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Welcome to ACCSC 
 

 

 

Congratulations on taking this step and investing in your future. 
 

This handbook covers all learners enrolled with ACCSC. 
 
 
 
 

At ACCSC we are committed to helping people improve their lives through learning. 
We are here to support you every step of the way and to make your studies with us 

both rewarding and fulfilling. 
 

In this handbook, you will find everything you need to know about studying with us 
including an overview of ACCSC, what learning here is all about, how our courses 
work, how to plan your studies and what support is available to you during your 

studies. 
 

We wish you every success in your studies! 
 
 
 
 
 

Learner Support Hours Monday to Friday: 8:30am - 7:00pm AEST Saturday and 
Sunday: 9:00am - 5:00pm AEST (excluding public holidays) 
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About ACCSC 
 
Here at the Australian College of Community Services and Care (ACCSC) we invite 
you to come on a learning journey with us. ACCSC is an innovative college which 
offers suitable nationally recognised courses and qualifications for learners who wish 
to have a career working in Aged Care or Disability Services. 
 
We are based in Brisbane and we provide the following courses/qualifications: 
 

• CHC33015 Certificate III in Individual Support  

• CHC43015 Certificate IV in Ageing Support 

• CHC43115 Certificate IV in Disability 

 

 

ACCSC strives to provide flexible training and in demand qualifications at competitive 

rates. When studying with ACCSC learners may choose from learning modes 

including: 

▪ “Online”: using online learning and assessment materials, extra 

simulated case studies, forms, leaflets, policies and procedures 

provided;  

▪ “Distance”, using hard copy learning and assessment materials 

delivered to you, simulated case studies, forms, leaflets, 

policies and procedures provided. 

Vision  
 
Our vision here at ACCSC is to develop a guided learning system that encourages 

independent learning, skill development, critical thinking and self- reflection in 

partnership with learner’s employers where possible. We aim to provide a nationally 

recognised qualification that is associated with quality education and a career future, 

that meets the needs of Industry employers.  
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Mission  

At ACCSC, we promote and encourage learner potential. Our mission is to provide 

scaffolded learning that fosters guided independent learning relevant to industry 

employer’s needs. We offer learners a cost-effective flexible learning mode and foster 

strong connections to our industry employers and partner groups. 

 

Culture  

ACCSC culture is as an industry stakeholder and learner needs based, aiming to 

maximise learner potential and satisfaction whilst also meeting the needs of industry 

employers. ACCSC continually strives to meet the needs of industry stakeholders by 

taking a strategic approach to its growth direction, learner relations, employer 

relations, staff relations and workplace providers. 

 

Our Prices 
 
Here at ACCSC we recognise that it can be difficult coming up with a significant sum 

of money which is why our more expensive courses can be paid in instalments, instead 

of one large upfront payment! 
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Courses on offer with ACCSC 
 

ACCSC’s scope includes: 

CHC33015 Certificate III in Individual Support                          

CHC43015 Certificate IV in Ageing Support           

CHC43115 Certificate IV in Disability 

                        

All our courses are Nationally Recognised.                         

A Nationally Recognised Training qualification is part of the Australian Qualifications 

Framework (AQF). The AQF includes specific standards for courses at different levels.  

 

The advantages of studying a Nationally Recognised Training qualification are:  

o Your qualification has been developed in consultation with industry, 

o Your qualification will be recognised by industry across Australia, 

o Your qualification will carry the same level of recognition as courses delivered 

on campus. 

A Certificate III develops high level of vocational skills and requires learners to 

demonstrate an understanding of basic theory within the field.   

 

A Certificate IV builds both high level vocational skills as well as improved problem-

solving and management skills as well as requires a higher level of theoretical 

knowledge in the area. 

 

ACCSC brings a cost effective, flexible, industry needs based and guided approach to 

education. ACCSC works to ensures learners develop personal skills, knowledge and 

positive career connections.  

