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Welcome 

 

 

 

 

Dear Apprenfice and Employer 

Welcome to FCIA Training Academy! 

The FCIA Training Academy team of professionals have been working in the training area and flooring 

industry for a number of years and have the appropriate skills, knowledge, experience and 

qualificafions to ensure your training is delivered at the highest standard. 

Your training and assessment will be a mix of theory and pracfical and will be conducted onsite at your 

workplace and on jobs that will be applicable to the unit of competency (subject) you are studying at 

the fime.  When sefting your training dates, your trainer/assessor will ensure you are given enough 

nofice to schedule this into your and your employers’ calendar.   

To ensure you complete on fime, it is vital you aftend these training sessions and do all required work 

prior to the trainer/assessors visit. 

If you have transferred to FCIA Training Academy from another training provider, please ensure your 

cerfificate or USI transcript has been forwarded to our office to ensure the relevant credits may be 

arranged if applicable. 

If you have any quesfions about the above documents or you would like further informafion on your 

training or apprenficeship, please contact Suchitra Ahlawat on sahlawat@fcia.org.au or 0478 315 658. 

We wish you every success with your training and look forward to seeing where this amazing industry 

and training will take you. 

Yours faithfully 

 

 

FCIA Training Academy Team 

 

 

 

 

 

mailto:sahlawat@fcia.org.au
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• Fees and Charges 

• Concessions 

• Apprenfice Safety and Security 
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Who is FCIA Training Academy? 

FCIA Training Academy (FCIATA) is the first industry based Registered Training Organisafion - specifically created 
to support the flooring industry.   

Our mission is to deliver the highest quality accredited and non-accredited training programs designed and 
targeted to meet the specific skills needs of employers, employees and contractors within the Australian 
Flooring Industry. 

FCIA Training Academy ‘s goals and objecfives are: 

• To deliver an industry driven apprenficeship model that is supporfive and specifically targeted to the 
needs of the Retailers, Contractors, Manufacturers, Suppliers, and installers in the Australian flooring 
industry. 

• To significantly increase the take up rate of tradifional apprenficeships in the Cerfificate III in Flooring 
Technology. 

• To address looming skills shortages in Flooring Technology due to a lack of new tradespeople entering 
the industry, an aging workforce, and aftrifion rate of more than 1000 experienced installers per 
annum. 

FCIA Training Academy is a wholly owned subsidiary created by its parent company The Floor Covering Insfitute 
of Australia (FCIA). 

As an industry body, FCIA represents manufacturers, suppliers, retailers, contractors and installers of the 
Australian flooring industry and strives to enhance the reputafion of the industry for the benefit of everyone 
involved.   

What is an apprenficeship and what are the benefits of complefing an apprenficeship? 

What is an apprenficeship? 

An Apprenficeship is a structured training program typically lasfing around 4 years.  It combines pracfical 
experience at work with off-the-job training which compliments the pracfical on the job learning.  An 
apprenficeship can be full-fime, part-fime or school-based. 

 

Benefits  

 You get paid to learn. 

 An apprenficeship will lead to a trade qualificafion in flooring which is nafionally recognised.  You will learn 
industry skills by industry people.   

 You get to pracfice what you have been taught every day. 

 An apprenficeship is competency-based training, which means you can complete your training quicker if 
you reach the required skill level. 

 

Government Incenfives 

Apprenfices and employers might be eligible for Government Incenfives.   

For more informafion, please visit www.australianapprenficeships.gov.au or contact FCIA Training Academy. 

http://www.australianapprenticeships.gov.au/
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Durafion of Training 

The durafion of training through an apprenficeship program is outlined on the Course brochure, on the FCIATA 
Website, your training plan and discussed at the informafion session.  In most states, the durafion of the 
MSF30822 Cerfificate III in Flooring Technology is 4 years but this does vary in some states. 

Time management is essenfial in complefing your training.  It is important that you set aside fime to work on 
gathering the required evidence which may include complefing assigned wriften quesfions / answers, work 
related projects, porffolio of work-related evidence. If you need help with planning your fime, ask your trainer 
or supervisor. 

