (the author)
. The title of the article
o The date the article was published

As an example: Jones, Fay M. “Childcare in nature” 2002

Students can visit the following website if they would like further information on plagiarism: http://www.plagiarism.org/plagiarism-101/prevention/

Where a student is suspected of plagiarism or cheating, the student will be given the opportunity to put their case forward to their Course Coordinator, who will determine
the action/s to be taken. Where a student does not agree with the decision made, they can follow the Complaint Procedure, found on our website.

If Brent Street determines there is cause to check if the content being submitted is authentic, the content will be submitted to the following website for confirmation —
Grammarly: http://ed.grammarly.com/editor/view/ ?f=1

If it is determined that a student has plagiarised or cheated:

e  They may be provided with the opportunity to re-do the work

They may be given additional work to do that covers the topic they plagiarised;
They may sit a verbal assessment;

They may be removed from the qualification/course;

Other actions or legal consequences may be determined

e o o o

Students are advised that repeated actions will not be tolerated. If it is determined that a student has not plagiarised or cheated, their Course Co-ordinator will inform them.
Brent Street will document and retain records of the outcomes of the issue.

USE OF Al AND LARGE LANGAUGE MODELS

While the use of Al tools such as ChatGPT may be used as a support resource, all submitted work must be written in the student’s own words. Where academic misconduct is
suspected, students may be required to provide further evidence of their knowledge or understanding.


http://www.plagiarism.org/plagiarism-101/prevention/
http://ed.grammarly.com/editor/view/?f=1

RECOGNITION OF
PRIOR LEARNING

Brent Street has a commitment to providing students with opportunities to
have their existing skills and knowledge (regardless of how they were acquired,
i.e. both formal and informal learning) recognised towards the achievement of
a nationally recognised qualification or statement of attainment. This process is
called Recognition of Prior Learning or RPL.

Students can apply for RPL for a whole qualification or for particular unit(s) of
competence where they are enrolling in a nationally recognised qualification.
If a student would like to apply for RPL they will be provided with a self-
assessment tool and an opportunity to meet with Brent Street to discuss and
assess their suitability for this assessment only pathway.

The fee structure for RPL is outlined in the Fees and Refund Policy and
Procedure, available via our website. The costs of the RPL process is payable
regardless of outcome.

If a student would like to apply for RPL, their Course Coordinator will contact
them to discuss the recognition process and their RPL kit. This conversation

is called a “professional discussion” and may include a series of questions or a
general discussion on specific topics. At this meeting the Course Coordinator
will also confirm the selection of units for their qualification and develop their
plan for assessment.

The next step in the process is for students to collect evidence for each unit
of competence that they are applying for RPL. Evidence can be collected in
a variety of ways including verbal questioning, observation/ skills tests, third
party reports, providing audio visual evidence, work samples. The students
Course Co-ordinator and the RPL Kit will provide some suggestions on what
and how much is to be collected.

Once students have submitted their evidence their Course Coordinator
will review the evidence submitted against the unit of competence and
qualification requirements. The Course Coordinator may need to contact
students to ask further questions, seek clarification and request additional
evidence.

Throughout the recognition process the Course Coordinator will provide
students with guidance, support and feedback.

CREDIT
TRANSFERS

Brent Street has a commitment to ensuring that students do not
repeat any unit of competence in which they have previously

been deemed “Competent” under Australia’s National Quality
Framework. In accordance with the Standards for Registered
Training Organisation RTOs 2015, Brent Street accepts and provides
credit to students for units where authenticated AQF certification
documentation is the same or equivalent.

Where a student has completed a unit of competence which has

a different title or code from the one where credit is sought, Brent
Street will establish equivalency either by confirming equivalence
on the National Register or by using mapping documents contained
within the training package.

To apply for Credit Transfer, students are required to speak with
Brent Street, prior to enrolling in the qualification/course, and
complete a Credit Transfer Application Form. Students can only
apply for credit transfer for units that are linked to their enrolment
and where Brent Street is approved to deliver and assess.

Students who apply for credit transfer are notified of the outcome of
their application within 7 working days. Where it is expected that an
application may take longer than expected, students are advised of
the reason for the delay.

Where a student has been granted a credited unit, they will

not be reassessed. They may choose to join their organised
session. Alternatively, they will be able to join an alternative skill
development class to further enhance and refine their skills and
knowledge in consultation with their Course Coordinator.



SECTION FOUR

COURSE
GRADUATION



ISSUING STUDENT
CERTIFICATIONS

Brent Street uses systematic processes to ensure students and the community at
large are confident that the nation- al recognised qualifications being awarded meet
the requirements of Australia’s National Quality Framework.

General principles that underpin how we issue certification documentation are as
follows:

*  Brent Street only issues AQF qualifications that are on its scope of registration;

* Allaccredited training is delivered and assessed in English;

e Quality assurance measures and controls ensure that awards being issued meet
the requirements of Australia’s National Quality Framework;

e All students receive certification documentation to which they are entitled;

*  AQF qualification students receive a testamur and a record of results;

e Students who complete part of an AQF qualification receive a statement of
attainment;

*  Certification is issued to the student within 30 calendar days of the student
being assessed as having met the requirements of the training package in which
they were enrolled (e.g. the date of the final assessment being completed or
exiting the qualification/course);

* Toavoid delays in issuing certification, Brent Street ensures that the student’s
USl is collected at enrolment;

e  AQF certification documentation is sent directly to the student;

* Certification is only issued after the student has paid all outstanding fees;

e  Certification documentation meets Schedule 5 of the Standards for Registered
Training Organisations (RTO's) 2015;

*  Students can have their certification documentation reprinted/replaced
on payment of a certification reprint fee - see ‘Fees and Refunds Policy and
Procedure’ for more information;

* Brent Street may request certification documentation be returned where there
has been evidence of fraud or dishonesty. In these instances, a serious incident
report is completed;

*  Brent Street, as the issuing organisation authenticates and verifies students
certification documentation on request;

*  Through Brent Street student management system, a register of all AQF
qualifications that Brent Street is authorised to issue and all qualifications/
statements of attainment issued are kept for a period of 30 years;

e Reports of records of qualifications/statements of attainment issued are
provided to the Australian Skills Quality Authority on a regular basis and/or as
requested.

KEEPING OF
STUDENT RECORDS

Brent Street, in accordance with the Standards for
Registered Training Organisations (RTO's) 2015, securely
stores all records related to a student’s enrolment

for a period of 30 years on the organisations Student
Management System. Assessment records are kept for a
6-month period.

If a student is wanting more information, they are
encouraged to download and read a copy of our ‘Privacy
Policy and Procedure’ found on our website.

PROVIDING FEEDBACK

Brent Street is committed to providing its students with a
service and product that is of the highest quality, that meets
the needs of the individual/ industry and that can respond
efficiently and effectively to the marketplace. To do this, we
seek feedback on our service and product from students
and industry partners.

Students will be encouraged to provide us with honest

and constructive feedback. Student feedback is extremely
important as it will be used to improve all facets of how

we deliver and assess our qualification/courses. Student
feedback will also be used to improve the level of customer
service and support provided.

The best way students can provide us with their feedback is
by speaking with their Course Co-ordinator anytime during
the year.

Brent Street would also like to hear from our other students
as to how our programs have influenced your ability to

get a job/secure a promotion or have influenced you on a
personal level.
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