
ACCESS AND EQUITY 
IOGTA is committed to providing training and assessment services that are inclusive, fair, and responsive to the diverse needs of all learners.
We ensure that all students—regardless of their cultural or linguistic background, gender, age, disability, sexual orientation, religion, or
socioeconomic status—have equitable access to education and training opportunities. We recognise and respect the unique challenges faced by
individuals and are committed to removing barriers to participation and success.
All assessments will be conducted fairly, flexibly, and in a manner that upholds the principles of equity. Assessment methods and materials will
not require language, literacy or numeracy (LLN) skills beyond those required by the relevant Australian Qualifications Framework (AQF) level.
Reasonable adjustments will be made where appropriate, without compromising the integrity of the assessment outcomes.
If you feel you have been treated unfairly, discriminated against, or disadvantaged during your training, we encourage you to raise the matter
confidentially with the Training Coordinator or General Manager. You also have the right to access IOGTA’s Complaints and Appeals Process,
which ensures all concerns are addressed promptly and respectfully.
For more information, please refer to our Access and Equity Policy available on our website.

 
WELCOME 
The Indian Ocean Group Training Association (IOGTA) was established in 1995 to provide accessible, high-quality vocational education and
training (VET) to the communities of the Indian Ocean Territories, including Christmas Island and the Cocos (Keeling) Islands.
This Student Information Guide has been developed to help you make an informed decision about your training options with IOGTA and to
support you throughout your learning journey. Whether you are undertaking a nationally recognised qualification, short course, or skills
recognition process, our goal is to ensure your experience is positive, inclusive, and productive.
IOGTA is committed to delivering training and assessment services that meet the Standards for Registered Training Organisations (RTOs) 2025.
We prioritise fairness, transparency, learner support, and continuous improvement in everything we do.
This guide outlines your rights and responsibilities as a learner, the services available to support your training, and how we work with you to help
you achieve your goals. If you have any questions or need assistance, please don’t hesitate to contact our friendly team.

 

RECOGNITION OF PRIOR LEARNING (RPL) AND CREDIT TRANSFER
Recognition of Prior Learning (RPL) is an assessment process that allows individuals to have their existing skills and knowledge—
gained through formal, non-formal, or informal learning—assessed against the requirements of a nationally recognised training
product. This may include skills acquired through work experience, volunteering, life experience, or previous study.
To apply for RPL, you must complete an IOGTA enrolment form and indicate your interest in pursuing RPL. A qualified assessor will
be assigned to work with you, explain the process, and outline the specific evidence you will need to provide. This may include work
samples, references, previous qualifications, or practical demonstrations. Evidence must meet the Rules of Evidence: valid, sufficient,
current, and authentic.
If successful, you may receive a nationally recognised qualification or Statement of Attainment without the need to complete
duplicate training. IOGTA will ensure the RPL process is fair, transparent, and supportive. We encourage you to speak to our Training
Coordinator if you are unsure whether RPL is right for you.
Credit Transfer is also available for units of competency or modules you have already completed with another Registered Training
Organisation (RTO) in Australia. IOGTA accepts and recognises any relevant, verified AQF certification unless licensing or regulatory
requirements prohibit credit.
There is no fee for Credit Transfer, however an RPL application fee may apply depending on the scope of your request. For more
information, please refer to the IOGTA Recognition of Prior Learning Policy and Procedure available on our website or contact our
training team directly.
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STUDENT WELFARE AND SUPPORT SERVICES
At IOGTA, the wellbeing and success of our learners is a top priority. We are committed to providing a safe, inclusive, and supportive
learning environment that recognises and responds to the individual needs of all students.
If you are experiencing difficulties with your studies, personal circumstances, or have any specific learning or support needs, you are
strongly encouraged to contact the IOGTA Training Coordinator as early as possible. We will work with you to identify and
implement reasonable adjustments or support strategies to help you succeed.
IOGTA provides a range of support services, including:

