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Welcome to Edmund Barton College   
Congratulations on choosing Edmund Barton College of Business Education for your 

vocational training journey. As a nationally recognised Registered Training Organisation 

(RTO 90768), we are committed to delivering high -quality, flexible online education th at 

prepares you for success in the business world.  

About This Handbook  

This Student Handbook is your comprehensive guide to studying with Edmund Barton 

College. It contains important information about:  

• Your rights and responsibilities as a student  

• Course requirements and assessment processes  

• Support services available to help you succeed  

• Policies and procedures that govern your studies  

• How to access assistance when needed  

Please read this handbook carefully and keep it for reference throughout your 

studies.  The information contained here will help you understand what to expect from 

your course and what is expected of you as a student.  

Our Commitment to You  

At Edmund Barton College, we believe in empowering individuals through education. Our 

experienced trainers and support staff are dedicated to helping you achieve your learning 

goals through:  

• Flexible Online Learning  -  Study at your own pace, anywhere, anytime  

• Industry -Relevant Training  -  Current qualifications designed for today's workplace  

• Personal Support  -  One -on -one guidance from qualified trainers and support staff  

• Quality Assurance  -  Compliance with national training standards and continuous 

improvement  

Your Success is Our Priority  

Whether you're starting your career, changing direction, or advancing in your current role, 

we're here to support your educational journey. Our flexible online delivery allows you to 

balance study with work and personal commitments while gaining valuable q ualifications 

recognised by employers across Australia.  

 

This handbook is current as of November 2026 and is subject to review and updates. The 

most current version is always available on our website.  

 

  



RTO Registration and Compliance 

Information   

Registered Training Organisation Details  

• RTO Registration Number:  90768  

• Legal Entity:  Maddisson Employment Pty Ltd  

• Trading Name:  Edmund Barton College of Business Education  

• Business Address:  56 Berry Street, North Sydney NSW 2060  

• Website:  www.edmundbartoncollege.edu.au  

Regulatory Authority  

Edmund Barton College of Business Education is regulated by the Australian Skills Quality 

Authority (ASQA), the national regulator for vocational education and training in Australia. 

Our registration ensures we meet the Outcome Standards for Registered Training 

Organisations (RTOs) 2025 . 

Quality Commitment  

We are committed to delivering quality vocational education and training that meets 

industry standards and regulatory requirements. Our training and assessment practices 

comply with the requirements of endorsed Training Packages and relevant regulatory 

sta ndards under the VET Quality Framework.  

Compliance Framework  

As an RTO, we adhere to legislation designed to uphold the integrity of nationally 

recognised qualifications, including:  

• The Outcome Standards for Registered Training Organisations (RTOs) 2025  

• Compliance Requirements and Credential Policy documents  

• National Vocational Education and Training Regulator Act 2011  

• Further Education and Training Act 2014  

Registration Verification  

You can verify our registration status and scope at any time by visiting the National VET 

Register at www.training.gov.au  and searching for RTO 90768.  

Full Scope of Registration  

For our complete registered scope including all qualifications, skill sets and units of 

competency, visit: https://training.gov.au/organisation/details/90768/scope_overview  

Governance and Continuous Improvement (Self -

Assurance)  

Edmund Barton College is committed to a robust self -assurance framework to drive 

continuous improvement in training and assessment. Our self -assurance process includes:  

http://www.edmundbartoncollege.edu.au/
http://www.training.gov.au/
https://training.gov.au/organisation/details/90768/scope_overview


• Regular collection and analysis of stakeholder feedback, including students, 

trainers, employers, and industry representatives.  

• Systematic internal audits of compliance with ASQA Standards and effectiveness 

of training delivery and assessment.  

• Ongoing review and validation of training products and assessment tools to ensure 

industry relevance and currency.  

• Strategic oversight by senior management to monitor outcomes and implement 

improvements.  

• Documentation of improvement actions and follow -up reviews to close quality 

gaps.  

This cycle ensures our training remains current, compliant, and aligned with the evolving 

needs of learners and employers.  

 

Trainer Credentialing and Professional Development  

All trainers and assessors engaged by Edmund Barton College meet or exceed the 

credential requirements set by ASQA’s 2025 Credential Policy, including:  

• Holding relevant vocational competencies at least to the level being delivered.  

