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1  I n t r o d u c t i o n  
 
 

1 . 1  A b o u t  B M A  C o n s u l t i n g  
 
 
Formal ly  estab l ished in  June 1992,  BMA was created to  ass is t  organisat ions to  implement  
t ra in ing and development  in i t ia t ives.   S ince that  t ime,  BMA has ga ined a s ign i f icant  reputat ion 
in  implement ing Vocat ional  Educat ion Tra in ing in i t ia t ives that  are both pract ica l  and cost -
e f fec t ive.  
 
S ince i ts  estab l ishment  BMA has focused on two major  areas of  t ra in ing:  
 
1 .  Assis t ing nat ional  Indust ry  Tra in ing Adv isory  Bodies ( ITABs)  and new Indust ry  Sk i l ls  

Counci ls  in  the development  o f  competency s tandards,  assessment  mater ia ls ,  t ra in ing 
mater ia ls  and profess ional  development  mater ia ls .   In recent  t imes th is  has focused on 
the development  o f  Tra in ing Packages for  a number  o f  large ITABs inc lud ing Proper ty  
Serv ices Tra in ing Aust ra l ia ,  Nat ional  Ut i l i t ies  ITAB,  Nat ional  F inance ITAB and Business 
Serv ices Tra in ing Aust ra l ia .  

 
2 .  The des ign,  presentat ion and evaluat ion of  competency based t ra in ing programs for  a  

number  o f  large organisat ions.   Over  recent  t imes th is  has focused on the implementat ion 
of  the Aust ra l ian Nat ional  Tra in ing Author i ty  (ANTA) Front l ine Management  In i t ia t ive (FMI)  
in to  Rocla  Indust r ies  and the Roads and Traf f ic  Author i ty  o f  NSW. This  has invo lved the 
development  o f  an in f rast ructure,  t ra in ing and assessment  ins t ruments ,  competent  
personnel  and t ra in ing programs.   The ro le  o f  BMA as an RTO has a lso inc luded 
overseeing and evaluat ing assessment  processes.  

 
BMA’s reputat ion is  based on profess ional  qual i f icat ions,  many years o f  hands-on exper ience 
and the sat is fact ion of  many c l ients .   Over  the past  10 years BMA Consul t ing has prov ided 
t ra in ing and development  serv ices to  a  range of  organisat ions.   BMA's  c l ients  inc lude:   
 

 Property Services Training Australia  
 Amatek Industries  
 Business Services Training Australia  
 Australian National Training Authority  
 Department of the Prime Minister and Cabinet - Office of the Status of Women  
 Department of Education, Science and Training  
 National Finance Industry Training Advisory Body  
 Stock and Station Agents Association of NSW  
 Department of Finance and Administration  
 Australian Protective Services  
 NSW Roads and Traffic Authority  
 Office of Training and Adult Education, ACT  
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1 . 2  S c o p e  o f  r e g i s t r a t i o n  
 
 
BMA Consul t ing is  reg is tered to  prov ide the fo l lowing t ra in ing:  
 
 

 Cert i f ica te  I I I  in  Bus iness (Front l ine Management)  (BSB30501)  
 

 Cert i f ica te  IV in  Bus iness (Front l ine Management)  (BSB41001)  
 

 Cert i f ica te  IV in  Assessment  and Workplace Tra in ing (BSZ40198) .  
 
 

1 . 3  T h e  a i m  o f  t h e  c o d e  
 
 
The a im of  th is  Code is  to  produce the best  poss ib le  learn ing outcomes for  s tudents  and 
c l ients  by develop ing a qual i ty  serv ice wi th  s tandards of  e th ica l  behav iour  between a l l  par t ies  
concerned.   
 
 

1 . 4  P u r p o s e  
 
 
BMA Consul t ing is  commit ted to  h igh s tandards in  the prov is ion of  educat ion and t ra in ing.   
Th is  Code of  Pract ice descr ibes the min imum standards of  our  serv ice de l ivery  and customer 
suppor t .  
 