Language Support and Translation
 Bilingual staff are available to assist learners in both formal and informal settings. Where required, IOGTA can arrange access to
a certified translator (additional fees may apply).
Study Support
 Learners can access safe, quiet spaces for study, as well as administrative support such as access to laptops, printing, and
photocopying. Flexible study options may also be available to accommodate work or personal commitments.
Trainer and RTO Liaison Support
 IOGTA maintains regular communication with your trainer and/or Registered Training Organisation (RTO) to ensure that your
questions, feedback, and concerns are addressed promptly and accurately.
Third Party and Community-Based Support
 Where appropriate, IOGTA collaborates with local organisations, community services, and third-party providers to enhance
learning opportunities, including workplace-based learning and assessments.
Mental Health and Wellbeing Support
 Mental health support is available for all IOGTA students and staff through our Employee Assistance Program (EAP), delivered
by Tide Mill Therapy and Consulting. This professional and confidential service offers up to six free counselling sessions per
financial year. The EAP can support a wide range of personal or work-related challenges, including stress, anxiety, relationships,
or mental wellbeing.

Support services are available throughout your enrolment and are regularly reviewed to ensure they meet the evolving needs of our
learners. If you would like to discuss any additional support needs—whether related to learning, personal circumstances,
accessibility, or wellbeing—please contact us confidentially at any time.
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ASSESSMENT PROCESS
IOGTA is committed to delivering high-quality, learner-centred assessments that align with the Standards for Registered Training
Organisations (RTOs) 2025. All assessments are conducted in accordance with the Principles of Assessment—ensuring they are valid,
reliable, flexible, and fair—and the Rules of Evidence, which require that evidence is authentic, current, valid, and sufficient.
Our assessors are qualified professionals who will:

Ensure that each assessment task is aligned to the requirements of the relevant unit of competency
Evaluate a range of evidence to determine whether you meet all required performance criteria, skills, knowledge, and
application
Provide clear instructions, timeframes, and criteria for each assessment task
Make reasonable adjustments for learners with identified needs, without compromising assessment integrity
Ensure assessments are contextualised to reflect your workplace, industry or learning environment where applicable

You will receive feedback throughout your course and after each assessment task. If you are deemed not yet competent, you will be
given opportunities for resubmission or reassessment in line with IOGTA’s Assessment and Reassessment Policy.
You are encouraged to ask questions about your assessments at any time and to speak with your trainer or IOGTA staff if you require
clarification or support. If you disagree with an assessment outcome, you have the right to request a review or lodge an appeal
through IOGTA’s Assessment Appeals Process.

 

TRAINING DELIVERED BY A THIRD PARTY
In some cases, IOGTA may engage a third-party Registered Training Organisation (RTO) to deliver training and/or assessment
services on our behalf. This may occur when specialist training is required or when local delivery is not feasible.
For short courses, IOGTA will evaluate a minimum of three RTOs and select the one best suited to the identified training needs
based on quality, relevance, delivery method, and student support capacity. For long-term training, such as apprenticeships or
traineeships, learners may be consulted during the RTO selection process to ensure the chosen provider meets individual goals
and preferences.
Regardless of the training provider, IOGTA remains responsible for the quality of training and assessment delivered under its scope
of registration, as required by the Standards for RTOs 2025. We play an active role in:

Supporting your commencement and enrolment
Maintaining ongoing communication between you, the trainer, and the third-party RTO
Monitoring your progress
Addressing any concerns that arise

While training materials, assessments, and delivery may be managed by the third-party RTO, IOGTA commits to providing all
learners with additional support to help you understand course content, complete assessments, and achieve competency.
As part of this arrangement:

You will be informed in writing if a third party is engaged to deliver your training.
You will be given access to the contact details of the third-party RTO.
IOGTA will ensure the third party complies with relevant standards, and that your learner rights and data privacy are
protected at all times.

If you have questions about your training, assessments, or responsibilities, IOGTA staff are here to support you and, if needed,
refer you to the appropriate contact at the partner RTO to ensure you receive accurate and current information.
For more details, please refer to our Third Party Arrangements Policy, available on our website.
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QUALIFIED TRAINERS AND ASSESSORS
IOGTA is committed to maintaining the highest standards in the delivery of training and assessment. All trainers and assessors involved
in delivering training under IOGTA’s scope of registration are required to meet the qualification, vocational competence, and industry
currency requirements set out in the Standards for Registered Training Organisations (RTOs) 2025.
IOGTA ensures that:

Trainers and assessors hold the required training and assessment qualifications (e.g. TAE40122 or equivalent), and have relevant
vocational competencies at least to the level being delivered and assessed.
Trainers and assessors maintain current industry knowledge and skills through regular professional development and engagement
with industry practices.
Evidence of professional development, vocational competency, and assessment currency is reviewed and recorded systematically.
Trainers and assessors directly employed by IOGTA are monitored for compliance with the standards and supported to meet
ongoing competency requirements.