• Possessing current industry skills and knowledge to ensure authentic and up -to -

date training delivery.  

• Maintaining recogni sed assessor qualifications.  

• Participating in an ongoing professional development program tailored to current 

vocational education and training standards, industry trends, and educational 

practices.  

• Demonstrating continuous engagement with industry through work or 

professional networks.  

This ensures our staff are highly qualified and equipped to deliver quality training and 

assessment.  

Third -Party Arrangements  

Where Edmund Barton College engages third -party organisations to deliver training or 

assessment on its behalf, we ensure:  

• Formal written agreements outlining roles, responsibilities, and compliance 

obligations.  

• Third parties are monitored through regular performance evaluations and audits.  

• Training and assessment delivered by third parties meet the same standards and 

are within the RTO’s scope of registration.  

• Students are informed of any third -party arrangements affecting their training.  

• Compliance with all regulatory requirements for third -party arrangements under 

ASQA 2025.  

This approach maintains the quality and integrity of our nationally recognised 

qualifications.  

 



Unique Student Identifier  

What is a USI?  

A Unique Student Identifier (USI) is a reference number made up of letters and numbers 

that creates an online record of all your Australian vocational education and training 

qualifications. It stays with you for life.  

USI Requirement - MANDATORY  

Under Australian Government legislation, all students undertaking nationally recognised 

vocational education and training must have a USI before they can:  

• Enrol in a course  

• Receive a qualification or statement of attainment  

• Access their online transcript  

You must provide your USI before enrolment with Edmund Barton College.  

How to Get Your USI  

1. Visit the official USI website:  www.usi.gov.au  

2. Select "Create a USI"  

3. Have one of these documents ready for verification:  

• Driver's licence  

• Australian passport  

• Birth certificate (Australian)  

• Certificate of registration by descent  

• Citizenship certificate  

• ImmiCard  

4.  Complete the online form  

5. Verify your identity  

6. Your USI will be created immediately  

Important Notes  

• Creating a USI is  free  

• Only use the official government website ( www.usi.gov.au ) 

• Keep your USI safe - you'll need it for all future training  

• If you forget your USI, you can find it on the USI website using your personal details  

Need Help?  

If you experience difficulties creating your USI, contact the USI Registry Help Desk:  

• Phone:  1800 020 108  

• Email:  usi@industry.gov.au  

Without a valid USI, we cannot:  

• Complete your enrolment  

• Issue your qualification or statement of attainment  

http://www.usi.gov.au/
http://www.usi.gov.au/
mailto:usi@industry.gov.au


• Provide access to your online training record  

 

  



Course Entry Requirements   

General Entry Requirements  

To enrol in Edmund Barton College programmes, all students must meet the following 

requirements:  

1. Unique Student Identifier (USI)  

• Australian residents:  Must provide a valid USI before enrolment (create 

at  www.usi.gov.au ) 

• Overseas students:  USI not required  

2. Language, Literacy, Numeracy & Digital (LLN) Assessment  

All students must complete a short online assessment to:  

• Confirm course suitability for your current skill level  

• Customise the best learning method for your needs  

• Identify any additional support requirements  

3. Age Requirements  

• Minimum age:  16 years  

• Under 18 years:  Parental or guardian consent required  

4. Identity Verification  

• Australian students:  Government -issued photo ID required (driver's licence, 

passport, Medicare card)  

• Overseas students:  Officially issued photo ID (passport, national ID card)  

• Contact us if you have difficulty providing acceptable ID  

5. Technology Requirements  

• Access to a computer, tablet, or smartphone  

• Stable internet connection for online learning  

• Basic digital literacy skills (or willingness to learn)  

Qualification -Specific Requirements  

Certificate IV Programmes  

• No prior qualifications required  

• Some workplace experience beneficial but not essential  

• Leadership units may benefit from supervisory or team experience  

Diploma Programmes  

• No prior qualifications required  

• Workplace experience in business/management roles beneficial  

• Strong motivation and commitment to higher -level studies  

http://www.usi.gov.au/


Additional Information  

No Prerequisites Required:  

• No specific licensing requirements  

• No mandatory prior qualifications  

• No minimum work experience  

Personal Attributes:  

• Resilience and commitment to completing your studies  

• Self -motivation for online learning  

• Willingness to participate in learning activities and assessments  

Special Circumstances  

Students with Disabilities  

• We welcome students with disabilities  

• Contact us to discuss reasonable adjustments  

• Additional support services can be arranged  

English Language Support  

• LLN assessment will identify language support needs  

• Additional resources available for students requiring assistance  

Recognition of Prior Learning (RPL)  

If you have relevant experience or qualifications, you may be eligible for RPL, which can 

reduce your study time and course fees. Contact us before enrolling to discuss your 

options.  