Apprenfice Support, Welfare and Guidance 

All apprenfices enrolled through FCIA Training Academy will be allocated to a trainer/assessor who will support 
them through the training program. 

FCIA Training Academy has the following services for apprenfices.  To take advantage of these services please 
contact our friendly staff, whose details are provided in this document, and we will outline the process for 
gefting assistance with the following services: 

 Language, Literacy and Numeracy assistance and referrals; 

 Addifional study support (in situafions beyond the apprenfices’ control); 

 Mentoring 

In the event that the required support extends beyond FCIA Training Academy’s capabilifies, we will source 
informafion for relevant organisafion/s that supply required support services. 

Fees and Charges 

FCIA Training Academy reserves the right to change or alter the course fees.  As there are different 
requirements for each state, please contact us for further informafion on 0478 315 658 
info@fcia.org.au 

All fees include, unless otherwise stated: 

 course materials 

 training conducted on the job and access to trainer / assessor between training visits 

 all assessments.  

Concessions 

If the apprenfice is in receipt of a government benefit (concession or pension cardholder), a reducfion of the 
government tuifion contribufion fee (applicable to all funded courses) is available.  The concession fee will be 
charged as per the State Funding Body fee guidelines. 

Apprenfice Safety and Security 

As training and assessment is taking place at your employers’ site (or job site), you will be required to follow all 
safety and security procedures outlined by your employer.  Your employer will conduct a relevant security and 
safety inducfion for you.  To help us create a safe and secure environment we request that you follow all 
emergency, safety and security procedures and instrucfions relafing to our training facilifies always. 

mailto:info@fcia.org.au
mailto:info@fcia.org.au
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 Enrolment Informafion 
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• Recognifion of Prior Learning (RPL) 

• Credit Transfer (CT) 

• Training Plan Informafion 
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Enrolment Process 

To enrol, prospecfive apprenfice needs to undertake a mandatory Pre-Training Review and Language, 
Literacy and Numeracy Assessment prior to complefing an Enrolment Form. 

In the event your employer is organising your training then your employer will work with our office and 
yourself to ensure all enrolment related documentafion is completed.  You the apprenfice will then be 
required to sign off on enrolment related documentafion to complete the enrolment process. 

An FCIA Training Academy representafive will assess your applicafion along with evidence you need to 
provide and enrol you into one of our nafionally recognised qualificafions. 

Apprenfice Privacy and Confidenfiality 

In accordance with our Privacy Policy, we are commifted to protecfing the privacy and personal 
informafion of all apprenfices. FCIA Training Academy is required to submit aggregated stafisfical 
informafion to our regulatory bodies (for example, state funding bodies, NCVER, ASQA).  Except as 
required by regulatory bodies, government contracts or by law, informafion about a apprenfice will not 
be disclosed to any third party without the consent of the apprenfice.  More informafion is available on 
our website. 

Eligibility 

Apprenfices accessing Commonwealth or State/Territory funding must meet eligibility criteria prior.  
These criteria will be provided to you prior to enrolment or informafion can be accessed via our 
website with links to relevant state/territory funding bodies. 

Apprenfices not eligible for Commonwealth or state/territory funding will be advised of the fee 
prior to enrolment or this informafion can be accessed via our website. 

Enrolment Forms 

All apprenfices enrolling with FCIATA must complete an enrolment form prior to enrolment or on 
the day of enrolment for all qualificafions and accredited short courses. 

Enrolment forms must be signed by the apprenfice and if under the age 18 must be signed by a 
parent or guardian. 

Pre-Training Review 

The Nafional Standards for RTO’s 2015 v2.2 October 2019 and State Funding Contracts require each Eligible 
Individual, to complete a Pre-Training Review of current competencies including literacy and numeracy skills 
prior to enrolment in training.  The Pre-Training Review must: 

a. Idenfify any competencies previously acquired 

b. ascertain the most suitable (as defined in the Quality Charter and at Clause the VET Funding Contract) 
qualificafion for that apprenfice to enrol in, based on the individual’s exisfing educafional aftainment, 
capabilifies, aspirafions and interests and with due considerafion of the likely job outcomes from the 
development of new competencies and skills; and 

c. ascertain that the proposed learning strategies and materials are appropriate for that 
individual. 
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Language Literacy and Numeracy  

You may require language, literacy or numeracy support to achieve your learning goals.  FCIATA is commifted 
to providing training and assessment programs that cater to specific individual needs where required. 