As a Regis tered Tra in ing Organisat ion (RTO),  BMA Consul t ing has agreed to  operate wi th in  
the Pr inc ip les and Standards of  the Aust ra l ian Qual i ty  Tra in ing Framework (AQTF).   Th is  
inc ludes a commitment  to  recognise the t ra in ing qual i f icat ions issued by other  Regis tered 
Tra in ing Organisat ions.  
 
The po l ic ies set  out  in  th is  Code of  Pract ice underp in  the operat ions of  BMA Consul t ing.   BMA 
Consul t ing recognises that  reg is t ra t ion as a RTO may be wi thdrawn i f  i t  does not  honour  the 
ob l igat ions of  th is  Code of  Pract ice.  
 

 BMA Consul t ing has a commitment  to  prov id ing a qual i ty  serv ice wi th  a focus on a 
cont inuous improvement .   

 BMA Consul t ing va lues feedback f rom students ,  t ra iners ,  assessors ,  c l ients  and indust ry  
representat ives.   

 Where poss ib le ,  BMA Consul t ing des igns d iagnost ic  assessment  ins t ruments  spec i f ic  to  
s tudent  needs.  
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1 . 5  T h e  C o d e  i s  i n t e n d e d  t o  p r o d u c e  t h e  f o l l o w i n g  
o u t c o m e s :  

 

 A f ramework for  the de l ivery  o f  h igh qual i ty  t ra in ing serv ices to  a l l  s tudents  

 Best  pract ice and innovat ive del ivery  o f  t ra in ing serv ices  

 A f lex ib le  and innovat ive t ra in ing serv ice that  is  respons ive to  a  dynamic labour  market   

 A consumer protect ion measure for  par t ic ipants  which ensures they rece ive the h ighest  
poss ib le  learn ing outcomes which are nat ional ly  recognised 

 Methods for  ident i fy ing inadequacies or  prob lems in  the de l ivery  o f  serv ices.  
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2 .  B M A  C o n s u l t i n g  s t a f f  
r e s p o n s i b i l i t i e s  
 
 
 
The fo l lowing wi l l  be expected at  a l l  t imes f rom BMA Consul t ing s ta f f  in  the prov is ion of  
t ra in ing and assessment  serv ices.  
 
 

2 . 1  D e m o n s t r a t e  r e s p e c t  a n d  e q u i t a b l e  a c c e s s  f o r  
s t u d e n t s  

 

 Recognis ing  par t ic ipants ’  par t icu lar  needs and c i rcumstances inc lud ing tak ing account  o f  
the i r  be l ie fs ,  e thn ic ,  cu l tura l  and re l ig ious pract ices 

 In forming s tudents  o f  the names and ro les o f  the s ta f f  de l iver ing the t ra in ing serv ice 

 Behaving cour teous ly  to s tudents  and c l ients  

 Prov id ing accurate and up- to-date in format ion.  
 
 
 

2 . 2  A c t  w i t h  p r o f e s s i o n a l i s m  a n d  i n t e g r i t y  
 

 Conduct ing a l l  bus iness  in  a  manner  which is  eth ica l  and lawfu l  

 Ensur ing that  s taf f  are appropr ia te ly  sk i l led and qual i f ied to  prov ide c l ients  wi th  the best  
poss ib le  serv ice  

 Prov id ing a safe and product ive work ing env i ronment  for  s ta f f  

 Conduct ing a l l  bus iness ,  inc lud ing that  wi th  o ther  prov iders ,  in  a manner  that  encourages 
the respect  o f  par t ic ipants  and employers and enhances the s tanding of  the t ra in ing 
indust ry  

 Acknowledg ing any l imi ts  to  BMA Consul t ing ’s  capac i ty ,  for  example,  by seek ing externa l  
ass is tance where spec ia l is t  exper t ise is  requi red.  
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2 . 3  P r o v i d e  t h e  b e s t  q u a l i t y  t r a i n i n g  s e r v i c e s  
 