 

Our Qualifications and Course Information   

Currently Available Programmes  

Certificate IV Programmes  

• Certificate IV in Business (BSB40120)  -  8 months expected, 12 months maximum  

• Certificate IV in Leadership and Management (BSB40520)  -  8 months expected, 

12 months maximum  

• Certificate IV in Human R es ource Management  (BSB40 320)  -  8 months 

expected, 12 months maximum  

 

Diploma Programmes  

• Diploma of Business (BSB50120)  -  12 months expected, 24 months maximum  



• Diploma of Leadership and Management (BSB50420)  -  12 months expected, 24 

months maximum  

• Diploma of Huma n R esource Management  (BSB50 320)  -  12 months expected, 24 

months maximum  

 

Dual Qualifications  

• Dual Certificate IV  (Business + Leadership & Management) - Optimised 13 -unit 

pathway  

• Dual Diploma  (Business + Leadership & Management) - Optimised 12 -unit 

pathway  

Individual Units of Competency  

All units within the above qualifications are also available as individual units of 

competency for professional development or to meet specific workplace requirements.  

• 12 week s expected, 6  months maximum  

 

Course Delivery  

Online Learning Platform  

• Accessible 24/7 from any device with internet connection  

• Interactive learning materials and resources  

• Progress tracking and assessment submission  

• Direct communication with trainers and support staff  

Assessment Methods  

• Multiple choice quizzes  

• Short answer assessments  

• Unit projects and case studies  

• Scenario -based practical applications  

• No mandatory workplace assessments  

Assessment Validation and Review  

To comply with the Outcome Standards for RTOs 2025, Edmund Barton College 

implements rigorous assessment validation processes to ensure that all assessments are 

valid, reliable, fair, and flexible. This includes:  

• Regular validation meetings with trainer -assessors and industry experts to review 

assessment tools and outcomes.  

• Collection of evidence confirming assessment judgment consistency across 

assessors and over time.  

• Incorporation of feedback from students and employers to enhance assessment 

relevance.  

• Training and resources for assessors on validation principles and practices.  



• Use of multiple assessment methods and contextually relevant activities to 

support diverse learners.  

These measures uphold the integrity of our qualifications and support student success.  

 

Support and Guidance  

• Qualified trainer/assessor allocated to each student  

• Regular progress check -ins  

• Flexible deadlines and study pace options  

• Technical support for online platform  

Pathways and Recognition  

Vertical Pathways  

• Certificate IV → Diploma level progression  

• Credit transfer opportunities between related qualifications  

Industry Recognition  

All qualifications are nationally recognised and align with current industry standards and 

employer requirements.  

 

  



Fees and Payment Information   

Qualification Fees (GST Free)  

Certificate IV Programmes  

• Certificate IV in Business (BSB40120):  $3,435  

• Certificate IV in Leadership and Management (BSB40520):  $3,435  

• Dual Certificate IV:  Special pricing available  

Diploma Programmes  

• Diploma of Business (BSB50120):  $3,910  

• Diploma of Leadership and Management (BSB50420):  $3,910  

• Dual Diploma:  $3,910  (both qualifications for the price of one)  

Individual Unit Fees (GST Free)  

