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CODE OF PRACTICE

As a registered training organization, Connect Asia Pacific Pty Ltd (CAP) is required
to meet the SA Training and Skills Commission’s Code of Practice. The Code is
reproduced here for your information:

1. Introduction

This Code of Practice is designed to provide the basis for god practice for
the marketing, operation, financing and administration of education and
training services by training providers registered in South Australia by the
Training and Skills Commission.

For the purposes of this Code “trainee” refers to any person, including
international, participating in education or training delivered by CAP.

The Code of Practice endorsed by the Ministerial Council on Education,
Employment, Training and Youth Affairs (MCEETYA) for the provision
of international education and training services, is incorporated into this
Code, and in any matter not specifically provided for by this Code the
provisions of the MCEETYA Code shall apply in that particular matter.

2. PROVISION OF TRAINING AND ASSESSMENT
SERVICES

2.1 CAP will adopt policies and management practices, which maintain high
professional standards in the delivery of education and training services,
which safeguard the interests and welfare of trainees.

2.2 CAP will maintain a learning environment that is conducive to the success
of trainees.

2.3 CAP will have the capacity to deliver the courses for which it has been
registered, provide adequate facilities and use methods and materials
appropriate to the learning needs of trainees.

2.4 CAP will monitor, assess and document the performance and progress of
its trainees.

Date Approved: 31/10/02 Approved By: RJC Authorised By: RJC Version 2.0



Connect Asia Pacific Pty Ltd (CAP)

PO Box 500, North Adelaide SA 5006
Tel: 618 8349 7890 Fax: 618 8349 7890

Page 2 of 5

2.5 CAP will ensure that training staff is suitably qualified and sensitive to the
cultural and learning needs of trainees. Training will be provided to staff
as required.

2.6 CAP will ensure that assessments are conducted in a manner, which meets
the endorsed components of the relevant Training Packages and accredited
courses we deliver.

2.7 CAP is committed to access and equity principles and processes in the
delivery of its services.

3. ISSUANCE OF QUALIFICATIONS

CAP wil l i ssue Quali ficati ons and st atements of  at tainm ent  t o t rai nees who
meet  the r equir ed outcomes of a Qual ifi cat ion or uni t of com pet ency,  in
accordance with al l appropri ate Nati onal Gui del ines and acknowl edging t hat 
Qual ifi cat ions are nati onall y r ecognised.

4. MARKETING OF TRAINING AND ASSESSMENT
SERVICES

4. 1   CAP wil l m ar ket  and advert ise i ts products and ser vices in an ethi cal  m anner. 

4. 2 CAP wil l gai n writ ten perm ission from a tr ai nee or  client befor e usi ng
information about that individual or  or ganisati on in any m ar ket ing m aterials.

4. 3 CAP wil l accuratel y represent recognised traini ng pr oducts and ser vi ces to
pr ospective trainees and cli ent s.

4. 4 CAP wil l ensure tr ai nees and cl ients ar e provided wi th ful l det ail s of
conditi ons i n any contr act  arrangements wi th the organi sat ion.

4. 5 No false or misleadi ng com parisons are drawn wi th any other training
or ganisati on or  qual ifi cat ion.
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5. FINANCIAL STANDARDS

5. 1 CAP wil l put  in pl ace measur es to ensur e that trai nees and clients receive a
refund of fees for  services not  pr ovided, including ser vices not provided as a
result of the f inancial  fail ure of  t he organisation. 

5. 2 CAP wil l adopt a ref und poli cy that is fai r and equi table and thi s pol icy is
made avail able to al l t rai nees and clients.

5. 3 CAP wil l ensure that  the contractual  and financial  relationship between the
tr ai nee/cl ient and the organisation is ful ly and proper ly docum ent ed, and that
copi es of the documentation are made avail able to the t rai nee/client .

Documentat ion shal l include:  the r ights and responsi bil iti es of  tr ai nees, costs
of  t rai ning and assessm ent  services and issuance of Qualif icati ons, payment
ar rangements, r efund condi ti ons and any ot her m att er s t hat  place obl igations
on t rai nees or cli ents. 

6. PROVISION OF INFORMATION

6. 1 CAP wil l supply accurat e, relevant  and up- to-date infor mat ion to prospecti ve
tr ai nees and cl ients.

6. 2 CAP wil l supply this infor mation to trainees and cli ent s bef ore it  enters into
wr it ten agreements with them  and r egularly revi ews all inf or mat ion provided
to ensure it s accuracy and r elevance.

7. RECRUITMENT

7.1 CAP wil l conduct recrui tment  of  tr ai nees at all  ti mes in an ethical and
responsibl e manner . Off ers of cour se pl acement is based on an assessment of
the ext ent  to which the qual ifi cat ions,  pr of ici ency and aspi rat ions of the
appl icant ar e m atched by t he tr aining opport uni ty of fer ed. 
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7. 2 CAP wil l ensure that  the educat ional  background of  int ending trai nees is
assessed by sui tably quali fi ed staff  and/or agents, and pr ovides for  the
tr ai ning of such staff and agents,  as appr opriate. 

8. SUPPORT SERVICES

8. 1 CAP wil l provide adequate pr otecti on for t he healt h,  safet y and welf are of 
tr ai nees and, without l imi ti ng the ordi nar y meaning of such expressi on;  this
incl udes adequate and appr opriate support servi ces i n t erm s of academic and
personal counselli ng.

9. GRIEVANCE MECHANISM

9. 1 CAP wil l ensure that  tr ainees and cl ients have access to a fair  and equit abl e
pr ocess for dealing wit h gri evances and pr ovide an avenue for trai nees to
appeal against decisions, which af fect the trai nees’  pr ogr ess. Every ef for t is
made by our organi sation t o resolve trainees’/client s’ gri evances. 

9. 2 For thi s pur pose, CAP  has a gri evance poli cy where a member of staff is
identif ied to trai nees and clients as the refer ence per son for such mat ter s.  In
addi tion, the grievance mechani sm as a whole is made known to trai nees at
the tim e of enr olm ent.

9.3 Wher e a gr ievance cannot be resolved inter nally, our  or ganisati on advises
tr ai nees and cl ients of  the appropri ate legal body wher e they can seek fur ther
assi stance.

10. RECORD KEEPING

10.1 CAP wil l keep complete and accurat e records of the attendance and pr ogr ess
of  t rai nees,  as well  as fi nanci al recor ds that ref lect all  paym ent s and char ges
and the balance due,  and provides copies of these recor ds to tr ainees on
request .
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11. QUALITY CONTROL

11.1 CAP wil l seek f eedback from our  tr ai nees and cl ients on thei r sati sf act ion
wi th servi ces t hey have received and seeks t o i mpr ove i ts servi ces i n
accordance with thei r expect ati ons.

Signed: .............................................................................................................

Principal Officer of: .............................................................................................................

Dated:       /      /
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