ACCSC employs qualified staff with relevant experience, knowledge, empowerment, 

self-awareness and with a support network of peers in the Industry.  
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ACCSC’s courses are flexible, rewarding and competitively priced for potential 

learners.  

Government Regulation 
ACCSC is regulated by the Australian Skills Quality Authority (ASQA) and  strives to 

be a provider that continually delivers high quality training and assessment. ACCSC 

is also governed by the National Vocational Education and Training Regulator Act 

2011 (NVR Act) and guided by the Standard for RTO’s (2015). 

Entry Requirements 

The entry requirements for learners to enrol within a course at ACCSC are as 

follows: 

1. Minimum age 18 

2. Providing a valid USI  

3. Australian Citizen, Permanent Resident or hold a visa allowing domestic 

study (no-CRICOS) and 

4. Specific Requirements to enrol within an ACCSC’s course are: 

a. The Learner acknowledges that they must have organised a suitable 

work placement in accordance with the work placement checklist as 

it is an entry requirement for the course.  Checklist attached 

b. Learners are required to obtain a National Police Clearance and 

Working with Children (WWC) check prior to Work Placement.  

c. The learner acknowledges that Work Placement is an entry 

requirement and obtaining National Police Clearance, WWC check 

or any other costs that may be incurred.   

Our Courses 

Delivery Mode 
Our delivery modes add to the success and enjoyment of our learner’s experiences. 

Our delivery plan is supportive and flexible.  Each learner that studies with ACCSC will 

receive independent study material and support either online or as a distance learner 

using hard copy materials. 

 

https://en.wikipedia.org/w/index.php?title=Australian_Skills_Quality_Authority&action=edit&redlink=1
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Service Delivery Online 
Sign Up/Enrolment for any of these courses is completed online or paper-based if 

required.  Prior to sign up learners will be given extensive pre-course information to 

identify the most suitable course that we have on offer.  This conversation will be 

followed up by a phone induction conversation, or face to face/skype with the trainer 

as required. 

 

Learners can themselves choose to complete their study using online documents or 

hard copy versions.  

Learning Materials 
Should you decide to study with ACCSC you will see that courses are broken down 

into units, each course is made up of a block of units, which you work through one at 

a time. No matter where you decide to study your course you will have to complete 

the same core units as stipulated by the regulatory ASQA.  

  

At ACCSC your core learning materials include your learner guide and assessment 

material (either on line or as a workbook). These contain all relevant information and 

the written assessment questions that you need to complete as part of that unit.  

Learning at ACCSC includes: 
 

i. Learning activities, case studies and discussions: 

These are tasks and exercises to help you gain a clear understanding of the 

content in your workbooks. These activities are undertaken with your trainer and 

assessor to assist you in enhancing your learning.  

ii. Written Learning Activities: 

 Each learner guide and assessment book contains a number of written activities.  

Assessments  
Assessments form an important part of your learning experience and help you 

consolidate and integrate new knowledge. 
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Your assessments are an important part of your course and must be completed for 

you to progress through your course and to receive your qualification. To be awarded 

a Nationally Recognised Training qualification, you must demonstrate that you have 

achieved competency in all the units that make up the qualification. Evidence of 

competency is assessed through your assessment tasks and workplace assessments. 

Structured Workplace Learning 
Structured Workplace Learning is an integral part of these courses. For many 

Nationally Recognised Training qualifications including our courses on scope, 

successful completion of a Work  placement in an approved workplace is required to 

receive your qualification. This is explained in your Learner Guide and on our website, 

available to you prior to enrolment. You will need to secure a Work  placement prior 

to enrolment. 

Course Updates  
At ACCSC, we review all courses to ensure that they are up to date, relevant and in 

line with industry and regulatory requirements. Updates to course materials and 

assessments may occur as a result. You will be notified of any changes.  