 Profess ional  assessment  o f  s tudents  wi th  regard to  the i r  par t icu lar  t ra in ing needs and in  
accordance wi th  the Nat ional  Assessment  pr inc ip les  

 Prov is ion of  h igh qual i ty  t ra in ing mater ia ls  

 Recogni t ion  of  Pr ior  Learn ing and cred i t  t ransfer ,  where appropr ia te  

 Advis ing s tudents  o f  assessment  processes and r ights  o f  appeals  

 Prov is ion of  qual i ty  mentor  suppor t  dur ing t ra in ing 

 Ensur ing learn ing and qual i f icat ions are de l ivered,  assessed and recorded in  accordance 
wi th  the appropr ia te  nat ional  gu ide l ines 

 Ensur ing agreed de l ivery  methods,  s tandards and t imetabl ing are adhered to ,  or  
immediate a l ternat ive ar rangements are organised.  

 
 

2 . 4  P r o v i d e  a c c e s s  t o  a  c o m p l a i n t s ,  g r i e v a n c e s ,  
a p p e a l s  p r o c e s s  

 

 Making avai lab le  to  par t ic ipants  c lear  and conc ise in format ion on the operat ion and 
procedures of  the compla in ts ,  gr ievances and appeals  process 

 Establ ish ing and mainta in ing an in terna l  system to  deal  fa i r ly  wi th  par t ic ipants '  
compla in ts ,  gr ievances and appeals .  

 
 

2 . 5  E x e r c i s e  r e s p o n s i b i l i t y  i n  a d v e r t i s i n g  
 

 Adver t is ing in  a  way that  is  not  mis leading,  vague or  ambiguous and accurate ly  re f lec ts  
BMA Consul t ing ’s  scope of  reg is t ra t ion for  courses of fered 

 Seeking pr ior  wr i t ten permiss ion f rom ind iv iduals  or  organisat ions re fer red to  in  any BMA 
Consul t ing adver t is ing or  market ing mater ia ls  

 Adver t is ing wi th in  the gu ide l ines for  adver t is ing by RTOs and for  accred i ted courses.  
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2 . 6  E n s u r e  s t u d e n t ' s  p r i v a c y  a n d  c o n f i d e n t i a l i t y  
 

 Comply ing wi th  cont ract  requi rements  as wel l  as  the Nat ional  Pr ivacy Pr inc ip les and 
Commonweal th  Pr ivacy Act  1988 when deal ing wi th  the management  o f  personal  
in format ion 

 Comply ing wi th  re levant  leg is la t ion in  the conduct  o f  t ra in ing and assessment  and s tudent  
in format ion 

 Secur ing s tudent  records and respect ing the i r  pr ivacy in  the conduct  o f  a l l  bus iness.  
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3 .   G e n e r a l  i n f o r m a t i o n  
 
 
 

3 . 1  S t u d e n t  g r i e v a n c e s  a n d  c o m p l a i n t s  
 
 
In  the event  o f  a gr ievance or  compla in t  about  the qual i ty  o f  t ra in ing serv ices,  the Di rector ,  
Mr  Brendan Mulha l l ,  should  be contacted.   A l ternat ive ly ,  these can be lodged in  wr i t ing to  
PO Box 245,  Deakin  West   ACT  2600.   Th is  wi l l  g ive BMA Consul t ing an oppor tun i ty  to  
address the gr ievance/compla in t  and prov ide s tudent ’s  wi th  a  qual i ty  t ra in ing serv ice.   
 
A l l  gr ievances and compla in ts  wi l l  be deal t  w i th :  
 

 in  a  conf ident ia l  manner  and wi th  impar t ia l i ty  

 with in  14 days of  rece ip t  o f  the gr ievance/compla in t  

 and a wr i t ten response of  the outcomes and/or  dec is ions prov ided.  

