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WELCOME 
 
Vocational Education and Training (VET) courses provide 

you with skills, knowledge and experiences to improve 

your job prospects and prepare you for work and further 

study after school. 

St Francis Xavier College is your Registered Training 

Organisation (RTO 88024). Your RTO is responsible for 

ensuring a high quality of VET course delivery and 

assessment. This handbook has been prepared to provide 

you with the information that you need prior to 

commencing a VET course delivered at your school.  

  

  

 

 



 

3 
 

COURSES AND STAFFING 

 

Bernadette Bradley VET Coordinator 

Ben Archer Careers Advisor (ASbAs/WEX) 

Narelle Skinner VET/Careers Administration 

Gerard Elias                               

Business Administration 

Years 11 & 12 

Information, Digital Media and 

Technology Year 10  

 

Digital Technology Year 10 

Andrew Mackerras Digital Technology Year 10 

Jennifer Currie Hospitality Year 10 

Simone Murphy Hospitality Years 11 and 12 

Charmaine Givens Hospitality Year 10 

Tony Robinson 

Furniture Construction Years 11 

and 12 

Construction Pathways Years 11 

and 12 
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COURSES AND QUALIFICATIONS 

 

WHAT ARE VET COURSES? 

 

VET courses lead to the achievement of nationally-

recognised qualifications within the Australian 

Qualifications Framework (AQF). The VET courses 

delivered at schools in the Archdiocese of Canberra 

Goulburn are accredited by the Board of Senior Secondary 

Studies and count towards the Year 12 Certificate. These 

courses also have some characteristics that make them 

different from the other courses you will study.  

 

VET COURSES: 

 

 

 

are based on national training packages that are 

designed to meet industry training needs

provide opportunities for practical, work-based 
learning that will assist you in developing the 
knowledge and skills you need for work and further 
study

are written and assessed in competency-based terms
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 QUALIFICATIONS AND CERTIFICATES 

Students completing VET courses receive: 

 

 

WHAT ARE STATEMENTS OF ATTAINMENT? 

If you have not achieved all of the competencies or where 

the course does not cover all competencies for a particular 

Qualification, you will receive a Statement of Attainment 

towards the qualification.  This Statement of Attainment 

will outline the units of competency that you achieved. See 

page 8 for more details about assessment. 

WHEN WILL I RECEIVE MY CERTIFICATE OR STATEMENT OF 

ATTAINMENT? 

You will be issued with your Qualification or Statement of 

Attainment within 30 days of completing the course.  

 

•an AQF certificate (if all required Units of 
Competency have been achieved) or a Statement 
of Attainment

•a transcript listing the Units of Competency 
achieved

•a Year 12 Certificate listing the VET course(s) 
studied along with your other subjects
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UNIQUE STUDENT IDENTIFIER (USI) 

From 1 January 2015 the Australian Government requires 

all students undertaking vocational training to have a 

Unique Student Identifier (USI).  This 10 digit number and 

letter identifier will allow you to access your VET training 

records and results from the online USI account. 

The USI will make it easier for you to find and collate your 

VET achievements into a single authenticated transcript. It 

will also ensure that your VET records are not lost. 

Applying for a USI is quick and easy. Have your birth 

certificate, Drivers licence or Medicare Card on hand. 

Watch the USI info video here. Then apply here. 

 

CAN MY VET COURSE CONTRIBUTE TO MY 

AUSTRALIAN TERTIARY ADMISSION RANK 

(ATAR)? 

Yes, but only if your VET Course is a T course.  If your VET 

Course is an A Course, it will not contribute to your ATAR. 

You can check with the Senior Studies Co-ordinator that 

your subject choices meet entry requirements for a 

university (ATAR) if this is your desired pathway.  

  

https://www.usi.gov.au/students/how-do-i-create-usi
https://www.usi.gov.au/students/create-your-usi
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QUALITY TRAINING 

St Francis Xavier College has met rigorous quality 

standards to become a Registered Training Organisation 

and comply with the Standards for Registered Training 

Organisations (RTOs) 2015. 