Recognition of Prior Learning (RPL)  
We understand that you may already have relevant skills and areas of expertise that 

you have obtained in different ways and these are recognised through our RPL 

process. Skills and knowledge you have acquired under many different conditions 

such as life experiences, short courses and volunteer work all contribute to the sum 

total of your skills, though may not be recognised by formal accreditation. RPL is not 

concerned about how or where your learning occurs—it makes the distinction 

between formal and informal training by focusing on outcomes rather than the 

location of learning. RPL offers a new dimension to education by incorporating the 

breadth of your experience as it relates to your course. The purpose of RPL is to 

identify and assess your accumulated learning experiences in relation to clearly 

defined vocational outcomes. Vocational outcomes form the benchmark against 

which prior learning is valued. In the case of education, these are the course outcomes 

defined in your course curriculum or competencies.  
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To be granted RPL, your experience is measured against a series of already 

established benchmarks. Some of the benefits of RPL include:  

1. confirming competence for a workplace position  

2. confirming eligibility for entry into a qualification 

3. ensuring that you do not have to re-learn existing skills and knowledge  

4. reducing the time required to get a qualification  

5. ensuring that training time is spent acquiring new skills and competencies.  

Our RPL procedures explain: 

1. how to submit an RPL application  

2. how RPL applications are assessed  

3. what types of documentation are needed as evidence  

4. how to present your RPL portfolio  

5. how applications are processed  

6. how to appeal if you’re not satisfied  

7. how credits are transferred 

Graduation and Certification 
i. Once you have completed your course, you will receive the following:  

Testamur – learners who successfully complete all course requirements will be 

issued with a certificate of completion. 

ii. Academic Transcript (for Nationally Recognised qualifications only) – this 

record follows AQF guidelines and is a list of the competencies you have 

achieved. 

iii. Statement of Attainment - this record shows units completed as competent 

 

A Registered Training Organisation issues a Statement of Attainment when an 

individual has completed one or more units of competency from a Nationally 

Recognised Training qualification. To find a detailed description of the units of 

competency within your course, please contact ACCSC.  
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To be awarded your Nationally Recognised Training qualification, Statement of 

Attainment, you must have: 

o Successfully completed all assessments and work placement  

o Been deemed to be competent in all your areas of study and 

o Met all your financial obligations. 

Submitting Assessments 
Upon completion learner can submit their assessments for correction to ACCSC via 

online, post, in person or via email. Learners can continue with their learning and work 

towards completing other units while awaiting assessment feedback.  

Assessment Feedback 
ACCSC works to provide learners feedback on written assessments within 10 working 

days. When a learner receives their feedback they will have achieved one of two 

results: 

o Satisfactory or 

o Not Yet Satisfactory 

If you achieve a “Satisfactory” mark then your written work was deemed sufficient. If 

you achieve a result of “Not Yet Satisfactory” then you will be required to change or 

add more information to your written assessment to achieve a result of 

“Satisfactory”. Your trainer will guide and assist you in this instance. 

Educational and support Services 
Educational and support Services includes: 

1. Pre-enrolment materials; 

a. Available online 

b. Contact us directly 

2. Study support and study skills programs; 

a. Headspace 

https://headspace.org.au/?gclid=EAIaIQobChMIspK3reuB5AIVEaqWC

h33XwdvEAAYASAAEgJXo_D_BwE 

3. Language, literacy and numeracy (LLN) programs or referrals to these 

programs; 

https://headspace.org.au/?gclid=EAIaIQobChMIspK3reuB5AIVEaqWCh33XwdvEAAYASAAEgJXo_D_BwE
https://headspace.org.au/?gclid=EAIaIQobChMIspK3reuB5AIVEaqWCh33XwdvEAAYASAAEgJXo_D_BwE
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a. Acer https://www.acer.org/au/cspa/lln-resources-for-teaching-and-

learning 

4. Equipment, resources and/or programs to increase access for learners with 

disabilities and other learners in accordance with access and equity; 