• Certificate I II  level units:  $4 75  per unit  

• Certificate IV level units:  $499 per unit  

• Diploma level units:  $575 per unit  

What Your Fees Include  

• All learning resources and materials  

• Online learning platform access  

• Trainer and assessor support  

• Assessment and feedback  

• Issuance of your qualification or statement of attainment  

• Student support services  

Payment Plan Options  

Certificate IV Programmes  

• Enrolment: $1,475  

• 3 months: $1,475  

• 6 months: $485  

• Total: $3,435  

Diploma Programmes  

• Enrolment: $1,475  

• 3 months: $1,475  

• 6 months: $960  

• Total: $3,910  

Payment Methods  

• Credit card  

• AfterPay  

• Zip Pay  



• Bank transfer/direct deposit  

Important Payment Conditions  

• All fees must be paid in full before your qualification can be issued  

• If you complete your course before your payment plan is finished, full payment is 

required before we can issue your qualification  

• Individual unit fees are payable in full upon enrolment in that unit  

Additional Fees  

• Certificate Reissue:  $60.50 (inc GST) for each additional copy requested  

Government Funding  

Edmund Barton College courses are fee -for -service and do not currently offer VET Student 

Loans. However, we occasionally provide fund ed  programmes to eligible students.  

Current Funding Status:  

• No VET Student Loans available  

• Funding programmes may be offered periodically  

• Contact us to enquire about any current funding opportunities or payment 

assistance options  

For the most up -to -date information about available funding or financial assistance, 

please contact our student support team.  

 

 

 

  



Recognition of Prior Learning and Credit 

Transfer  

What is Recognition of Prior Learning (RPL)?  

RPL is the acknowledgment of skills and knowledge you have gained through previous 

training, work experience, or life experience. It may be used to grant credit toward units of 

competency in your chosen course, potentially reducing your study time and cour se 

duration.  

When to Consider RPL  

RPL may be suitable if you have:  

• Relevant work experience in the field  

• Informal training or professional development  

• Volunteer experience that has developed relevant skills  

• Life experiences that demonstrate competency  

RPL Evidence Requirements  

To demonstrate competency, you may need to provide:  

Documented Evidence:  

• Work samples and projects  

• Job descriptions and duty statements  

• Performance appraisals and references  

• Certificates from informal training  

• Professional portfolios  

• Industry licences or registrations  

Assessment Methods:  

• Professional conversations with assessors  

• Knowledge -based questioning  

• Problem -solving scenarios  

• Review of workplace evidence  

RPL Assessment Process  

1. Initial Consultation  -  Discuss your experience with our team  

2. Evidence Gathering  -  Collect and submit required documentation  

3. Assessment Planning  -  Assessor reviews evidence and plans assessment 

approach  

4.  Assessment Conducted  -  May include interviews or additional evidence requests  

5. Decision Notification  -  Written outcome provided within 2 -4 weeks per unit  

6. Training Plan Update  -  Successful RPL recorded and training plan adjusted  



RPL Fees  

RPL assessment fees vary depending on the scope and complexity of the assessment 

required.  

• Free initial consultation  to discuss your experience and assessment requirements  

• Customised quote  provided after consultation based on assessment requirements  

• Payment required  before assessment commences  

• No hidden costs  -  all assessment requirements outlined in your quote  

Credit Transfer  

What is Credit Transfer?  

Credit transfer recognises qualifications and units of competency you have already 

completed through other Australian Qualifications Framework (AQF) registered providers. 

This can reduce duplication and allow you to focus on new learning.  

 

Eligibility  

Credit transfer is available for:  

• Nationally recognised qualifications from AQF registered providers  

• Individual units of competency from registered RTOs  

• Equivalent units of competency that match your chosen course requirements  

Credit Transfer Process  

1. Documentation Submission  -  Provide certified copies of qualifications and 

transcripts  

2. Verification Process  -  All certification documents verified as genuine  

3. Credit Assessment  -  Only whole units of competency eligible for credit transfer  

4.  Written Notification  -  Formal outcome advice provided in writing  

Important Information  

• No fees  charged for credit transfer assessment  

• Currency:  Qualifications/units should be recent and reflect current industry 

standards  

• Equivalency:  Units must directly match or be deemed equivalent to course 

requirements  

• Partial Credit:  Not available through credit transfer - consider RPL for partial 

recognition  

 

  



Academic Integrity and Plagiarism  

What is Academic Integrity?  

Academic integrity means being honest, fair, and ethical in your learning, assessment, and 

academic work. It includes acknowledging the work and ideas of others, submitting only 

your own work for assessment, and following all assessment guidelines.  

Our Expectations  

Edmund Barton College expects all students to:  

• Submit only their own original work for assessment  

• Properly acknowledge and reference all sources used  

• Complete assessments independently unless group work is specifically required  

• Not share assessment answers with other students  

• Be honest in all academic and administrative matters  

• Respect intellectual property rights  

What is Plagiarism?  

