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VISION STATEMENT
Changing lives through education

STAFF
Staff members at PRACE are all qualified and experienced.

Remember that staff members are there to assist and support you in your course.
Most staff members are employed on a part-time basis and are not always in
attendance, so please leave a message with the PRACE office on 9462 6077 or email
office@prace.vic.edu.au and it will be passed on.

VICTORIAN TRAINING GUARANTEE
Now is the ideal time to make a start on gaining new skills, or upgrading your existing
skills, to help you get the job you want. The Victorian Training Guarantee is making
vocational education and training more accessible to people, who do not hold a postschool qualification, or who want to gain a higher level qualification than that which
they already hold. In 2017, this program was renamed Skills First.
It is important to remember that when you complete an accredited qualification with
PRACE (that is not a Foundation level course such as English as an Additional Language
or VCAL) you may not be able to access a government subsidised place at that level
again. Also, each person is only eligible to enrol through Skills First in a maximum of two
courses per year.
To determine whether you are eligible for a government subsidised place under the
Skills First program please see the table on the next page.

prace.vic.edu.au [3]

As a Learn Local Community Education Provider PRACE may be able to offer students
enrolling in Certificate III in Education Support CHC30213 an eligibility exemption.
Please speak to the course Co-ordinator for more information.
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UNIQUE STUDENT IDENTIFIER (USI)
If you're studying nationally recognised training in Australia from 1 January 2015, you
will be required to have a Unique Student Identifier (USI).
Your USI links to an online account that contains all your training records and
results (transcript) that you have completed from 1 January 2015 onwards. Your results
from 2015 will be available in your USI account in 2016.
PRACE will be able to create a USI provided you give PRACE permission to create a USI
on your behalf and provide PRACE with one valid form of ID from the list below:


Driver’s Licence



Australian Passport



Medicare Card



Certificate Of Registration By Descent



Birth Certificate (Australian) *please note a Birth
Certificate extract is not sufficient



Visa (with Non-Australian Passport) for international students



Citizenship Certificate



ImmiCard

PRACE complies with the Student Identifiers Act 2014, Standards for NVR Registered
Training Organisations (RTO) 2014, and Student Identifiers Regulation 2014.

FEES & CHARGES
TUITION FEES vary and are determined by the course start date and whether you are
eligible for a government funded place. (See the Eligibility Flowchart on page 4. Please
refer to individual course information for fees.
Concession Fee: Cost of a course for a student who is eligible for a Skills First subsidised place who
holds a:
a. Health Care Card issued by the Commonwealth;
b. Pensioner Concession Card; or
c. Veteran’s Gold Card; or
d. an alternative card or concession eligibility criterion approved by the Minister for the purposes
of these Guidelines; or
e. you self-identify as being of Aboriginal or Torres Strait Islander descent
Full Fee: Cost of a course for a student who is eligible for a Skills First subsidised place but does not
have a current Australian Concession Card.
Fee For Service: Cost of a course for a student who is not eligible for a Skills First subsidised place or
where the course has no Skills First subsidised places.

RECOGNITION OF PRIOR LEARNING (RPL) FEES vary from course to course, please see
the RPL section on page 7 of this booklet for more information.
SERVICE & AMENTIES FEES
All students are required to pay a Student Services and Amenities Fee as follows:
Concession: $10; Full Fee: $25
FEES FOR STATEMENTS OF ATTAINMENT AND CERTIFICATES:
No fee will be charged for the initial issuing of a Statement of Attainment or Certificate.
Reissuing of a Statement of Attainment or Certificate costs $25 to be paid prior to
reissue.
prace.vic.edu.au [5]

WRITTEN ACCEPTANCE OF FEES
When you sign the PRACE enrolment form you are agreeing to the tuition, materials,
service and amenities fees for your course. PRACE staff must ensure that all fees and
charges that may be applied to your course of study are listed on the enrolment form
prior to you signing.
PAYMENT TERMS
Payment is due at the time of enrolment. In some cases a deposit is taken with full
payment being made prior to course commencement or as otherwise negotiated with
the course coordinator.
PAYMENT METHODS
PRACE accepts cash, cheque, EFTPOS and direct deposit.

OVERDUE FEES
Any student who has an outstanding PRACE debt will not be eligible to:

enrol or re-enrol;

receive a statement of results or academic transcript;

graduate or receive an award from PRACE

REFUNDS
If PRACE cancels a course all fees paid will be refunded in full.