During enrolment, we work with you to idenfify any special requirements you may have to successfully 
complete the course and achieve your learning goals. 

If you require further support, FCIA Training Academy will discuss with you and your workplace the opfions 
available. This may include but not limited to: 

 reasonable adjustment of assessment acfivifies 

 a workplace translator to provide assistance 

 alternate delivery and assessment methods 

 access to audio resources 

Unique Apprenfice Idenfifier (USI) 

All apprenfices enrolled in an AQF qualificafion or nafionally accredited Unit of Competency, must provide their 
USI number at the fime of enrolment. 

Where the apprenfice is unable to create their own USI, FCIA Training Academy can create a USI on their behalf. 
The apprenfice must complete USI Applicafion Form and provide the required documentafion outlined in Part 
A - Personal Idenfificafion. 

Where the apprenfice is unable to locate their USI, FCIA Training Academy can locate the apprenfices USI on 
their behalf. The apprenfice must complete USI Applicafion Form and provide the required documentafion 
outlined in Part A - Personal Idenfificafion. 

What is a USI? 

The USI is a reference number that gives students access to their training records and results. It is a 

requirement for all students undertaking nafionally recognised training delivered by registered training 

organizafions (RTOs) in Australia. 

The USI is a 10-character code made up of numbers and lefters, such as the example provided: 

3AW88YH9U5. This idenfifier is unique to each student and helps to streamline and enhance the 

accuracy of training records. 

The USI system allows students to access their training records and results online. It consolidates all 

nafionally recognized training informafion undertaken by a student from January 1, 2015, onward into 

a single account. Students can access their records and results through their USI account, providing a 

comprehensive overview of their training history. 

Who needs a USI? 

Students who need a USI include: 

■ students who are enrolling in nafionally recognised training for the first fime; 

■ school students complefing nafionally recognised training; and 

■ students confinuing with nafionally recognised training. 
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How to get a USI 

The following steps show how students can create a USI: 

Step 1  Have at least one and preferably two forms of ID ready from the list below: 

 Driver’s Licence 

 Medicare Card 

 Australian Passport 

 Non-Australian Passport (with Australian Visa) 

 Birth Cerfificate (Australian) 

 Cerfificate Of Registrafion By Descent 

 Cifizenship Cerfificate 

 Immi Card 
 

Step 2  Have contact details ready (e.g. email address, or mobile number, or address). 

Step 3  Visit the USI website at: usi.gov.au. 

Step 4  Select ‘Student Entry’ and then Select ‘Create a USI’ link and follow the steps. 

Step 5  Agree to the Terms and Condifions. 

Step 6  Follow the instrucfions to create a USI – it should only take a few minutes. 

Upon complefion, the USI will be displayed on the screen. It will also be sent 

to the student’s preferred method of contact. 

Step 7  The student should then write down the USI and keep it somewhere handy and safe. 
 
More informafion 

For more informafion please visit: usi.gov.au or contact USI Department via email: usi@educafion.gov.au  

Phone: 1300 857 536 

  

http://www.usi.gov.au/
http://www.usi.gov.au/
mailto:usi@education.gov.au
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Recognifion of Prior Learning (RPL) 

RPL in simple terms involves the assessment of previously unrecognised skills and knowledge that an individual 
has achieved outside the formal educafion and training system. RPL assesses this unrecognised learning against 
the requirements of the qualificafion, in respect of both entry requirements and the outcomes to be achieved. 

By removing the duplicafion of learning, RPL encourages an individual to confinue upgrading their skills and 
knowledge, through structured educafion and training, towards formal qualificafions and improved 
employment outcomes. 