Plagiarism is using someone else's work, words, ideas, or intellectual property without 

proper acknowledgment. This includes:  

• Direct copying:  Using text, images, or ideas from any source without quotation 

marks or acknowledgment  

• Paraphrasing:  Rewriting someone else's ideas in your own words without 

acknowledgment  

• Self -plagiarism:  Submitting your own previous work without permission  

• Collusion:  Working with others on individual assessments or sharing answers  

• Contract cheating:  Having someone else complete your assessment work  

• AI -generated content:  Using artificial intelligence tools without disclosure (refer to 

our AI Use Policy)  

Consequences of Academic Misconduct  

Penalties for academic misconduct depend on the severity and may include:  

First Minor Offence:  

• Warning and counselling  

• Resubmission of assessment with reduced marks  

• Additional training on academic integrity  

Serious or Repeated Offences:  

• Failure of the specific assessment task  

• Failure of the entire unit of competency  

• Suspension from studies  

• Cancellation of enrolment  



Investigation Process  

When academic misconduct is suspected:  

1. Initial Review  -  Trainer/assessor identifies potential misconduct  

2. Student Notification  -  Student informed in writing of the allegation  

3. Student Response  -  Student has opportunity to respond (5 business days)  

4.  Investigation  -  Academic Manager reviews all evidence and responses  

5. Decision  -  Written decision provided within 10 business days  

6. Appeal Rights  -  Student may appeal decision (refer to Complaints and Appeals 

Policy)  

Support and Guidance  

We provide support to help you maintain academic integrity:  

• Academic integrity resources and training materials  

• Referencing guides and examples  

• One -on -one guidance from trainers/assessors  

• Study skills support  

 

  



AI Use Policy   

Using Artificial Intelligence (AI) Tools  

Edmund Barton College recognises that AI tools are part of modern learning 

environments. You may use AI tools ethically and responsibly as learning aids, but you 

must maintain academic integrity at all times.  

Permitted AI Use  

You may use AI tools for:  

• Research and background information gathering  

• Grammar and spell -checking (e.g., Grammarly)  

• Brainstorming ideas and outlining concepts  

• Explaining complex topics for better understanding  

• Creating study materials and flashcards  

Prohibited AI Use  

You must NOT  use AI tools to:  

• Generate content that you submit as your own work  

• Complete entire assessment tasks  

• Replace your own critical thinking and analysis  

• Avoid demonstrating your personal competency  

Mandatory Disclosure Requirements  

• All AI assistance must be disclosed  when it contributes to your submitted work  

• AI use must be  referenced and documented  

• You must provide  evidence of your understanding and verification  of AI -generated 

information  

• Include a specific statement explaining how AI tools were used  

Example disclosure:  "AI tools were used for brainstorming and grammar checking. All AI -

generated information has been verified and cross -referenced. All content, analysis, and 

conclusions are my own."  

Academic Misconduct  

Important:  Using AI tools to generate final assessment responses without declaration is 

considered academic misconduct  and will be treated as plagiarism.  

Academic Integrity  

Remember:  AI is a tool to support your learning, not replace it. Your assessments must 

demonstrate your own knowledge, skills, and competency.  

Think of AI like a calculator - it can assist, but it cannot pass the course for you.  

Consequences of Misuse  

Inappropriate AI use or failure to disclose AI assistance may result in:  



• Assessment failure  

• Academic misconduct proceedings  

• Course suspension or cancellation  

 

  



Student Support Services   
Edmund Barton College is committed to supporting your success throughout your 

studies. We provide comprehensive support services to help you achieve your learning 

goals.  