Tuition and Service & Amenities fees
If you are unable to commence your course, to be eligible for a refund of any fees you
have paid, you need to formally withdraw in person or in writing at least 2 business
days prior to the course commencement date.
In this case, tuition and amenities fees and charges paid will be refunded minus an
administration fee as outlined in the table below:
Administration Fees
Fee for
Service

Full Fee

Concession

Full nationally recognised qualifications

$150

$100

$50

Single units and non-accredited courses

$25

$25

$15

This means NO refunds will be given after course commencement.
If a learner chooses to become part-time and therefore withdraws from only part of an
enrolment, PRACE will refund only the portion of the tuition fee and materials fee
applicable to that part of the course.

Course Materials Fees
If the materials are returned to PRACE and the Course Coordinator deems that the
materials can be used in a subsequent course, based on currency and quality of the
materials, then a full refund will be given.
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NATIONAL RECOGNITION & RECOGNITION OF PRIOR LEARNING
PRACE recognises relevant learning acquired through:

formally recognised qualifications

other courses provided by professional bodies, voluntary organisations,
enterprises, private educational institutions, trade unions and government
agencies;


work or other forms of practical experience; and / or life experience

This is achieved through the formal processes of Recognition of Prior Learning (RPL) or
National Recognition.
National Recognition: a specific type of credit transfer relating to nationally recognised units of
competency and qualifications issued within the Australian Qualifications Framework (AQF) by another
Registered Training Organisation.
Recognition of Prior Learning (RPL) means an assessment process that assesses the competency/ies
of an individual that may have been acquired through formal, non-formal and informal learning to
determine the extent to which that individual meets the requirements specified in the training package
or VET accredited courses, rather than just from recognised units of competency and qualifications
issued within the Australian Qualifications Framework.

Please speak to your course coordinator if you think you are eligible for recognition of
prior skills and knowledge.
Please note: PRACE is not an approved RPL provider under Higher Education Skills Group
(HESG) funding, therefore fee for service charges apply. The application fee is $350, plus
an hourly rate per unit based on the particular course tuition rate by the nominal hours
allocated for each unit.

PRIVACY OF RECORDS
PRACE handles your personal information in accordance with the Australian Privacy
Principles, the Privacy and Data Protection Act 2014 (Vic) and the Privacy Amendment
(Enhancing Privacy Protection) Act 2012 (Com). For more information please refer to
the PRACE Privacy Statement at the end of this booklet. You can also find out more
information at www.cpdp.vic.gov.au

ACCESS TO STUDENT RECORDS
You have the right to access your personal records. To access your file or student
records you must apply in writing to the Executive Officer of PRACE. Please refer to the
contact information printed on the back of this brochure.
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CHEATING & PLAGIARISM
Plagiarism: Is the presentation of the works of another person / other persons as
though they are one's own by failing to properly acknowledge that person / those
persons, and may be intentional or unintentional.
Cheating: Is an intention to gain an unfair advantage in the assessment of a unit or
course. This may include, but is not limited to, the following:
 presenting work, which is the outcome of directly working with others, as his or
her own (collusion);
 allowing another person to complete an assessment or examination on behalf of a
student;
 accessing/obtaining an advance copy of formal assessments;
 communicating with, or copying from, another person(s) during formal
assessments;
 bringing into, or receiving during, a formal assessment, unauthorised material/
information;
 presenting untrue medical/special consideration forms;
 knowingly helping others to cheat;
 taking actions which intrude on the ability of others to complete their assessable
tasks.
Student Responsibilities
1. Understand and comply with the procedures of PRACE concerning assessment and
cheating, and seek help if unclear about their requirements;
2. Ensure that all sources of information are appropriately acknowledged; and
3. Take all reasonable precautions to ensure work cannot be copied.
If there is evidence of an incident of cheating the PRACE Student Disciplinary Procedure
will be enacted. PRACE complies with the requirements of the Copyright Act 1968;
Copyright Amendment Act 2006.

DISCIPLINARY PROCEDURES
PRACE has a disciplinary procedure which relates to students breaching the student
Code of Conduct.
The Code of Conduct and disciplinary procedure will be explained to you during the
enrolment process.
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ACCESS & EQUITY
It is your teacher’s job to make sure you are given full opportunity to participate, learn
and achieve in the course in which you have enrolled. Your teacher will aim to be
sensitive to your needs throughout the course.
If you have any issues with reading/writing, accessing the course, housing, or illness,
your teacher may be able to adjust the course to your needs and/or help you find other
support services as required. In this way PRACE meets the requirements of the Equal
Opportunity Act 2010 and the Disability Discrimination Act 1992.
See more on student support services below.