5. Learning resource centres; 

a. Multicultural learning resources – local Library 

b. Curriculum Support/Resources – ACCSC online or hard copy learning 

resources 

c. ACCSC’s trainers 

6. Mediation service or referrals to these services; 

a. Relationships Australia https://www.relationships.org.au/what-we-

do/services/family-dispute-resolution/family-dispute-resolution-

mediation-text 

b. Community Mediation Services 

https://www.unitingcommunities.org/services/financial-legal-

services/mediation-services/ 

7. Flexible scheduling and delivery of training and assessment 

8. Counselling services or referrals to these services; 

a. Lifeline https://www.lifeline.org.au/ 

b. Smith Family 

https://www.thesmithfamily.com.au/?gclid=EAIaIQobChMIwKev1-

yB5AIVmQ4rCh2DrQIaEAAYASAAEgL6VvD_BwE&gclsrc=aw.ds 

9. Information and communications technology (ICT) support; 

a. ICT Support Technicians 

b. ACCSC IT support 

10. Learning materials in alternative formats, for example, in large print; 

11. Learning and assessment programs contextualised to the workplace; and 

 

https://www.acer.org/au/cspa/lln-resources-for-teaching-and-learning
https://www.acer.org/au/cspa/lln-resources-for-teaching-and-learning
https://www.relationships.org.au/what-we-do/services/family-dispute-resolution/family-dispute-resolution-mediation-text
https://www.relationships.org.au/what-we-do/services/family-dispute-resolution/family-dispute-resolution-mediation-text
https://www.relationships.org.au/what-we-do/services/family-dispute-resolution/family-dispute-resolution-mediation-text
https://www.unitingcommunities.org/services/financial-legal-services/mediation-services/
https://www.unitingcommunities.org/services/financial-legal-services/mediation-services/
https://www.lifeline.org.au/
https://www.thesmithfamily.com.au/?gclid=EAIaIQobChMIwKev1-yB5AIVmQ4rCh2DrQIaEAAYASAAEgL6VvD_BwE&gclsrc=aw.ds
https://www.thesmithfamily.com.au/?gclid=EAIaIQobChMIwKev1-yB5AIVmQ4rCh2DrQIaEAAYASAAEgL6VvD_BwE&gclsrc=aw.ds
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Structured Work  Placement  Learning 
The completion of a mandatory Work  placement within the duration of your course 

is a requirement for many Nationally Recognised Training qualifications including all 

of our qualifications.  

If you have questions about what structured workplace learning is required for your 

course, check your enrolment details or speak to the ACCSC directly. Please be aware 

that you will be required to have the approved criminal history checks required within 

your State or Territory, e.g.: Working with Child Check, Police Check Ochre Card 

and/or Disability Exclusion Check. 

Commitment to our Learners  
Just as ethical behaviour is expected of you, we want you to know what to expect of 

us. In all our interactions with you, we recognise our duty to:  

a1 always act with professionalism, honesty and integrity;  

a2 treat all learners with fairness and equality;  

a3 recognise and respect individual differences and abilities, including special 

needs;  

a4 not denigrate or judge you, or act because of personal bias;  

a5 provide prompt, efficient and quality services and support to learners at all 

times;  

a6 provide clear and simple information;  

a7 maintain confidentiality and privacy at all times;  

a8 offer a service based on up-to-date knowledge of current policy and practice; 

and  

a9 act in a safe and responsible manner at all times. 

Commitment to your Privacy  
ACCSC respects your privacy and complies with the Commonwealth Privacy Act, 

1988 as outlined in our Privacy Policy. We let you know exactly how we use your 

information, what your rights are and what our commitment is to you. If you have any 

questions about this, please email us at enquiries@accsc.com.au. Also please see the 

ACCSC Privacy Policy on our webpage www.accsc.com.au.  

  

mailto:enquiries@accsc.com.au
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Complaints Procedure 
ACCSC has detailed complaints procedures in place should a dissatisfaction arise.  

Informal Complaints Process Overview: 
If a leaner has a complaint, they are encouraged to speak immediately with an ACCSC 

representative to resolve the issue. If the complainant is not satisfied that the issue 

has been resolved, they may complete and submit to ACCSC a written complaint by 

completing the complaints and appeals form. This form is available on our website.  

