AQTF Essential Conditions and Standards for
Continuing Registration & VRQA Guidelines for
VET Providers - Audif Report

;
. Victorlan Registration &

,5; Qualifications Authority

Audit Date: 25" — 26" March 2015

Applicant; Willlamstown Community and Education
Centre inc

Applicant Name \éf;lrl]l?r;n?rt]gwn Community and Education | 4840
Address 14 Thampson Street, Williamstown VIC 3016
| Website \.www.wcec.com.au
Registration Contact Mark Brophy o N
Phone Number 03 93976168 Emall | manager@woec.com.au

Audit Firm | ShineWing Australia | Auditor/s Sandra Surguy

Auditor/s Other Attendeses

| Contact Person - Emma Hickingbotham

Phone Nuriber 9032 1562 Email vet.audit@edumail vic.gov.au

e -

Type of Audit Re-registration Audit

Conditions Audited 1,2,36,7,8,9

Standards Audited 1.1,12,13,14,15 121,22,23,25 26,27 31,3234
VRQA Guidelines Audited | 1,2, 3,4,5

Audit Date/s

250 — 26 March 2015

Williamstown Community and Education Centre inc (WCEC) gained initial registration as an RTO in 1697, with
the organisation’s head office and training centre located in Williamstown. The organisation provides nationally
recognised and non-nationally recognised training and assessment services tc a wide target group within local

and surrounding communities. Varied funding arrangements are in place for training and assessment services
including a current Higher Education Skills Group contract for eligible students; ather funding scurces and fc a

lesser extent fee for service arangements are also available for non-eligibie students/programs.

WCEG attracts a diverse range of participants, with a focus on older, ESL and disadvantaged leamers seeking to
anhance employment opportunities as well as social and community participation. WCEC has strong links and
networks with cther community centres, local agencies, councll and local RTOs. These links with local RTOs
and TAFE provide pathways for WCEC students and graduates to other coursss.

The re-registration audit identified a number of areas for rectification and areas for improvement. RTO
represantatives were positive about moving forward and addressing non-complianices however they were
coghisant of the resources and time that this would take. The audit report was developed with the aim of
assisting the WCEC team to ensure that all quality system compliance issues wers expediently addressed, as
approptiate to its scope and scale of aperations.
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Vistorlan Registration & AQTF Essential Conditions and Standards for
Qualitications Authorlty Continuing Registration & VRQA Guidelines for
VET Providers - Audit Report

Audit Date; 25" — 26" March 2015 Applicant: Williamstown Community and Education
Centra Inc

Post Audit .
Post audit and in conjunction with the completed acceptance form, the RTO submiited a rectification action plan
and a range of documents In suppert of rectification.

L]

TG A O ode Qualification/Unit n?f Co?gre_t;agz?ﬁf-\cc edited Course (as Deivery Site
22235VIC Certificate | in General Education for Adults (introductory) | Williamstown
22251IC Certificate Il in EAL (Access) ‘ Williamstown
22257VIC Cartificate [V in EAL {Employment/Professional) ‘ Williamstown
22250VIC Cerfificate | in EAL {Access) | Williamstown

Mark Brophy ' Centra Manager
Lynne Hewet Education Coordinator
Lara Janka Finance and Administrafion Coordinator

! Samples have been selected In accardance with the VRQA VET Audit Sampiing Methodofogy
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Vietorlan Reglstration & AQTF Essential Conditions and Standards for
Qualifications Authority Initial Registration & VRQA Guidelines for VET
Providers - Audit Report

Audit Date: 25" - 26" March 2015 Applicant: Williamstown Community and Education
Centre Inc

Audit Summary - AQTF Conditions of Registratidn

Governance ‘ ‘ X
Interactions with the Registering Body ' X
Compliance with Lagislation ) X
Ingurance _ ' X
Financial Management X
Certification & Issuing of Qualifications & Statements of Attalnment X
Recogriition of Qualifications Issuad by other RTOs X
Accuracy and Integrity of Matksting X
Transition to Training Packages/Expiry of Accredited Courses X

o |lo|vw|lojlole|w| o] =

CF1.44
The Re-registratlon Audt identified & number of non-compliances with the AQTF Essential Conditions and
Standards, confirming thaf these requirements had not been fully and/or effectively implemented.

CF.3.1.1

With regard to Commonwealth and State legislation relevant to the RTO's operatlons and soope of ragistration,
thers was no process I place to manitor the currency of legislation or for monitering compliance with such
legislation.

CF.3.1.2
There was no communication sirategy in ptace which informed students of legislative information and the

relevance of such infarmation fo thelr participation in VET courses.

CF.6.1.1
Certificates and Statements of Aftainment issued by the RTO did not meet current Australiah Qualifications

Framework (AQF) requiremants,

CF.7.1.1
The RTO did not have a process in place for the recognition of AQF Qualifications and Statements of Attainment

issued by any other RTO.