STUDENT SUPPORT SERVICES
PRACE aims to support the inclusion and participation of members of the local
community in its education programs regardless of race, culture, disability, religion,
language, age, gender, or social or economic barriers. In this way PRACE also complies
with relevant anti-discrimination legislation and promotes access and equity in all its
services.

Student Support:
PRACE is committed to supporting learners to reach their goals, maximising student
engagement and supporting student well-being.
This is achieved through the provision of support in three key areas:


Learning supports (in the classroom and outside of the classroom). Teachers and
coordinators will be available to students through their course to discuss issues or
support needs as they arise. This includes reasonable adjustments to assessment
and learning materials/activities.



Personal support. PRACE has in place a range of partnerships and established
referral pathways appropriate to supporting the
health and wellbeing needs of its students.



Pathways support. PRACE provides pathways
support to its students through a range of
strategies such as providing pathways
information as part of each course.

Amenities:

Community Library

Communal sitting area with free tea and coffee

Computer & Internet access
From time to time staff will ask for feedback about PRACE student support services either
through a survey or face-to-face discussion.
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QUALITY ACCREDITED COURSES
PRACE is required and is committed to conducting its adult education programs
following the principles and practice of Australian democracy: Elected government, The
rule of law, Equal rights for all before the law, Freedom of religion, Freedom of speech
and association, The values of openness and tolerance.
PRACE is registered to deliver the following accredited courses:
 Victorian Certificate of Applied Learning (VCAL), Intermediate 21353VIC &
Foundation 21352VIC levels


English as an Additional Language Courses:



Course in Initial EAL 22482VIC



Course in EAL 22483VIC



Certificate I in EAL Access 22484VIC



Certificate II in EAL Access 22485VIC



Certificate III in EAL Access 22486VIC



Certificate III in Education Support
CHC30213



Certificate I in Transition Education
22301VIC



Certificate II in Business BSB20115

Students who successfully complete a course offering these accredited certificates will
receive a Statement of Attainment for the whole or parts of the certificate, as achieved.
Students are entitled, at no additional cost, to a formal Statement of Attainment on
withdrawal, cancellation or transfer, prior to completing a qualification, provided the
student has paid in full for the tuition related to the units of competency to be shown
on the Statement of Attainment.
To provide accredited training in Victoria, all training providers must be registered with
the Victorian Registration and Quality Authority (VRQA). The VRQA audits training
providers on a regular basis to ensure they are delivering quality programs and
assessment. Preston Reservoir Adult Community Education’s most recent audit
conduct by the VRQA is available on our website.
PRACE complies with the requirements of the Education and Training Reform
Regulations 2007, Education and Training Reform Act 2006 and the Education and
Training Reform Further Amendment Act 2010, AQTF Essential Conditions and
Standards for Continuing Registration and VRQA Guidelines for VET providers.
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You may be asked to fill in a survey about
the quality of your training by PRACE or by
the National Centre for Vocational
Education Research (NCVER). You could
also be contacted by the Department of
Education for the purposes of :


a PRACE audit, review, investigation,
monitoring or evaluation. This
information may be used to assist
PRACE in identifying areas for
improvement.



participating in a Department of
Education endorsed project.
participation in the Department of
Education annual student outcome
survey.



COMPLAINTS & APPEALS
We want everyone at PRACE to feel valued and comfortable. Should you have a
complaint, it will be treated seriously. Please refer to our Complaints and Appeals
Procedure below.
It is divided into two types: Grievance With Another Student and Grievance with a
PRACE Staff Member or PRACE service. During each step of the process action to
resolve a complaint will be undertaken within 7 working days of hearing the complaint.
Please note:
Students who have a grievance may wish to discuss their concerns with another person
present. As such, they may arrange to be assisted and accompanied throughout the
process by a support person. This support person could be a case manager, youth
worker, interpreter or consumer advocate. Students under the age of 18 will be
required to have their parent/guardian/carer in attendance.
The PRACE Complaints & Appeals Procedure is a simple process and will be treated with
confidentiality. It complies with the requirements of the Education and Training Act
2006.
If you are a SEE or AMEP student you will have received the SEE or AMEP complaints
procedure at enrolment. If you would like an additional copy, please contact the office.
prace.vic.edu.au [11]

PRACE COMPLAINTS & APPEALS PROCEDURE
Grievance With Another Student
Step 1
If you have an issue with another student in relation to your participation in a PRACE adult education course,
you should speak to that person first and try to resolve the issue directly.
If you do not feel that the problem was resolved or you do not wish to speak to this person directly, please go
to Step 2.
Please note:






At this stage complaints are verbal, unless you choose to move directly to stage 2, where the
complaint will be documented by the person hearing the complaint on the PRACE Complaints
Form, along with actions taken to resolve the complaint.
You may arrange to be assisted and accompanied throughout all stages of the Complaints and
Appeals process by a support person. Students under the age of 18 will be required to have their
parent/guardian/carer in attendance.
Action to resolve the complaint is to be undertaken within 7 working days of hearing the
complaint.