Academic and Learning Support  

Mentor Support  

• One -on -one guidance from qualified assessors and trainers  

• Regular check -ins on your progress  

• Personalised feedback on assessments  

• Support with course content and learning challenges  

Flexible Learning Options  

• Extension requests for assessment deadlines when circumstances require  

• Study breaks and pace adjustments for personal or professional commitments  

• Customised learning schedules to suit your individual needs  

• Support for students returning to study after breaks  

Study Skills Assistance  

• Guidance on effective study techniques and time management  

• Assessment planning and organisational support  

• Learning strategies tailored to online study environments  

Technical Support  

• Assistance with online learning platform navigation  

• Help with digital tools and resources  

• Technical troubleshooting for system issues  

• Digital literacy support when needed  

Student Welfare and Guidance  

Career Guidance  

• Basic advice on industry pathways and career development  

• Information about further study options and qualifications  

• Assistance with understanding how your qualification applies to workplace roles  

Referral Services  

We can connect you with external specialists and services when needed:  

• Disability support services  

• Financial counselling and assistance programmes  

• Mental health and counselling services  

• English language support programmes  

• Welfare and community support services  



Language and Literacy Support  

• Assessment of English language skills  

• Referrals to appropriate language training programmes  

• Additional learning resources for students requiring literacy or numeracy support  

How to Access Support  

When to Contact Us  

• You're experiencing difficulty understanding course content  

• Personal circumstances are affecting your studies  

• You need technical assistance with the learning platform  

• You're considering changing your study pace or taking a break  

• You need referral to external support services  

• You have concerns about your progress or assessments  

Response Times  

• Email enquiries: Within 2 business days  

• Phone calls: During business hours  

• Urgent matters: Same day response where possible  

Confidentiality  

All student support interactions are treated with strict confidentiality and handled in 

accordance with our Privacy Policy.  

  



Workplace Health and Safety   

Our Commitment  

Edmund Barton College is committed to providing a safe and healthy learning 

environment for all students, staff, and visitors. While our training is delivered online, we 

recognise our duty of care to promote safe learning practices.  

Online Learning Safety  

Healthy Study Environment  

We recommend you:  

• Set up a comfortable, well -lit study space  

• Use ergonomic seating and desk setup  

• Take regular breaks from screen time (follow the 20 -20 -20 rule: every 20 minutes, 

look at something 20 feet away for 20 seconds)  

• Maintain good posture while studying  

• Ensure adequate ventilation in your study area  

Digital Wellbeing  

• Set boundaries between study time and personal time  

• Take regular breaks to prevent mental fatigue  

• Seek support if you're feeling overwhelmed with your studies  

• Use blue light filters on devices for evening study  

Student Welfare and Safety  

Emergency Contacts  

• Emergency Services:  000  

• Lifeline (24/7 crisis support):  13 11 14 

• Beyond Blue:  1300 22 4636  

When to Contact Us  

Contact us immediately if you experience:  

• Technical issues that prevent safe use of our learning platform  

• Harassment or inappropriate behaviour from other students during online sessions  

• Personal distress that affects your ability to study safely  

• Any safety concerns related to your studies  

Workplace Assessment Safety  

If you complete assessments at work:  

• Ensure you comply with your workplace's WHS policies  

• Only complete assessments in safe work environments  

• Report any workplace incidents to your employer according to their procedures  



Mental Health and Wellbeing  

Study -Related Stress  

Online learning can sometimes feel isolating. Signs you may need support:  

• Persistent difficulty concentrating  

• Feeling overwhelmed by coursework  

• Sleep or appetite changes related to study stress  

• Avoiding study tasks or assessments  

Support Available  

• Contact our student support team for academic assistance  

• We can provide referrals to professional counselling services  

• Flexible study arrangements may be available in appropriate circumstances  

Your Responsibilities  

As a student, you are responsible for:  

• Creating a safe study environment  

• Following our online learning guidelines  

• Reporting safety concerns promptly  

• Seeking help when needed  

• Complying with workplace WHS requirements when completing work -based 

assessments  

Our Responsibilities  

Edmund Barton College commits to:  

• Maintaining secure and safe online learning platforms  

• Responding promptly to safety concerns  

• Providing appropriate support and referrals  

• Ensuring staff are trained in student welfare awareness  

• Regular review of our WHS procedures  

 

  



Student Records, Privacy and Access to 

Information   

Our Privacy Commitment  

Edmund Barton College complies with the Privacy Act 1988 (Commonwealth) and the 

Privacy Amendment (Enhancing Privacy Protection) Act 2012. We are committed to 

protecting your personal information and handling it responsibly.  

What Records Do We Keep?  