 

Pos i t ive feedback and comments are welcome and can be prov ided in  the same manner .  
 
 

3 . 2  E d u c a t i o n a l  s t a n d a r d s  
 
 

 BMA Consul t ing adopts  po l ic ies and management  pract ices which mainta in  h igh 
profess ional  s tandards in  the market ing and de l ivery  o f  Vocat ional  Educat ion Tra in ing 
serv ices which safeguard the in terests  of  our  c l ients .  

 BMA Consul t ing mainta ins a learn ing env i ronment  that  is  conducive to  the success of  
s tudents .   I t  guarantees to  prov ide a l l  necessary  resources,  in  the form of  t ra iners ,  
assessors ,  fac i l i t ies  and mater ia ls  to  de l iver  i ts  serv ices.  

 BMA Consul t ing wi l l  issue qual i f icat ions and Statements  o f  At ta inment  wi th in  i ts  scope of  
reg is t ra t ion to  s tudents  who meet  the requi red outcomes of  the qual i f icat ion or  un i t /s  o f  
competency,  in  accordance wi th  a l l  appropr ia te  nat ional  gu ide l ines.  
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3 . 3  M a r k e t i n g  
 
 
BMA Consul t ing markets  i ts  products  and serv ices wi th  in tegr i ty ,  accuracy and 
profess ional ism.   In the prov is ion of  in format ion no fa lse or  mis leading compar isons wi l l  be 
drawn wi th  any other  serv ice prov ider .  
 
 

3 . 4  S t u d e n t  i n f o r m a t i o n  
 
 
BMA Consul t ing prov ides accurate,  re levant  and up- to-date in format ion to  c l ients  and the i r  
employees pr ior  to  course commencement .   Th is  wi l l  inc lude in format ion such as:  
 

 BMA Consul t ing ’s  Code of  Pract ice 

 Student  Handbook 

 any course pre- requis i tes  or  mater ia ls  

 to ta l  costs / fees payable  by c l ient  (employer)  

 cer t i f icat ion to  be issued to  s tudents  on complet ion or  par t ia l  complet ion of  a  course 

 competenc ies to  be achieved by s tudents  

 assessment  procedures 

 arrangements for  mutual  recogni t ion and Recogni t ion of  Pr ior  Learn ing 

 compla in ts ,  gr ievances and appeals  po l ic ies and procedures 

 locat ion of  t ra in ing venues 

 student  suppor t  serv ices.  
 
 

3 . 5  R e c r u i t m e n t  
 
 
Tra inees are nominated by the c l ient  organisat ion.   When requested to  par t ic ipate in  the 
recru i tment  process,  BMA wi l l  ensure that  these are conducted at  a l l  t imes in  an eth ica l  and 
responsib le  manner ,  cons is tent  wi th  the requi rements  o f  the Tra in ing Package and the 
pr inc ip les o f  soc ia l  jus t ice.  
 
BMA Consul t ing has sound human resources po l ic ies  and procedures for  the recru i tment ,  
se lect ion,  induct ion and ongoing development  o f  each member  o f  s ta f f  invo lved in  t ra in ing 
and assessment  serv ice de l ivery  to  s tudents  and c l ients .   A l l  human resources processes are 
conducted in  an eth ica l  and responsib le  manner .  
 
BMA Consul t ing a lso has a per formance management  system (see separate po l icy)  which 
encourages and prov ides oppor tun i t ies  for  the ongoing profess ional  development  o f  s ta f f  and 
per formance moni tor ing.  
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Staf f  o f  BMA Consul t ing under take an induct ion process which prov ides in format ion and 
mater ia ls  re levant  to  the i r  work  inc lud ing:  
 
 

 Tra in ing Packages and the Nat ional  Tra in ing In format ion Serv ice (NTIS)  

 Competency-based t ra in ing and assessment  

 VET requi rements  and po l ic ies  

 New Apprent iceships/Tra ineeships 

 Enro lment  procedures 

 RPL and mutual  recogni t ion ar rangements 

 Appeals ,  compla in ts  and gr ievances processes 

 Language,  l i te racy and numeracy  

 Disc ip l inary  procedures 

 Access and equi ty  issues and pr inc ip les.  
 