     This means that: 

 

 

your training and assessment meets national standards

the qualifications you receive will be recognised 
by employers and other Registered Training 
Organisations

your trainers are well qualified and have 
undertaken additional industry training and 
experience.

we are committed to quality course delivery and ongoing 
improvement. You will be encouraged to give feedback 
on your VET course through surveys and discussions.
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STUDENT SUPPORT SERVICES 

 

We support your learning by providing:  

 

 
 

 

If you need additional support to successfully complete 

your VET course, discuss this with your teacher and/or 

your VET Coordinator. 

 

 

links with industry to ensure training 
meets industry standards

learning resources and facilities to 
enable you to develop course 
competencies

student welfare and guidance 
services such as counselling, 
careers advice and study skills

specialist staff to assist with literacy, 
language and numeracy skills
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LLN – Language Literacy and Numeracy Skills 

Language, literacy and numeracy (LLN) refers to learning, 

reading, writing, oral communication and numeracy skills 

– core skills that people need to participate in social and 

work activities. It is now recognised that people at all 

levels can undertake learning to improve their core LLN 

skills to adapt to new roles in life and work.  

Using core LLN skills is not just about whether a person 

can read or write, but about how the skills can be used 

and applied in various situations, at various levels. Core 

LLN skills have become increasingly complex and include, 

for example, the ability to:  

• ‘read’ a range of printed, electronic and visual texts  

• master the new communication technologies via spoken 

and written language  

• locate, manage, evaluate and use information or 

knowledge  

• engage critically with media and other texts.  

Adapted from: Lonsdale and McCurry 2004, Literacy in the new millennium at 

www.ncver.edu.au/publications/1490.html 

 

 

 

 

 

 

 

 

http://www.ncver.edu.au/publications/1490.html
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Core LLN skills for workplace training 

There are three aspects of LLN in workplace training, 

regardless of the industry or the context. The three 

aspects are:  

• the LNN skill levels of the worker or learner  

• the LLN requirements of the training (this includes 

both the training benchmark or unit of competency, 

and the training strategies used by the trainer)  

• the LLN requirements of the workplace.  

 

The Australian Core Skills Framework 

The ACSF is a nationally endorsed framework that 

provides:  

• a consistent national approach to the identification 

of the core LLN skills requirements in diverse work, 

training, personal and community contexts  

• a common reference point for describing and 

discussing performance in the five core LLN skill 

areas 

o learning  

o reading  

o writing  

o oral communication (speaking and listening)  

o numeracy.  

 

 

https://www.education.gov.au/download-acsf
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ASSESSMENT 

HOW WILL I BE ASSESSED IN MY VET COURSE? 

All VET courses are competency-based. This means your 

assessment is based on your ability to demonstrate your 

skills against the standards prescribed by industry. Your 

final unit results will be recorded as either competent or 

not yet competent. If you are judged as not yet 

competent you will be given other opportunities to be 

reassessed. This must be negotiated by you. 

Reassessment must be organised to fit within the 

timeframes set by the BSSS for assessment to be lodged.  

It is best to make sure you are completely prepared by the 

assessment dates and any work required as evidence has 

been submitted.  

Reassessment in the last week of semester will not be 

possible.  

Assessment in VET courses consists of both formal and 

informal tasks. While competencies can be observed and 

assessed while you are completing practical tasks in class 

or on work placement, there will also be opportunities for 

competencies to be demonstrated in a more formal way 

through written assignments, portfolios or projects.  
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CAN I APPEAL THE DECISION OF MY TRAINER? 

If you disagree with the outcome of an assessment you 

have the right to appeal.  The process for appeal is 

detailed in the SFX Senior Handbook. You may also contact 

your VET Coordinator to discuss your concerns. 

 

HOW DO I KNOW WHAT COMPETENCIES I HAVE ACHIEVED? 

Your trainer will progressively record your achievement of 

competencies using a software management system 

known as aXcelerate.  aXcelerate can be accessed online 

here in order to view your progress. Your school reports 

will also indicate which Units of Competency you have 

achieved or are still working towards. 

Your teacher will also notify the BSSS of the units of 

competency you have achieved.  