We collect and maintain student records including:  

• Personal Information:  Contact details, emergency contacts, date of birth, 

educational history, employment details  

• Academic Records:  Enrolment details, assessment results, qualification outcomes, 

attendance records, correspondence  

• Sensitive Information:  Disability status, language background, indigenous status, 

country of birth (collected for government reporting requirements)  

Why Do We Collect This Information?  

Your information is collected for:  

• Delivering your training and assessment services  

• Meeting government reporting requirements (ASQA, NCVER)  

• Providing student support services  

• Issuing qualifications and statements of attainment  

• Statistical and research purposes  

How Do We Protect Your Information?  

• Secure digital storage systems with backup protection  

• Access restricted to authorised staff only  

• All staff bound by confidentiality requirements  

• Regular security reviews and updates  

Information Sharing  

We may share your information with:  

Government Agencies:  

• Australian Skills Quality Authority (ASQA)  

• National Centre for Vocational Education Research (NCVER)  

• Department of Education and other relevant agencies  

We will NOT share your personal information without your 

permission unless:  

• Required by law  



• You would reasonably expect the disclosure  

• Necessary to prevent serious threat to health or safety  

Your Rights and Access to Records  

Accessing Your Information  

You have the right to:  

• View your student records  

• Request copies of your academic transcript  

• Update your personal details  

• Request corrections to inaccurate information  

How to Access Your Records  

1. Submit a written request  

2. Include your full name, student ID, and specific records requested  

3. Identity verification may be required  

4.  Response time: Within 5 business days  

5. Cost: No charge for standard record access  

Record Retention  

• Student records:  Retained for 30 years from course completion (ASQA 

requirement)  

• Assessment materials:  Retained for 6 months after qualification issuance  

• Financial records:  Retained for 7 years  

• Records are securely destroyed  when retention period expires  

Privacy Complaints  

If you believe we have handled your personal information inappropriately:  

1. Contact us first  

2. Response time: Acknowledgment within 5 business days, resolution within 30 days  

3. External review: If unsatisfied, contact the Office of the Australian Information 

Commissioner ( www.oaic.gov.au ) 

Your Responsibilities  

• Provide accurate and complete information during enrolment  

• Notify us promptly of any changes to your details  

• Maintain confidentiality of your student login credentials  

• Inform us of any privacy concerns immediately  

 

Marketing and Advertising Compliance  

Edmund Barton College adheres strictly to the marketing and advertising requirements 

outlined in the ASQA 2025 Standards. Our marketing materials:  

• Accurately represent our registered scope of registration and qualifications offered.  

http://www.oaic.gov.au/


• Clearly state course entry requirements, fees, refunds, and support services to 

avoid misleading information.  

• Do not guarantee outcomes beyond what is realistically achievable through the 

training.  

• Comply with Australian Consumer Law and the National Vocational Education and 

Training Regulator Act 2011.  

• Are regularly reviewed for accuracy and currency before publication.  

Students can trust the information provided to make informed decisions about their 

studies.  

 

 

  



Complaints and Appeals Process   

Our Commitment  

Edmund Barton College is committed to fair, accessible, and timely resolution of all 

student complaints and appeals. We welcome feedback as it helps us improve our 

services.  

What's the Difference?  

• Complaint:  Dissatisfaction with our services, facilities, staff conduct, or 

administrative processes  

• Appeal:  Formal challenge to an assessment decision, academic progress decision, 

or disciplinary action  

Your Rights  

• Fair hearing:  Impartial consideration of your concerns  

• No victimisation:  No negative consequences for making a genuine complaint  

• Support person:  Bring a support person to meetings  

• Documentation:  Receive written outcomes and reasons  

• External review:  Access to independent review processes  

Informal Resolution Process  

Step 1: Direct Resolution  Try to resolve the matter directly:  

• Speak with your trainer/assessor about academic concerns  

• Contact student support for administrative issues  

• Many issues can be resolved quickly through direct communication  

Formal Complaints Process  

Step 1: Submit Formal Complaint  

How to lodge:  

• Email or online form  

• Include: Full name, student ID, detailed description, outcome sought  

Step 2: Acknowledgment  

• Timeframe:  Within 2 business days  

• What you'll receive:  Written acknowledgment with reference number  

Step 3: Investigation  

• Conducted by:  Student Support Team or independent staff member  

• Your involvement:  You may be contacted for additional information  

Step 4: Decision and Response  

• Timeframe:  Within 20 business days  

• What you'll receive:  Written response including findings, decision, and reasons  