CF.7.1.2
The RTO did not have a communication strategy in place to inform staff about nationai recognition or their roles
and responsibilities in relation to the national recognition process,
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: ’ Victorlen Reglstration & AQTF Essential Conditions and Standards for
; ’ Qualifleations Authority Initial Registration & VRQA Guidelines for VET
Providers - Audit Report

Audlit Date: 25™ ~ 26" March 2015 Applicant: Willlamstown Community and Education
Centre Inc

Audit Summary - AQTF Standards

i i) A
1.1 — Confinuous Improvement Strategy X

1.2 - Tralning and Assessment Strategies
1.3 — Training and Assessment Resources
1.4 - Trainer and Assessor Compatency

1.5 — Assessment 5t

Vi

ol <1 [ | 2

L

| 2.1 — Mesting the Needs of Clients

2.2 - Continucus Improvement of Client Services X

2.3 = Provision of Information to Clients X

2.4 - Third-Party Engagement in Training and Assessment X
2.5 — Provision of Support Services to Clients X '

2.8 — Leamer Access to Records of Participation X

2.7 - Complaints and Appeals Strategy X

I

3.2 — Continucus Improvement of Operations X
3.3 — Third-Party Training and/ or Assessment Services . X
3.4 —Racords Management X

SF.A.2.1 - SF1.24 |

The training and assessment strategies for 22235VIC Certiflcate | in General Education for Adults
(Introdugtary), 22251VIC Certificate I in EAL (Access), 22257VIC Certificate [V in EAL
(Employment/Professional) and 22250VIC Certiflcate | in EAL (Access) had a number of amissions
including: _

s Abbreviated dellvery hours with no explanation or rationale

+ Staffing arrangements were not accurate

o Delivery and assessment program plans or schedules wers not in place

» Industry consuftation was only in relafion to elective choice

¢ Processes for monitoring and regular review of the TAS' were not in place.
8F.1.31

Gaps In assessment materials were noted across sampled unitsimodules - Refer Standard 1.5 and Guidsline
5.1 for further details.
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‘ Victorlan Reglatration & AQTF Ess:entia] Conditions and Slaandards for
u’ Quallfications Authority Initial Registration & VRQA Guidelines for VET
Providers ~ Audit Report

Audit Date; 25" — 26" March 2015 Applicant; Willlamstown Community and Education
Centre Inc

' SF.1.3.2
Training, learning and assessment malerials were notin place for BSBITU304A Produce spreadsheets.

8F.1.3.3 and SF 1.4.1
Offers for or employmant of training and assessment staff for the 22257VIC Certificate 1V in EAL (Employment/

Professional), and 22250VIC Certificate | in EAL (Access) were not in place.

$F.1.5.1, 8F1.5.2, SF1.5.4 and SF1.5.5

Assessment methods did not align with those identified in the training and assessment strategies for
22235VIC Certificate | In General Education for Adults {Introductory), 22251VIC Certificate I} in EAL
(Access), 22257VIC Certificate IV in EAL (Employment/Professional) and 22250VIC Certificate I in EAL

{Access),

5F.1.5.3

22257VIC Certificate IV in EAL (Employment/Professional)

Assessment procasses and related assessment tools, Instruments and documentation were not in place for
BSBITU304A (Also refer 1.3) : :

SF.1.5.6
No systernatic process for validation wag in place. RTO representatives indicated that validation was undertaken

in conjunction with a local cluster of RTOs, however, of the units sampled only two had been validated.

§F.2.2.1
The RTO had not identified or implemented a strategy for the continuous improvement of client services by

collecting, analysing and acling upon reievant data.

SF.2.7.1+ 8F2.7.4
The complaint ¢ and appeals policies and procedures had a number of omissions.
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Victorlan Reglstration & AQTF Essential Conditions and Standards for
Qualifications Autnority Initial Registration & VRQA Guidelines for VET
Providers - Audit Repori

Audit Date: 25" - 26" March 2018 Applicant: Williamstown Community and Education
‘ Centre Ing

| Augdit 'Summry —-'VQ_A Guidefines for VET Providers

1.1 - Strategic Plan"and-Busmess Plan e X

1.2 - Financial Viability X
1.3 — Managemeant Systems X

1.4 - Organisational Governance - X
1.5 ~ Acadsmic/Educationaf Governance X

1 6- Change Reporting X
2 1 - Course Quahty ' X

2.2 ~ Cheating and Plagiarism X

2 3- Qual:ty Educatlon and Tramlng

”4 1~ Maximum Da\ly Hours of Attendance‘
4.2 - Qut of Hours Attendance

4 4- Student Safety

The tramer matrix did not map vocational competence or vocational experience to units of competency.

GF.1.3.2

A signed CV was in place, however employment details were not cusrent and vocational experience and skills
were in cutline only, as such it was not possible (o establish whather the trainer snd assessor had current and

relevant vocational experience, knowledge and skills.

GF.2.1.4 _

There were ho processes in place to manage assessment mederation, and no moderation schaduls in place.
RTO represeniatives indicated that maderation was undertaken in conjunction with a local cluster of RTOs,
however, of the units sampled nhone had been moderated.
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Vistarlan Registration & AQTF Essential Conditions and Standards for
Qualifications Authority Initial Registration & VRQA Guidelines for VET
Providers - Audit Report

Audlt Date: 25™ - 26" March 2015 Appiicant: Willlamstown Community and Education
Centre In¢

GF.2.2.1 ~GF2.2.3
A Cheating and Plagiarism Policy was in place, however, it had a number of emisslons.

GF.5.1.1
Training and assessment materials were not in place for all units of competency.

GF.5.1.2
Training and assessing staffing amangements wers not in place for 22257VIC and 22250VIC. -

GF.5.1.3
Assessment methods identified within Training and Assessment Strategies did not consistently reflect

gssessment methods at unit level,

GF.5.1.4
Clear written information was not provided fo students as to how each unit was to be assessed.

GF.5.1.5 :
The RTO could not demonstrate that assessment approaches met the requirements of each unit of competency.

GF.5.1.6
Assassment criteria/model answers were not in place for each assessment activity.

GF.5.1.7
Assessment record sheets/tools were not in place for each assessment activity/task.

GF.5.1.8
Validation processes had not been consistently implemented across all units of competency.
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