The RPL process consists of the following steps (further informafion and guidance will be given to 
you by your trainer/assessor): 

1. Initial discussion with FCIA Training Academy 

2. Identify and gather evidence required  

3. Complete an application form and attach evidence 

4. Submission and recommendation 

5. RPL assessment/interview scheduled 

6. Determination by assessor if RPL can be granted 

7. Feedback to applicant 

8. Appeal process available if appropriate. 

Credit Transfer (CT) 

Credit Transfer assesses the extent to which your previous qualificafion or unit of competency is 
equivalent to the required learning outcomes, competency outcomes, or standards in a 
qualificafion. 

For example, if you have completed a unit of competency in the same program at a different 
training organisafion then you can apply for a credit in the unit/s that will be listed on a Statement 
of Aftainment from the previous training organisafion. 

If you believe you have completed relevant units or other formal training, discuss with your trainer 
/ assessor before training commences.  You will be required to provide a cerfified copy of the 
original Cerfificate, Record of Results (Academic Transcript) and or a Statement of Aftainment or a 
USI transcript when applying. 

Training Plan Informafion 

A Training Plan is developed in consultafion with the Nafional RTO Manager or trainer/assessor, 
employer and apprenfice.  A course brochure will be issued to assist in the selecfion of units of 
competencies. 

All apprenfices enrolled (as well as employers and trainers/assessors) in an AQF qualificafion will 
be provided with a Training Plan. 
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What is a Unit of Competency? 

A unit of competency is a subject (or topic) within a qualificafion. It defines the skills and knowledge 
that are needed to perform a parficular task or job funcfion.  
Units of competency are essenfial building blocks in VET programs, helping learners acquire specific, 
measurable skills relevant to their chosen field. 

Resources and Facilifies 

FCIA Training Academy provides learning and assessment workbooks (via hard copy or online) 
throughout the training.   

Workplace Resource Requirements for on-the-job training may include but are not limited to: 

 access to manufacturer’s instrucfions, Australian standards etc 

 access to workplace processes, policies and procedures 

 access to third parfies to complete on the job observafion reports (ie Supervisors) 

 access to relevant equipment in relafion to the qualificafion being studied 

 access to relevant tools and products in relafion to the qualificafion  

Training Delivery 

Program delivery is a combinafion of on-the-job and on-line training.  The training ensures that 
where possible organisafional policies and procedures are integrated into the units of 
competencies that the apprenfice is complefing and is supported by workplace mentoring and 
coaching and regular meefings with the RTO trainer/assessor. 

Apprenfice Charity Workshops 

Apprenfice charity workshops are an adjunct to the apprenfice’s training and are integrated with 
the formal part of their Cerfificate III in Flooring Technology apprenficeship training. They are 
conducted annually in most states of Australia.     

The apprenfices’ training plan is matched to the jobs and tasks available at the charity workshop 
to ensure it is a complete and pracfical learning experience for all students. 

During these charity workshops, apprenfices will learn to apply pracfical, hands-on skills - from 
sub-floor tesfing and preparafion (including self-levelling compounds) to the installafion of hard 
underlay, LVT planks, sheet vinyl, commercial vinyl, dual bond carpet, and carpet files.  Where 
appropriate and in accordance with assessment condifions, some students may be assessed at 
the workshop or evidence can be collected for assessment at a later date. 
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The Assessment Process 

Assessment is the process of collecfing evidence and making judgments on whether competency 
has been achieved. ‘Competency’ is demonstrated through the applicafion of knowledge and skill 
to the standard of performance required in the workplace and the ability to transfer and apply skills 
and knowledge to new situafions and environments, consistently over a period. 

Methods of Assessment 

On the Job Assessments: 

 Observafion of workplace performance 

 Demonstrafion of specific skills/knowledge 

 Work related projects 

 Wriften quesfions 

 Third Party report from qualified supervisor and or technical expert in the workplace. 

The rules of evidence guide the collecfion of evidence to ensure that it is valid, sufficient, current 
and authenfic. 