 

Complaints are to include the following information:  

o Submission date of complaint  

o Name of complainant  

o Nature of complaint  

o Date of the event which lead to the complaint; and  

o Attachments (if applicable) 

All complaints will be acknowledged in writing and will be finalised as soon as 

practicable. 

Formal Complaints Process Overview: 
Formal complaints shall follow the below process:  

1. Complaints are to be made in writing within 7 calendar days of the incident 

using the Complaints and Appeals Form and provided to 

enquiries@accsc.com.au . 

2. (Complaints and Appeals Forms can be requested at any time and are also 

available for download on our website)  

3. A submitted Complaint Lodgment Form will constitute a formal complaint 

from the client. Further details of the complaint can be provided by the client 

verbally.  

4. All complaints will be acknowledged in writing and will be finalised as soon as 

practicable. 

5. The Principal of ACCSC may delegate responsibility for the resolution of the 

complaint.  

mailto:enquiries@accsc.com.au
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6. In the case of a complaint, the Principal of ACCSC will initiate a 

transparent, participative investigation to identify the issues.  

7. Complaints, where possible, are to be resolved within 14 calendar days of the 

initial application. 

8. Where more than 60 calendar days have been required to process a complaint 

or appeal:  

9. the complainant or appellant is advised in writing of the reasons  

10. the complainant or appellant is regularly updated in writing 

11.  In all cases the final conclusion will be assessed by the Principal. 

12.  The client will be advised in writing of the outcome of their complaint, within 

seven (7) days of resolution.  

13. If the outcome is not to the satisfaction of the Client, they may seek an 

appointment with the Principal of ACCSC.  

14. ACCSC will provide for review of complaints and appeals by an independent 

party. 

15. Appeal to Outside Authority – The Queensland Ombudsman or your relevant 

state body. 

Records 
ACCSC securely maintains records of all complaints and appeals and their outcomes. 

ACCSC also seeks to identify potential causes of complaints and appeals and takes 

appropriate corrective action to eliminate or mitigate the likelihood of reoccurrence. 

ACCSC make seek assistance from internal/external sources to assist this process. 

 

*This Complaints process does not preclude the learner seeking redress in other forums 

outside the ACCSC process. For example, the complainant may wish to take the matter 

further by selecting the appropriate body from among such bodies as the Office of Fair 

Trading (02-4925000), the Administrative Appeals Tribunal (1-300-366700), the Human 

Rights and Equal Opportunity Commission (1-300-656419) or the Anti-Discrimination 

Board of NSW (02-49264300). (A full list of external bodies is located in the Government 

section of the telephone directory). 
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Our Policies 
You can find our policies and procedures located on our website www.accsc.com.au 

 

  

http://www.accsc.com.au/
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WORK PLACEMENT CHECKLIST 

CHC33015 Certificate III in Individual Support 
CHC43015 Certificate IV in Ageing Support 

The following checklist is to ensure the facility or community care organisation meets 

the conditions as set for the training requirements for the qualifications “CHC33015 

Certificate III in Individual Support” and/or  “CHC43015 Certificate IV in 

Ageing Support”, please ensure all items are ticked off as being completed. 

Workplace Supervision 

☐ An induction including emergency procedures and tour of facility/organisation
and introduction to appropriate personnel is conducted prior to commencement of
any work experience (use attached induction checklist on P19, or induction process
used by organisation)

☐ A ‘buddy’ system is used

☐ A suitably qualified or experienced person (who holds the Certificate III in
Individual Support or Certificate IV in Ageing Support equivalent / higher) with
relevant knowledge and skills is available to oversee the learner’s work placement

Workplace Tasks 
The learner has access to work tasks relevant to their future role as support worker/ 
community support worker, including but not exclusive to- 

☐ Interactions with people from a diverse range of backgrounds

☐Dementia specific care

☐ Involvement in team meetings

Workplace Facility and Equipment 

☐ The learner has access to all relevant policies and procedures

☐ The learner has access to individualised plans, relevant forms, etc.

