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TRAINING CODE OF PRACTICE
)The JLB Training Code of Practice is as follows:
· All training conducted by JLB is to be delivered professionally by appropriately qualified instructors and comply with the relevant course certification.  
· All training will be conducted in accordance with the requirements of the Australian Qualifications Framework (AQF) and the Australian Quality Training Framework (AQTF) Standards for Registered Training Organisations.
· JLB recognises AQF and RABQSA Training Provider and Examiner Certification Scheme (TPECS) qualifications and/or Statements/Certificates of Attainment.
· JLB has established procedures for the Recognition of Prior Learning (RPL) and Recognition of Current Competence (RCC).
· All relevant course material will be made available to participants.
· Participants will have access to the JLB Training Policy (WI 100) which addresses, inter alia, appeals, complaints and grievance procedures.
· JLB will provide welfare and guidance counselling services, where appropriate, and may use external support as required. 
· Course objectives (performance criteria) and assessment criteria will be made available to all participants for each course.  JLB encourages flexible learning and assessment techniques and provides for language, literacy and numeracy assessment. 
· The assessment policy for each course is described in the JLB Training Policy.
· All instructors and staff will abide by normally accepted diversity protocols and shall not be subject to harassment in any form.  Failure to abide by this principle will result in removal from training.  Similarly, inappropriate or disruptive behaviour will not be tolerated and may result in removal from training.
· Appropriate facilities will be made available for all participants, as far as is practical.
· Access arrangements are to be made available for participants who so require and equity arrangements are in place to ensure there is no discrimination of staff, instructors or participants.
· Arrangements ensure that information about a participant is not disclosed to a third party without written consent.
· All training courses will commence with an induction to the Company, the facility, domestics and the Course.
· All training records are retained confidentially to ensure the privacy of participants.
· A no smoking policy exists within Quality House.
· JLB will maintain the privacy & confidentiality of training records.

[image: ]

Craig J Bates
Managing Director, JLB
16 August 2010
image1.png




image2.png