Assessment Outcomes 

FCIA Training Academy delivers competency-based training which means apprenfices will be 
assessed as “Competent” or “Not Yet Competent”. If a “Not Yet Competent” result is issued the 
assessor will: 

 discuss any skill gaps 

 implement further training required 

 set a schedule to gather further evidence unfil you can demonstrate competency. 

Feedback 

FCIA Training Academy seeks opportunifies for improvement through open communicafion and 
on-going feedback from apprenfices.  This gives apprenfices the opportunity to be pro-acfive in 
ensuring the training and assessment outcomes are meefing their needs.  Feedback forms are 
issued at enrolment, mid-way and at complefion.  The data is analysed and where required 
discussions are held to determine a solufion to any issues raised in the feedback form. 

Quality Indicator Employer and Quality Indicator Learner Surveys are issued near complefion of 
training in line with Australian Quality Skills Authority requirements. 

Cancelling of Training Sessions 

Whilst it is understood that there may be fimes that apprenfices will need to cancel their training 

session, we do ask that it is kept at an absolute minimum.  Cancelling sessions can cause apprenfices 

to fall behind and lose momentum with their training.  If an apprenfice does need to cancel a 

training session, they will need to contact the trainer/assessor at least 24 hours prior to the 

scheduled session.   
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Rights and Responsibilifies 

Apprenfice’s Rights 

All apprenfices have the right to: 

 be treated fairly and with respect by FCIA Training Academy staff 

 not be harassed, vicfimised or discriminated against on any basis 

 learn in a supporfive environment which is free from harassment, discriminafion and 
vicfimisafion 

 learn in a healthy and safe environment where the risks to personal health and safety are 
managed and minimised 

 receive adequate withdrawal from roufine work dufies to undertake structured training 
acfivifies 

 have their personal details and records kept private and secure according to FCIA Training 
Academy’ privacy policy 

 fimely access to any informafion FCIA Training Academy holds about them 

 have their complaints dealt with fairly, promptly, confidenfially and without retribufion 

 make appeals about procedural and assessment decisions 

 receive training, assessment and support services that meet their individual needs 

 be given clear and accurate informafion about their course, training and assessment 
arrangements and their progress 

 access the support they may need to effecfively parficipate in their training program 

 provide feedback to FCIA Training Academy, on the client services, training, assessment and 
support services they received. 
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Apprenfice Responsibilifies 

All apprenfices have the responsibility to make every effort to acquire the skills and knowledge 
needed to successfully complete their training. Your responsibilifies include: 

 accepfing instrucfion and training in the vocafion given by the employer or by a workplace 
supervisor 

 nofifying your trainer if you are unable to aftend any scheduled training assessment session  

 aftending and acfively parficipafing in scheduled training delivered by your trainer/assessor 

 complefing assignments, projects and other assessment tasks set by your trainer /assessor in 
a fimely manner 

 giving the Third-Party Report to your supervisors at the commencement of a unit of 
competency to ensure they have sufficient fime to observe tasks relevant to the unit prior to 
next training visit 

 seeking from your workplace supervisor and trainer, the knowledge and skills in relafion to 
the training and your organisafion 

 nofifying FCIA Training Academy if there are changes to your personal details such as name, 
home address, postal address or if you have any concerns about complefing your course 

 discussing any concerns with your workplace supervisor and/or trainer/assessor. 

WHS Responsibilifies 

 To protect your own health and safety and to avoid adversely affecfing the health and safety 
of any other person. 

 To not wilfully nor recklessly interfere with, or misuse anything provided by FCIA Training 
Academy in the interests of health, safety and welfare. 

 To cooperate with health and safety direcfives given by FCIA Training Academy trainer / 
assessors. 

 To ensure that you are not, by the consumpfion of drugs and / or alcohol, in such a state as to 
endanger your health and safety or that of others. 

 Must not meet with trainer/assessor outside of your work locafion unless under excepfional 
circumstances and previously agreed upon by you, the employer and the trainer/assessor.  A 
supervisor MUST be present during this meefing. 

 More informafion is available on our website. 
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Employer / Supervisor Responsibilifies 

 Will ensure you give the apprenfice the required 3 hours a week or a day a month to work on 
their assessment work. 