The work place provides the following:  

☐ Personal protective equipment 
Equipment/aids which may include: 

mailto:enquiries@accsc.com.au
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☐ shower chairs, shower trolleys, shower bed, bath boards 

☐ toileting aids 

☐ continence products 

☐ transfer aids such as hoists, rails, sara stedy, slide sheets, transfer belts, 
weighing devices 

☐ mobility aids: such as wheelchairs, walking aids (frames, walking sticks) 

☐ protective aids: hip protectors, alert and safety devices: activity monitors, 
emergency call  

☐ systems, key safe, medical condition I.D. 

☐ seating, sleeping, body support: day chairs, pressure reduction chairs, 
electric lounge chair, adjustable beds, fall mats, bed poles 

☐ eating and drinking aids/accessories: clothing protectors, assistive plates, 
bowls, cups, cutlery 
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Learner Induction Checklist 
 

Item Notes 
Completed 

( √ ) 

Starting and finishing 
times, break times  

 

☐ 

Names and roles  
of key personnel 

 

☐ 

Location of 
organisation: 
Head office? (if 
applicable)  

 

☐ 

Work Health and Safety 
procedures used e.g.: 

• Emergency 
procedures 

• Risks/hazards 

 

☐ 

Maintaining 
confidentiality 

 

☐ 

Overview of learner’s 
duties 

 

☐ 

Other relevant 
information about the 
organisation 

 

☐ 
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WORK PLACEMENT CHECKLIST 

CHC43115 Certificate IV in Disability 

The following checklist is to ensure the facility or community care organisation meets 

the conditions as set for the training requirements for the qualifications “CHC43115 

Certificate IV in Disability”, please ensure all items are ticked off as being 

completed. 

Workplace Supervision 

☐ An induction including emergency procedures and tour of facility/organisation
and introduction to appropriate personnel is conducted prior to commencement of
any work experience (use attached induction checklist on P22, or induction process
used by organisation)

☐ A ‘buddy’ system is used

☐ A suitably qualified or experienced person (who holds the Certificate IV in
Disability equivalent / higher) with relevant knowledge and skills is available to
oversee the learner’s work placement

Workplace Tasks 
The learner has access to work tasks relevant to their future role as support worker/ 
community support worker, including but not exclusive to- 

☐ Interactions with people from a diverse range of backgrounds

☐Dementia specific care

☐ Involvement in team meetings

Workplace Facility and Equipment 

☐ The learner has access to all relevant policies and procedures

☐ The learner has access to individualised plans, relevant forms, etc.

The work place provides the following:  

☐ Personal protective equipment 
Equipment/aids which may include: 

☐ shower chairs, shower trolleys, shower bed, bath boards

☐ toileting aids

☐ continence products

mailto:enquiries@accsc.com.au
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☐ transfer aids such as hoists, rails, sara stedy, slide sheets, transfer belts, 
weighing devices 

☐ mobility aids: such as wheelchairs, walking aids (frames, walking sticks) 

☐ protective aids: hip protectors, alert and safety devices: activity monitors, 
emergency call 

☐ systems, key safe, medical condition I.D. 

☐ seating, sleeping, body support: day chairs, pressure reduction chairs, 
electric lounge chair, adjustable beds, fall mats, bed poles 

☐ eating and drinking aids/accessories: clothing protectors, assistive plates, 
bowls, cups, cutlery 
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Learner Induction Checklist 
 

Item Notes Completed 
( √ ) 

Starting and finishing 
times, break times  

 

☐ 

Names and roles  
of key personnel 

 

☐ 

Location of 
organisation: 
Head office? (if 
applicable)  

 

☐ 

Work Health and Safety 
procedures used e.g.: 

• Emergency 
procedures 

• Risks/hazards 

 

☐ 

Maintaining 
confidentiality 

 

☐ 

Overview of learner’s 
duties 

 

☐ 

Other relevant 
information about the 
organisation 

 

☐ 

 

 

 

 