  

https://admin.axcelerate.com.au/portal/
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PRIOR LEARNING   RECOGNITION OF 

WHAT IS RECOGNITION OF PRIOR LEARNING   (RPL)? 

Your past learning and experience may exempt you from 

certain study and assessment requirements in a VET 

course.  This learning and experience may include study 

at other schools, TAFE, part-time work or life experience.  

 

HOW DO I APPLY FOR RPL? 

If you believe that you may qualify for RPL you should 

obtain a copy of the Student Application for Recognition of 

Prior Learning from your trainer.  Your trainer will guide 

you through this application and will talk to you about the 

implications of exemption for your BSSS course. 

CAN I USE THE QUALIFICATIONS I ACHIEVE AT SCHOOL FOR 

RPL TOWARDS FURTHER STUDY? 

Yes.  Under the Standards for Registered Training 

Organisations (RTOs) 2015, an RTO must recognise the 

AQF Qualifications and Statements of Attainment issued 

by any other RTO. This means that you can apply for credit 

when enrolling with TAFE or other private providers. 

Receiving credit will effectively reduce the duration of the 

course.  
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WORK PLACEMENT – STRUCTURED WORKPLACE 

LEARNING 

Work Placement is structures learning in the workplace 

that enables students to: 

• progress towards the achievement of industry 
competencies 

• develop appropriate attitudes towards work 

• practise the skills acquired in the classroom 

 

HOW MANY WORK PLACEMENTS MUST I DO AND WHEN? 

 

It is suggested that you do 2 weeks over two years. In 

some VET courses SWL is compulsory. Your trainer will let 

you know what is required in your course. 

Part-time work in the industry can contribute to meeting 

your SWL requirement. If you are currently working in the 

industry related to your course, you should discuss with 

your trainer having your work recognised.  

 

HOW DO I ORGANISE WORK PLACEMENT? 

 

You must discuss work placement with your teacher and 

then apply for SWL through the Careers Coordinator.  

Please ensure you explain that you are in a VET course 

when you apply.  

Your SWL must be done at a time when it does not 

interfere with any assessment you might have.  
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Please check your Assessment Calendar before you 

approach your teacher and Careers Coordinator to plan 

suitable time options. 

When you undertake SWL it is your responsibility to ensure 

that you catch up on work missed in other subjects.  

 

AM I COVERED BY INSURANCE FOR WORKPLACEMENT? 

Two separate policies provide work placement cover for 
you and your host employers.  

 
1. CCI School Care Personal Accident and Disability with 

Catholic Church Insurances (CCI)  

 

This policy covers you for personal injury sustained whilst 
engaged in Work Placement activities.  You are covered 
whilst directly travelling to and from work places.  
 
2. Work Experience/Work Placement Public Liability Policy 

with QBE Insurance (Australia) Limited.  

 

Catholic Education Commission NSW (CEC NSW) 
purchases this policy on behalf of participating Catholic 
Schools.  
For further details, see online at: 
http://www.cecnsw.catholic.edu.au/dbpage.php?pg=view
&dbase=programs&id=37 

Under Commonwealth legislations, these policies cannot pay for 
any Medicare services including the Medicare gap. These 
services should be claimed through Medicare and or private 
health insurance where available. Work placement students are 
not eligible for coverage through workers compensation. 

http://www.cecnsw.catholic.edu.au/dbpage.php?pg=view&dbase=programs&id=37
http://www.cecnsw.catholic.edu.au/dbpage.php?pg=view&dbase=programs&id=37
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You will be provided with a summary of QBE insurance 

including key exclusions and a certificate of currency at 

the time your placement is being organised. 

 

 

 

HOW WILL I PREPARE FOR THE WORKPLACE? 

 

You will be assisted in your preparation for your work 

placement by your VET teacher and the Careers 

coordinator. You will receive information regarding your 

responsibilities, child protection, safety, accidents and 

insurance, confidentiality, and other matters.  

 

Prior to attending your work placement, you will be 

required to complete Workplace Health and Safety 

Training.  The form of your WH&S training will depend on 

the VET course you are doing.  Your teacher will explain 

any requirements specific to your industry.  If there are no 

specific requirements, you must at least have completed 

the Workplace Learning - Safety Induction and Test. 