 Will ensure your workplace has the appropriate facilifies and equipment available, so the 
apprenfice can complete training and assessment acfivifies. 

 Will parficipate in the development of your apprenfices training plan. 

 Will provide your apprenfice with the coaching / mentoring support required to develop their 
skills and on the job knowledge. 

 Will allow FCIA Training Academy access to your apprenfice at agreed fimes. 

 Will assist in linking the training done off the job to your apprenfice’s current job role. 

 Will complete third-party reports to verify your apprenfices on the job applicafion of the skills 
and knowledge. 

 Will ensure that your apprenfice has sufficient fime to gather the required evidence as 
required by the training / assessor. 

 Will inform your trainer/assessor of any concerns or issues that may arise during the program, 
as soon as possible. 

 Will parficipate in regular feedback sessions with FCIA Training Academy. 

 

Trainer / Assessor Responsibilifies 

 Will outline the holisfic outcomes of the qualificafions and the relevance to your role. 

 Will release apprenfice from roufine work dufies to work on training and assessment acfivates. 

 Will outline the training and assessment process including Recognifion of Prior Learning. 

 Will helps you idenfify your current skills and knowledge. 

 Will deliver structured training according to the training plan. 

 Will discusses relevant work-related projects against the competencies. 

 Will schedule regular visits throughout the training program (every 10 - 12 weeks). 

 Will be available via e-mail, Zoom, Skype, Facefime, SMS or phone to clarify quesfions you may 
have between visits during work/business hours. 

 Will assess you in a fair and flexible manner. 

 Will provide you with feedback on your progress throughout the course. 

 Will check your progress and ensures you are ready for assessment. 

 Will provide you with the opportunity to re-assess if you are deemed not yet competent. 

 Will ensure the evidence you provide is in line with the rules of evidence gathered, i.e. the 
evidence is sufficient, current, authenfic and valid. 

 Will discuss with your supervisor any skill gap that requires further development and re-
assessment. 

 Will not meet with you outside of work hours unless approved by FCIATA Nafional RTO 
Manager and Employer. 
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FCIA Training Academy Responsibilifies 

 Ensure trainer/assessors hold the relevant training and current vocafional qualificafions and 
current experience. 

 Provide training and assessment resources.  

 Records in the apprenfice management system your progress throughout the training 
program. 

 Handle complaints and appeals in a fair manner. 

 Issue cerfificate upon successful complefion of qualificafion or statement of aftainment if only 
one or more units are completed. 

 Assist with apprenfice enquiries related to their training or CANVAS. 
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 Complefion 

 
• Issuing Cerfificates 

• Recognifion of Cerfificates from other RTO’s 

• Withdrawals/Suspensions 
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Issuing Cerfificates 

On complefion of the requirements defined in the Qualificafion Training Package, you will receive a Nafionally 
Recognised Cerfificate and a Record of Results. 

A Statement of Aftainment will be issued if you successfully complete one or more units of competency from 
a nafionally recognised qualificafion but not the enfire qualificafion. 

FCIA Training Academy will issue your qualificafion within thirty (30) days of all required paperwork being 
signed off as competent and all course fees have been paid. 

Re-issuing of qualificafions is possible where a Cerfificate, Statement of Aftainment or a Record of Results has 
been misplaced or damaged.  Contact FCIA Training Academy via email at info@fciatrainingacademy.org.au to 
order a replacement.  An administrafion fee of $50 plus GST applies. 

Recognifion of AQF Qualificafions Issued by other Registered Training Organisafions 

FCIA Training Academy will always abide by the mutual recognifion agreements formed between all 
states/territories of Australia, in the recognifion of other RTO’s training and cerfificafion therein awarded. 

FCIA Training Academy will recognise Nafionally Recognised Training through the provision cerfificafion 
showing all requirements as detailed within the Australian Qualificafion Framework (AQF) and communicate 
with the issuing RTO’S for the provision of confirmafion regarding a Cerfificate or Statement of Aftainment, 
if doubt is evident. 