In cases where training and assessment are delivered by a third-party Registered Training Organisation (RTO), IOGTA:
Verifies the qualifications and industry currency of trainers and assessors involved in the delivery.
Maintains agreements and oversight arrangements to ensure all training and assessment provided under its name meets
compliance requirements.
Actively monitors the quality of delivery and student outcomes through regular communication and review.

This approach ensures learners receive high-quality, industry-relevant training from suitably qualified professionals who are up to date
with current practices.

 

ASSESSMENT APPEALS & COMPLAINTS PROCESS
IOGTA is committed to delivering training and assessment services in a fair, ethical, and respectful manner. We value feedback and
recognise that from time to time, students may wish to raise concerns or appeal decisions.
Assessment Appeals
If you are dissatisfied with an assessment outcome, you have the right to request a review or appeal the decision. This process is
designed to ensure that assessment judgments are fair, transparent, and based on valid evidence.
To initiate an appeal:

1.Speak with your assessor to clarify the result and discuss the reasons for the outcome.
2. If you remain dissatisfied, you may submit a formal appeal in writing to the Training Coordinator or General Manager within 10

working days of receiving your result.
3.The appeal will be reviewed by a different qualified assessor not involved in the original decision, and a determination will be

made within 14 days.
4.You may be asked to participate in a reassessment. An administration fee may apply for a second assessment, depending on the

nature of the appeal.
IOGTA will ensure that all appeals are handled confidentially and without disadvantage to the student.
Complaints Process
If you have a complaint about any aspect of your training, assessment, support services, or interactions with IOGTA staff or third-
party providers, you are encouraged to raise the matter promptly.
The complaints process includes:

1.Attempting informal resolution through discussion with the relevant staff member or Training Coordinator.
2. If unresolved, submitting a formal complaint in writing to the General Manager.
3.Your complaint will be acknowledged and investigated, with an outcome provided within 14 calendar days of receipt.
4. If mediation is required, a structured and impartial mediation process will be arranged.
5.You will be asked to confirm your satisfaction with the resolution before the matter is formally closed.

If the issue remains unresolved, you will be referred to an external complaints resolution body or the National Training Complaints
Hotline for independent review.
All complaints and appeals are handled in accordance with principles of natural justice and procedural fairness, and outcomes are
used to support continuous improvement.
For further details, please refer to the IOGTA Assessment Appeals and Complaints Policy, available on our website.
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CERTIFICATE ISSUANCE
IOGTA is committed to ensuring that all learners receive their Australian Qualifications
Framework (AQF) certification documentation in a timely and compliant manner, as required
under the Standards for Registered Training Organisations (RTOs) 2025.
Issuance of Certificates

For training and assessment delivered directly by IOGTA, all AQF certification (including
Certificates and Statements of Attainment) will be issued by IOGTA.
Where training and/or assessment is delivered by a third-party RTO on behalf of IOGTA,
certification will be issued by the third-party RTO, and distributed via IOGTA to the learner.

Timeframe for Issuance
Certification will be issued within 30 calendar days of the learner being assessed as
competent and having met all course requirements, provided all fees have been paid.

Record Keeping
IOGTA maintains a secure copy of all certification documentation issued through its scope of
registration, in accordance with data retention and regulatory requirements.
Original certificates and statements will be mailed or provided directly to learners, with
digital copies available upon request.

Reissuing Certificates
If a certificate or Statement of Attainment is lost or damaged, learners may request a
replacement by contacting IOGTA.
A reissue fee may apply (as outlined in IOGTA’s current Fees and Charges Schedule).
Certificates issued by third-party RTOs may incur separate reissue fees set by that RTO.

REFUND POLICY
IOGTA is committed to treating all refund requests in a fair, transparent, and consistent manner, in line with the Standards for
Registered Training Organisations (RTOs) 2025.
We understand that circumstances may change, and we aim to support learners through a clearly defined refund process.
Full Refunds
A full refund of course fees paid will be issued in the following circumstances:

The course is cancelled by IOGTA.
The course is rescheduled, and the new dates are not suitable to the learner.
The course is full, and IOGTA is unable to offer a place to the learner.
IOGTA is unable to deliver the course as agreed at the time of enrolment.