 

3 . 6  F e e s  a n d  r e f u n d s  
 
 
Employees of  c l ient  organisat ions are not  charged tu i t ion fees for  at tendance at  in-house 
courses.   BMA enters  in to  a  cont ractua l  ar rangement  wi th  the c l ient  organisat ion.   Payment  is  
rece ived on ly  a f ter  cont ractua l  ob l igat ions have been met .  
 
 

3 . 7  G u a r a n t e e  
 
 
BMA Consul t ing wi l l  honour  a l l  ob l igat ions out l ined in  t ra in ing cont racts  wi th  s tudents  and 
c l ients .  
 
 

3 . 8  I n t e r n a t i o n a l  s t u d e n t s  
 
 
Any in ternat ional  s tudents  a t tending courses of fered by BMA wi l l  be employees of  c l ient  
organisat ions.  
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4 .  B M A  C o n s u l t i n g  p o l i c i e s  a n d  
p r o c e d u r e s  
 
 

4 . 1  M a n a g e m e n t ,  a d m i n i s t r a t i v e  a n d  f i n a n c i a l  
p r a c t i c e s  

 
 
BMA Consul t ing is  commit ted to  qual i ty  t ra in ing and c l ient  serv ice.   As a Regis tered Tra in ing 
Organisat ion (RTO) i t  operates under  a  Code of  Conduct  and th is  Code of  Pract ice to  ensure 
i ts  commitment  to  qual i ty  serv ice.   I t  is  commit ted to  qual i ty  management  wi th  an emphasis  on 
cont inuous improvement  and s ta f f ,  s tudent  and c l ient  sat is fact ion.   Th is  ass is ts  BMA 
Consul t ing in  understanding s ta f f ,  s tudent  and c l ient  needs,  ensures BMA Consul t ing is  
measur ing sat is fact ion wi th  the serv ices i t  prov ides,  and dr ives and improves bus iness 
processes by cont inuous ly  check ing i f  processes are work ing or  need to be improved 
 
 

4 .1 .1  BMA Consul t ing has developed pol ic ies and procedures to  ensure the prov is ion of  
qual i ty  t ra in ing and assessment  serv ices to  c l ients  cons is tent  wi th  i ts  scope of  
reg is t ra t ion and sca le  o f  operat ions.   Th is  Code of  Pract ice deta i ls  BMA Consul t ing ’s  
po l ic ies and procedures re la t ing to  the prov is ion  of  t ra in ing serv ices.    
 
BMA Consul t ing a lso has the fo l lowing separate s ta tements of  po l ic ies and 
procedures:  
 

 code of  conduct  

 r isk  management  po l icy  

 workplace d ivers i ty  – d iscr iminat ion and harassment  po l icy  and pr inc ip les 

 human resources records po l icy  

 per formance management  po l icy  and procedures 

 cont inuous improvement  po l icy  and procedures 

 f inanc ia l  management  po l icy  and procedures.  
 

 

4 .1 .2  BMA Consul t ing ’s  Di rector  ensures po l ic ies and procedures are c i rcu la ted to  and 
understood by s ta f f .  

4 .1 .3  BMA Consul t ing ’s  Di rector  ensures po l ic ies and procedures are cons is tent ly  rev iewed 
and improved.  
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4 .1 .4  BMA Consul t ing ’s  Di rector  conducts  an in terna l  audi t  o f  i ts  compl iance against  the 
Aust ra l ian Qual i ty  Tra in ing Framework and the AQTF standards on an annual  bas is  to 
ensure cont inued compl iance.  