Withdrawals/Suspensions 

If for any reason the apprenfice wishes to withdraw from the course, it is essenfial that the apprenfice nofify 
the Nafional RTO Manager or their trainer/assessor to obtain the relevant Withdrawal Form. 

If the apprenfice is sick or has other concerns and needs to suspend their apprenficeship unfil they are in a 
befter state, they are to contact Training Administrafion or their trainer/assessor to obtain the relevant 
Suspension Form. 

If the apprenfice wishes to withdraw from training, it is their responsibility to complete a Withdrawal form. 
These forms are available from your trainer/assessor or by contacfing FCIA Training Academy. 

If the apprenfice withdraws:  

• within 5 days of enrolment, FCIATA will charge a $300 administrafion fee. In case of 
concession/exempfion fee, where the amount is less than administrafion fee, no refund will be 
issued. 

• after 5 days but before 6 months of enrolment, FCIATA will refund 50% of the 2nd Instalment 
amount. 

• after 6 months of enrolment, FCIATA will not refund the fees paid. 

Please refer to our website for informafion relafing to Fees, Charges and Refunds. 

  

mailto:info@fciatrainingacademy.org.au
mailto:RTO.admin@aigroup.com.au
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 General Informafion 

 
• Who will see your informafion? 

• Commonwealth Legislafion 

• State Based Legislafion 

• Gaining Access to your Records 

• Record Keeping 

• Access and Equity 

• Ethical Markefing and Adverfising 

• Complaints and Appeals  

• Disciplinary Procedures 

• Contact Details 
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Who will see your informafion? 

FCIA Training Academy aims to meet all legislafive requirements of the State and Commonwealth 
Government. 

We are subject to a variety of legislafion related to training and assessment as well as general 
business pracfice.  This legislafion governs our obligafions as a Registered Training Organisafion, 
our obligafions to you as our clients, and relates to the industry for which we are conducfing 
training. 

The legislafion that parficularly effects your parficipafion in Vocafional Educafion and Training 
includes, but is not limited to: 

Commonwealth Legislafion 

 The Racial and Religious Tolerance Act 2001 (Cth) 

 Age Discriminafion Act 2004 

 Equal Employment Opportunity (Cth Authorifies) Act 1987 

 Child protecfion legislafion in Australia and New Zealand 2009 

 Human Rights and Equal Opportunity Commission Act 1986 

 Disability Standards for Educafion 2005 

 Disability Discriminafion Act 1992 

 Work Health and Safety Act 2011 

 Sex Discriminafion Act 1984 

 Privacy Act and Nafional Privacy Principles (2001) 

 Skilling Australia’s Workforce Bill 2005 

 Skilling Australia’s Workforce (Repeal and Transifional Provisions) Bill 2005. 

 Nafional Vocafional Educafion and Training Regulator Act 2011  

 Australian Consumer Law (set out in Schedule 2 of the Compefifion and Consumer Act 2010 (Cth) 
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State Based Legislafion 

 Adult, Community and Further Educafion Act 1991 

 Apprenficeship and Traineeship Act 2001 

 Children and Young Persons Act 1989 

 Equal Opportunity Act 1995 

 Workers Compensafion Act 1987 

 Workers Compensafion Regulafions 1995 

 Dangerous Goods Act 1985 

 Occupafional Health and Safety Act 2004 

 Copyright Act, 1879. 42 Vic No 20 (modified 2002) 

 Sex Offenders Registrafion Act 2004 

 Occupafional Health and Safety Regulafions 2017 (OHS Regulafions)  

 Educafion Training Reform Act 2006 (Vic) 

 Disability Act 2006 (Vic) 

 Working with Children Act 2005 (Vic) 

 Charter of Human Rights and Responsibilifies Act 2006 (Vic) 

 Child Wellbeing and Safety Act 2005 (Vic) 

 Child Protecfion (Working with Children) Act 2012 

 Child Protecfion (Working with Children Regulafion 2013 

Gaining Access to your Records 

You can access your own records at any fime by forwarding a wriften request to FCIA Training 
Academy (Records that have been securely archived may take longer to access).   