 

Go to www.careersfx.com.au for instructions for 

completing the generic WH&S training.  It appears under 

Workplace Safety. 

 

You must present evidence of your WH&S training to the 

Careers Adviser before you are allowed to undertake SWL. 

 

 

http://www.careersfx.com.au/
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AUTRALIAN SCHOOL BASED APPRENTICESHIP 

It is also possible for you to complete an Australian 

School-Based apprenticeship (ASbA) as part of your VET 

Course.  This involves the study of your VET course and 

paid part-time work in the industry. More information is 

also available on the College Careers Website 

www.careersfx.com.au If you are considering 

undertaking an ASbA speak to the Careers Coordinator. 

 VET COURSE EXPECTATIONS 

WHAT ARE THE EXPECTATIONS OF YOU AS A VET STUDENT? 

1. As with other areas of study, you are expected to work 

hard to develop, achieve and demonstrate the 

knowledge and skills of the course.  

2. The focus of VET courses is on working in industry, so 

your behaviour must be reliable and responsible both 

at school and in the workplace. 

3. You must observe all Work Health & Safety 

requirements of your course. 

4. You must wear the prescribed uniform and Personal 

Protective Equipment (PPE) as directed by your 

teacher. VET courses are designed to train you for 

employment in industry, you will be expected to 

conform to industry standards with regard to uniform 

and other safety equipment. 

http://www.careersfx.com.au/
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5. You must attend all timetabled classes. As 

competencies in VET courses are developed and 

assessed over time, regular attendance and 

participation is vital.  

6. You may be required attend work placement. This 

includes returning all required paperwork by the due 

date. 

7. It is your responsibility to maintain the resources and 

equipment required for your course. 
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COMPLAINTS AND APPEALS 

IF I HAVE A FORMAL COMPLAINT ABOUT ANY ASPECT OF MY 

TRAINING, WHAT SHOULD I DO? 

From time to time, concerns may arise about aspects of 

your course. You may have a grievance or want to make 

a complaint. It may be about resources, facilities, another 

person, an assessment task or its result. 

 

 

 

• All complaints will be treated privately, 
confidentially and in a timely manner.

• Discussion will be held with the 
complainant about how to arrive at a 
solution to the problem.

• If necessary, further investigation will be 
carried out, with record of action kept.

• The complainant will receive a written 
statement of appeal outcome, including 
reasons for the decision.
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COMPLAINT PROCESS 

If your complaint is related to assessment you must follow 

the procedure outlined in the SFX Senior Handbook. 

If your complaint is related to a different matter then 

initially, you should speak to your teacher.   

The following grievance procedure should be followed: 

1. Speak to your teacher and try to sort out the problem 

with the person involved. 

2. If the problem is not resolved, speak to the Department 

Coordinator or VET Coordinator.  

3. If the problem is still not resolved speak with the 

Assistant Principal Teaching and Learning.   

4. If the problem is still not resolved, you and your 

parents may make an appointment to meet with the 

principal. 

5. If all avenues within the College are exhausted within 

the College and external advice is required in resolving 

a complaint, Catholic Education ACT may be consulted. 

 

6.  After all opportunities to resolve the matter through the 

school and system internal complaints process are 

exhausted; complainants may seek to have their 

complaint investigated by ASQA.  
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ARE THERE SPECIAL FEES OR COSTS THAT APPLY TO VET 

COURSES? 

For some courses, fees are charged to cover additional 

course costs such as uniforms, safety clothing, tool kits 

and consumable materials used in your training.  

 

If costs are a barrier to you completing a VET course, 

please speak to your school VET Coordinator about fee 

exemptions that are available. 

 

MORE INFORMATION ABOUT VET COURSES 

 

FOR MORE INFORMATION: 

Contact the trainer of the course or the VET Coordinator 

at your school. 

All course resources are available via Canvas, 

documentation can also be found in the aXcelerate or via 

the SFX Website. 

Syllabus documents are available from the Board of Senior 

Secondary Studies  

http://www.bsss.act.edu.au/curriculum/courses 

 

http://www.bsss.act.edu.au/curriculum/courses