Appeals Process  

Academic appeals relate specifically to:  

• Assessment results or decisions  

• Recognition of Prior Learning (RPL) outcomes  

• Credit transfer decisions  

• Course progress determinations  

Step 1: Request Internal Review  

• Timeframe:  Within 20 business days of receiving the original decision  

• Reviewer:  Independent academic staff member  

Step 2: Final Internal Appeal  

• Appeal to:  CEO/Principal  

• Timeframe:  Within 10 business days of internal review decision  

External Review Options  

Australian Skills Quality Authority (ASQA)  

• When:  For RTO compliance or regulatory matters  

• Website:  www.asqa.gov.au  

• Cost:  Free  

NSW Fair Trading  

• When:  For consumer protection matters  

• Phone:  13 32 20  

Commonwealth Ombudsman  

• When:  For VET Student Loans matters (if applicable)  

• Phone:  1300 362 072  

Timeframes Summary  

Process  Acknowledgment  Decision  

Informal Resolution  1 business day  1-5 days  

Formal Complaint  2 business days  20 business days  

Internal Appeal  2 business days  20 business days  

Final Internal Appeal  2 business days  20 business days  

 

  

http://www.asqa.gov.au/


Refund Policy   

Consumer Rights  

Cooling -Off Period:  Under Australian Consumer Law, you have a 10 business day cooling -

off period from enrolment during which you may withdraw and receive a refund minus 

reasonable administrative costs, provided you have not commenced studying  (accessed 

course materials or learning platform).  

Once you have started studying, standard refund conditions apply as outlined below.  

Refund Scenarios  

1. Course Cancellation by Edmund Barton College  

If we cannot deliver your course and you have not commenced study:  

• 100% full refund  of all fees paid  

• Timeframe:  Within 21 business days  

2. Student Withdrawal Before Commencing Study  

If you withdraw before accessing any course materials:  

• Refund:  Full payment minus 1 5% administrative fee  

• Timeframe:  Within 21 business days of written notice  

3. Student Withdrawal After Commencing Study  

Individual Units:  

• No refund available  once you have started studying (logged into the unit)  

Full Qualifications:  

• Units commenced:  No refund for units you have started studying  

• Units not commenced:  Full refund minus 10% administrative fee for units not yet 

accessed  

• Payment plans:  Refunds calculated on payments made to date for non -

commenced units  

How to Request a Refund  

1. Written Notice Required  

Submit refund requests including:  

• Full name and student ID  

• Course/unit details  

• Reason for withdrawal  

• Preferred refund method  

2. Processing Timeframe  

• Acknowledgment:  Within 2 business days  



• Assessment:  Within 15 business days  

• Payment:  Within 21 business days of approval  

3. Refund Method  

Refunds processed to original payment method where possible:  

• Credit card refunds: 5 -10 business days  

• Bank transfers: 2 -5 business days  

• AfterPay/Zip: According to their refund policies  

Special Circumstances  

Compassionate Grounds  

We may consider full or partial refunds outside standard policy for:  

• Serious illness or injury (medical certificate required)  

• Death in immediate family  

• Sudden unemployment or financial hardship  

• Other exceptional circumstances beyond your control  

Non -Refundable Items  

• Qualification reissue fees ($60.50 inc GST)  

• Assessment fees for completed assessments  

• Administrative processing fees  

• RPL  

  



At  Edmund Barton  College of Business  Education, we  are committed  to providing  quality 

education  that empowers  our students  to achieve their  career and learning  goals. This 

Student  Handbook has  been developed  to help you understand  your 

rights,  responsibili ties, and the support  available throughout  your learning  journey.  

We  take our obligations  under the Standards  for Registered  Training Organisations  (RTOs) 

2025 seriously  and continually  strive to improve  our services, training, and  assessment 

practices  in line with  national requirements  and industry  expectations.  

If you have  any questions, require assistance, or need further  information,  please do 

not  hesitate to contact  our student support  team. Your success  and satisfaction  are at the 

heart  of everything  we do, and we  look forward  to supporting  you as a valued  me mber of 

our  learning community.  

Thank you for  choosing Edmund  Barton College. Together, we  will work towards  your 

future.  

 