Step 2
If you feel that person is unwilling to listen to you or the problem has not been resolved, then you should
bring the matter to the attention of your teacher, who will investigate the complaint and attempt to resolve
the issue to the satisfaction of both parties. If your initial complaint was not made in writing, details of your
complaint will be documented by the person hearing your complaint.

Step 3
If the teacher is unable to resolve the issue with you then the teacher will discuss the matter with his/her
supervisor and the Education Manager of PRACE where needed. The Supervisor or Education Manager of
PRACE will

investigate the matter

attempt to reach a resolution which is to the mutual satisfaction of the parties involved

organize a formal meeting to determine whether the PRACE Code of Conduct has been breached
and whether PRACE Disciplinary Procedure needs to be initiated.
At this meeting students will be expected to change their behaviour. This is the first step in the PRACE
Disciplinary Procedure.
All people involved will be notified of the outcome in writing. Where the complainant is under the age of 18,
this correspondence will also be provided to the parent/guardian/carer.
If no agreed outcome can be reached, the PRACE Executive Officer will make a decision about the dispute and
recommend further action as appropriate.
Please refer to the Final Recourse and Appeals Procedure below.

Final Recourse and Appeals Procedure
If your complaint is unable to be resolved through the 3-Step Process or you wish to appeal the decision, the
PRACE Executive Officer will arrange for an appropriate external and independent agent to act as mediator
between the parties or to make a decision regarding the matter. The independent agent will usually be
appointed through the Australian Mediation Association, contactable at http://www.ama.asn.au/contact-us/
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Grievance with a PRACE Staff Member or PRACE service
Step 1
If you have an issue with your teacher, a PRACE staff member or service, we ask that you attempt to resolve
the issue with your teacher first. However, if you do not wish to speak directly with your teacher about this
issue or you do not feel that the problem was resolved, please go to Step 2.
If a complaint is in relation to an assessment result, the program coordinator, in consultation with the
assessor/trainer, will review the initial assessment and determine whether it meets the criteria for flexible &
fair assessments. The student will be notified of the outcome.

Step 2
If you do not wish to speak directly with your teacher about this issue or you do not feel that the problem was
resolved, then you should bring the matter to the attention of the teacher/staff member’s supervisor. If you
do not know who this is you can ask at the PRACE office.
You may also lodge a written complaint via letter or email if you don’t feel comfortable making a complaint in
person. Letters should be addressed to the Education Manager who will see that your complaint is directed to
the correct staff member. The Education Manager’s email address can be obtained from the PRACE office.
The supervisor will investigate the complaint and attempt to resolve the issue with both parties. If your initial
complaint has not been made in writing, details of your complaint will be documented by the person hearing
your complaint.
Action to resolve the complaint is to be undertaken within 7 working days of hearing the complaint by the
appropriate supervisor who will

investigate the matter

attempt to reach a resolution which is to the mutual satisfaction of the parties involved

determine whether the PRACE Code of Conduct has been breached and whether PRACE
Disciplinary Procedure needs to be initiated.

Document action taken on the PRACE Complaints Form.

Step 3
If the supervisor is unable to resolve the issue with you then they will discuss the matter with the PRACE
Executive Officer who will:

investigate the matter

organise a formal meeting to hear the issue

decide if PRACE policy and procedures are being followed, and whether funding guidelines are
being adhered to

decide whether the staff code of conduct or contract of employment has been breached

attempt to reach an outcome which resolves the issue.
All complainants will be notified of the decision in writing. . Where the complainant is under the age of 18, this
correspondence will also be provided to the parent/guardian/carer.
If no agreed outcome can be reached, the PRACE Executive Officer will make a decision about the dispute and
recommend further action as appropriate.
Please refer to the Final Recourse and Appeals Procedure on the previous page.