Record Keeping 

FCIA Training Academy manages a hard copy file for individual current trainees/apprenfices.  These 
files are stored in a locked storage area and are maintained on site for a period of TWO (2) years 
and off-site for another FIVE (5) years or as required by external reporfing bodies. 

An electronic version of individual trainee/apprenfice/s is created in the Student Management 
System (VETTRAK) which is compliant with AVETMISS reporfing requirements.  Electronic copies of 
cerfificates will be kept for 30 years. 
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Access and Equity 

FCIA Training Academy in line with obligafions under State and Commonwealth legislafion is 
commifted to promofing a fair and equitable environment for staff and clients that is free from 
discriminafion, harassment and vilificafion. 

Apprenfice selecfion decisions comply with Equal Opportunity legislafion.  All apprenfices 
complete a mandatory pre-training review to determine their capacity to meet the pre-requisite 
and requirements of the qualificafion. 

Appropriately qualified staff assesses the extent to which the applicant is likely to achieve the stated 
competencies of the courses, based on qualificafions and experience. 

Our Access and Equity Policy is available on our website. 

Ethical Markefing and Adverfising 

It is our policy to always market and adverfise our services in an ethical and accurate manner, we 
do this by: 

 developing and implemenfing our markefing and adverfising materials based on feedback 
from our stakeholders; 

 ensuring our markefing and adverfising materials on our website and other mediums we use 
will only sell and market what we are registered to deliver.  We also ensure that we do not 
mislead our stakeholders through any markefing and adverfising mediums we use; and 

 we constantly review and update our markefing and adverfising materials and modes to 
ensure they meet consumer protecfions laws and our regulafing and funding body 
requirements. 

We endeavour always to have ethical and accurate markefing pracfices which transparently show 
what and how we offer our courses.  Your rights as a consumer are always protected. 

If you would like to discuss or help us improve our markefing and adverfising materials, please 
contact FCIA Training Academy. 

Complaints and Appeals 

For the successful operafion of FCIA Training Academy and for your own successful development, 
it is important that we are aware of any complaints you or your employer may have. Informal 
complaints are encouraged to be discussed with your Trainer or the Nafional RTO Manager. 

Should you feel your complaint is not being resolved adequately, you may wish to approach the 
Nafional RTO Manager of FCIA Training Academy by seeking an appointment.  FCIA Training 
Academy has adopted a fair and responsible complaint procedure, which aims to resolve any 
problem or perceived problem from within the workplace. 

This may range from the informafion session conducted before enrolling, the enrolment process, 
resources, program content, assessments, trainer/assessor or other FCIA Training Academy staff, 
issuing of qualificafion or statement of aftainment or the way in which you have been treated. 

Please refer to our website for further informafion. 
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Disciplinary Procedures 

FCIA Training Academy adheres to the principles of adult learning and the learning environment 
shall facilitate the learning of all apprenfices without interference or disturbance from others and 
encourage apprenfices to respect and protect the rights of others. 

Apprenfices will uphold the standards of FCIA Training Academy and their employers (where 
relevant) when they are engaged in training and assessment acfivifies.  

Misconduct means any conduct that is prejudicial to the good order and discipline. 

These forms of misconduct will not be accepted:  

• wilful damage or removal of property 

• assault or harassment (physical or verbal) 

• cheafing or aftempfing to cheat or assisfing any other apprenfice to cheat by any means 
(Apprenfices who are caught cheafing, plagiarism, stealing and / or will face disciplinary 
acfion) 

• negligent or disorderly conduct towards a staff member or apprenfice 

• being under the influence of alcohol or drugs 

• smoking in the building 

• infringing copyright  

• consistently missing classes 

 

Contact Details 

For further informafion relafing to apprenficeships or training in the MSF30822 Cerfifiate III in Flooring 

Technology course please contact: 

 

Suchitra Ahlawat 

Nafional RTO Manager 

Email sahlawat@fcia.org.au 

Phone 0478 315 658 

 

mailto:sahlawat@fcia.org.au