4 .1 .5  BMA Consul t ing guarantees i ts  sound f inanc ia l  pos i t ion.   There are no s tudent  fees as 
such – the c l ient  pays an agreed amount  upon the de l ivery  o f  a course and a l l  
cont ractua l  ar rangements .  

4 .1 .6  Student  records are managed secure ly  and conf ident ia l ly  and are ava i lab le  for  s tudent  
perusal  on request  in  accordance wi th  re levant  pr ivacy gu ide l ines.   

4 .1 .7  BMA Consul t ing mainta ins adequate  insurance po l ic ies wi th  regard to  workers  
compensat ion,  publ ic  l iab i l i ty ,  profess ional  indemni ty  and bu i ld ing and contents  
insurance.  

 
 

4 . 2  T r a i n i n g  a n d  a s s e s s m e n t  s t a n d a r d s  
 
 

4 .2 .1  Al l  t ra in ing and assessment  s t ra teg ies wi l l  be developed wi th in  BMA Consul t ing ’s  
scope of  reg is t ra t ion as an RTO and us ing s takeholder / indust ry  consul ta t ion and 
feedback processes.   The t ra in ing and assessment  s t ra teg ies should ident i fy  proposed 
target  groups,  de l ivery  and assessment  modes and s t ra teg ies and assessment  
va l idat ion processes and pathways.  

4 .2 .2  A panel  o f  assessors,  t ra iners  and subject  exper ts  rev iew a l l  assessment  and learn ing 
mater ia ls  and prov ide feedback and recommendat ions before mater ia ls  are f ina l ised 
and implemented.  

4 .2 .3  BMA Consul t ing embraces po l ic ies and management  pract ices that  mainta in  h igh 
profess ional  s tandards in  the market ing and de l ivery  o f  Vocat ional  Educat ion and 
Tra in ing serv ices.   These po l ic ies and pract ices wi l l  safeguard the in terests  and 
wel fare o f  s tudents .  

4 .2 .4  Al l  t ra iners  wi l l  mainta in  a  learn ing env i ronment  that  is  cu l tura l ly  appropr ia te  and 
conducive to  the success of  s tudents .   They wi l l  have the capac i ty  to  de l iver  the 
t ra in ing and fac i l i ta te  the assessment  re levant  to  the t ra in ing serv ices of fered and 
prov ide adequate fac i l i t ies  and use appropr ia te  methods and mater ia ls .  

4 .2 .5  Assessment  wi l l  meet  the Nat ional  Assessment  pr inc ip les ( inc lud ing Recogni t ion of  
Pr ior  Learn ing and Cred i t  Transfer ) .  

4 .2 .6  Al l  t ra in ing and assessment  mater ia ls  wi l l  be regulated through vers ion cont ro l  
procedures to  ensure currency and qual i ty  assurance of  mater ia ls  be ing used.  
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4 . 3  L e g i s l a t i v e  r e q u i r e m e n t s  
 
 
BMA Consul t ing has ident i f ied and compl ies wi th  re levant  State ,  Terr i tory  and Commonweal th  
leg is la t ion cover ing Vocat ional  Educat ion and Tra in ing,  Occupat ional  Heal th  and Safety ,  
workp lace harassment ,  v ic t imisat ion and bu l ly ing,  ant i -d iscr iminat ion inc lud ing equal  
oppor tun i ty ,  rac ia l  v i l i f i ca t ion,  d isabi l i ty  and d iscr iminat ion.  
 
I t  ident i f ies  and compl ies wi th  leg is la t ion re levant  to i ts  RTO operat ions and ensures:  
 

 Staf f  are prov ided wi th  in format ion about  leg is la t ion that  s ign i f icant ly  a f fects  the i r  dut ies .  

 Students  and c l ients  are prov ided wi th  in format ion about  leg is la t ion that  s ign i f icant ly  
a f fects  the i r  par t ic ipat ion in  educat ion and t ra in ing.  