Training Related Complaints
If your complaint is training related and you do not feel that it is appropriate to have the matter resolved
internally, you may prefer to contact the relevant funding or registration body directly.
National Training Complaints Hotline:
PH: 13 38 73 | Email: skilling@education.gov.au
Open Monday to Friday, 8:00am to 6:00pm
If you still believe your problem is unresolved, you can contact the Department of Education by telephone
on 13 38 73, by email at skilling@education.gov.au
If you are still not happy, you can contact the Commonwealth Ombudsman by phone on 1300 362 072, by
email at ombudsman@ombudsman.gov.au or online at www.ombudsman.gov.au
prace.vic.edu.au [13]

PRIVACY STATEMENT
FOR PRACE ADULT EDUCATION PROGRAMS
What will the personal information PRACE collects be used for?
PRACE provides a range of learning and community services. When you enrol with us we ask for
details about you, what services you would like and any support you may need. This information is
collected so that we can help you decide on a suitable course and so that we can contact you.
Your personal information is used in order to:

Register you as a learner and allocate staff and resources to provide for your learning and
support needs

Administer and manage the services we provide

Contact a person on your behalf in case of an emergency
If you seek a fee reduction we need proof of your entitlement.
We ask about your country of birth, your indigenous status and language spoken at home. This
information is kept confidential and is only used for planning purposes.
We may also receive information about you from other services. Some information about you may
be sent back to the agency that referred you.

The information is also used to evaluate our services and to plan future services.
In most cases we will provide some information about you to state or commonwealth departments
who fund our programs.
Is my information safe?
All staff at PRACE are required by law to protect your personal information. In this way PRACE
complies with the requirements of the Privacy and Data Protection Act 2014 (Vic) and the Privacy
Amendment (Enhancing Privacy Protection) Act 2012 (Com). We do not release your personal
information to anyone else unless we have your consent or are required to by law.

How do I access or update my information?
If you would like to check, correct or update the records we hold about you please speak with our
administration staff or call 9462 6077.
What if I’m unhappy about the way my personal information has been used?
If you think your private information has been misused you can make a complaint using the PRACE
Complaints and Appeals Procedure (see page 12 of this booklet).

For More information
Go to the Office of the Australian Information Commissioner at www.oaic.gov.au or the Victorian
Commissioner for Privacy and Data Protection at www.cpdp.vic.gov.au
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PRACE
CODE OF CONDUCT
1. Respect the beliefs of other students and accept diversity in
the classroom.
2. Work with others to provide support, share information and
build confidence.
3. Negotiate your educational goals with your tutor and design a
learning plan to achieve these goals.
4. Be considerate of the learning goals of other students.
5. Support the equal opportunity and non discrimination
policies of PRACE.
6. Create a positive learning environment by not using offensive
language, threatening behaviour or physical violence towards
staff or students.
7. Discuss any issues you may have with your tutor or coordinator who will take your concerns to management, if
necessary.
Duties
 Maintain a clean and healthy classroom by ensuring rubbish
that you are responsible for is removed from the space.


Arrive on time and stay for the duration of the class.



Inform your tutor if you need to leave class early, will be
absent or will be late for class.



Complete set tasks to the best of your ability.



Treat PRACE resources with care.
In its Code of Conduct PRACE complies with the requirements of the
Occupational Health and Safety Act 2004.

prace.vic.edu.au [15]

Training Venues
Thomastown Neighbourhood House
Thomastown Library 52 Main Street,
Thomastown
By train: Thomastown, Mer nda Line
By bus: 357

Thomastown West Community Hub
Main St., Thomastown (next to Thomastown
West Primary School)
By train: Thomastown, Mer nda Line
By bus: 357

PRACE Office
Merrilands Community Centre
35 Sturdee Street, Reservoir
9462 6077 | office@prace.vic.edu.au
www.prace.vic.edu.au
By train: Keon Par k Station, Mer nda Line
By bus: 555, 560

Reservoir Neighbourhood House
2B Cuthbert Rd, Reservoir
By train: Reser voir Station, Mer nda Line
By bus: 556, 552, 561

Northland Youth Centre
Northland Shopping Centre, Preston
By bus: 555

East Preston Community Centre
7 Newton Street, East Preston
By bus: 556, 567 & 382

Proudly supported by the City of Darebin
This training is delivered with Victorian and Commonwealth government funding.

The Skills for Education and Employment (SEE) program is funded by
the Australian Government Department of Education and Training
PRACE is a registered charity.

ABN: 93 736 262 050

The Adult Migrant English Program (AMEP) is funded by the
Australian Government Department of Education and Training.

Incorporation Number: A0032713Z

TOID: 4036
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