Partial Refunds
Learners who withdraw for reasons other than those listed above may be entitled to a partial refund, provided:

A written request to withdraw is submitted to IOGTA prior to the course commencement date or within an agreed timeframe.
No significant portion of the course has been delivered, and no assessment has been undertaken.

In such cases:
A partial refund of course fees may apply based on the proportion of the course not yet delivered.
A partial refund of resource fees (if applicable) may also be considered if materials are returned unused.

Non-Refundable Fees
Some fees may be non-refundable, including:

Administration or enrolment fees (where stated upfront)
Fees for materials already issued or used
Fees for training or assessment already delivered

Refund Processing and Timeframes
Approved refunds will be processed within 14 business days of receiving the written request.
Refunds will be paid to the original payer via the original method of payment, unless otherwise agreed.

Hardship or Special Circumstances
Learners experiencing financial hardship or withdrawing due to serious personal circumstances (e.g. illness, bereavement) are
encouraged to contact IOGTA as soon as possible. Discretionary refunds or alternative arrangements may be considered on a case-by-
case basis.
For full details, please refer to the IOGTA Refund Policy available on our website, or contact our Training Coordinator.
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ACCESS TO STUDENT RECORDS
IOGTA recognises your right to access your personal training records and is committed to protecting the privacy and confidentiality of
all student information in accordance with the Privacy Act 1988, the Student Identifiers Act 2014, and the Standards for RTOs 2025.
Your Right to Access

You may request access to your training records, including enrolment details, assessment outcomes, and certification information,
at any time during or after your enrolment.
Requests must be submitted in writing to the Training Coordinator and will be actioned within 5 business days.
A small administration fee may apply for printed or certified copies of documentation.

Confidentiality and Disclosure
Your training records are kept strictly confidential and will not be released to any third party without your written consent, unless
required by law or for official reporting to government agencies such as:

National Centre for Vocational Education Research (NCVER)
Australian Skills Quality Authority (ASQA)
The Student Identifiers Registrar

If access is required for verification by an employer, job network provider, or other agency, you must first sign a release form
authorising IOGTA to share the information.

Record Retention
IOGTA maintains student records in accordance with regulatory requirements, including secure retention of key records for a
minimum of 30 years.

If you wish to access or amend your records, please contact the IOGTA Training Team.

Student Support (Training Coordinator) 

P: (08) 9164 7220 

W: http://www.iogta.wa.edu.au 

Christmas Island Office 

P: (08) 9164 7220 | F: (08) 9164 7129 

Cocos (Keeling) Islands Office 

P: (08) 9162 6776 |F: (08) 9162 6775 

PRICING AND PAYMENT OF COURSE FEES
IOGTA is committed to ensuring that all course fees are fair, transparent, and in line with the Standards for Registered Training
Organisations (RTOs) 2025.
Due to the unique context of service delivery in the Indian Ocean Territories—including fluctuations in market conditions, resource
availability, and population size—course fees may vary slightly from one offering to the next. However, IOGTA will always aim to
maintain fee consistency and keep pricing as affordable and accessible as possible for learners.
All current course fees are published and regularly updated on our official website.
In accordance with the Standards for RTOs 2025, IOGTA:

Will not require or accept more than $1,500 in advance from any individual learner prior to the commencement of training.
Where total course fees exceed $1,500, learners will be offered a payment plan with scheduled instalments across the duration of
the course.
Will issue clear fee schedules and payment instructions prior to enrolment, including information about any additional costs (e.g.
learning resources, certification reprints).
Will provide a receipt or statement for all payments made.
Will maintain a secure and transparent process for managing fees paid in advance, including refund protections.

Learners are encouraged to review the IOGTA Payment and Refund Policy available on our website prior to enrolment. If you have
questions about course fees, payment arrangements, or financial hardship support, please contact our Training Coordinator for
assistance.

THANK YOU
Thank you for choosing the Indian Ocean Group Training Association (IOGTA)
as your training provider. We are proud to support learners across the Indian
Ocean Territories and are committed to helping you achieve your personal,
educational, and career goals.

We value the trust you have placed in us and look forward to working with
you throughout your learning journey. If there is anything we can do to
support your success, please don’t hesitate to reach out to our team.
Welcome to IOGTA — we’re excited to be part of your training experience!
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