 
 
In  addi t ion,  BMA Consul t ing recognises and compl ies wi th  the fo l lowing leg is la t ion  spec i f ic  to  
the nature of  i ts  serv ices:  

 
 Ant i -Discr iminat ion Act  1998 
 Crimes Act  1900 
 Freedom of  In format ion Act  1989 
 Independent  Commiss ion Against  Corrupt ion Act  1988 
 Vocat ional  Educat ion and Tra in ing Act  1995 (ACT) 
 Occupat ional  Heal th  and Safety  Act  1983 
 Occupat ional  Heal th  and Safety  Act  1989 (ACT) 
 Workplace Heal th  and Safety  Act  1995 
 Workers  Compensat ion Act  1951 (ACT) 
 Workplace Relat ions Act  1996 
 Ombudsman Act  1974 
 Protected Disc losures Act  1994 
 Publ ic  F inance and Audi t  Act  1983.  

 
 
 

4 . 4  A c c e s s  a n d  e q u i t y  a n d  r e c r u i t m e n t  
 
 
BMA Consul t ing is  commit ted to  the pr inc ip les o f  equal  employment  oppor tun i ty  and ant i -
d iscr iminat ion as they apply  to  the t ra in ing and s ta f f  development  funct ion for  a l l  c l ient  
organisat ions and the i r  s ta f f  regard less of  the i r  sexual i ty ,  mar i ta l  s tatus,  s ta tus as a parent  or  
carer ,  pregnancy,  race,  re l ig ion or  po l i t ica l  conv ic t ion,  soc ia l  or ig in  and impai rment .   I t  
moni tors  s taf f  per formance against  and adherence to  access and equi ty  pr inc ip les through 
s tudent /c l ient  feedback and the per formance management  system.  
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A separate Workp lace Divers i ty  pol icy  has a lso been deve loped.  
 
In  par t icu lar ,  the fo l lowing po in ts  are observed:  
 

 t ra in ing and assessment  serv ices are appropr ia te  to s tudents ’  cu l ture,  backgrounds and 
re l ig ious be l ie fs  

 characters  (and the i r  names)  used in  case s tud ies,  exerc ises and examples are f ree f rom 
stereotype and un l ike ly  to  cause of fence 

 mater ia l  and presenters  d iscourage and prevent  po lar isat ion of  par t ic ipants  

 the course content ,  process and/or  act iv i t ies  inc lude a l l  s tudents  and avoid g iv ing an 
advantage to  any one ind iv idual  or  group over  another  

 verbal  and non-verbal  language is  non-d iscr iminatory  

 humour  is  non-d iscr iminatory  

 course mater ia ls  (such as sess ion p lans,  v ideos,  handouts ,  graphics,  car toons,  computer  
screens etc . )  are non-d iscr iminatory ,  un l ike ly  to o f fend and promote EEO pr inc ip les where 
poss ib le .  

 

4.4.1  BMA Consul t ing wi l l  meet  the needs of  ind iv iduals  and c l ients  through the in tegrat ion 
of  access and equi ty  gu ide l ines.   BMA Consul t ing ensures that  that  equi ty  pr inc ip les 
for  a l l  people are implemented through the fa i r  a l locat ion of  resources and the r ight  to  
equal i ty  o f  oppor tun i ty  wi thout  d iscr iminat ion.   BMA Consul t ing wi l l  increase 
oppor tun i t ies  for  people  to  par t ic ipate in  the Vocat ional  Educat ion and Tra in ing 
system, and in  assoc ia ted dec is ions,  which af fect  the i r  l ives.  

4 .4 .2  Al l  s tudents  are recru i ted in  an eth ica l ,  responsib le  and equ i tab le  manner  adher ing to  
equal  oppor tun i ty  leg is la t ion and cons is tent  wi th  the requi rements  o f  the t ra in ing 
serv ices.  

4 .4 .3  BMA Consul t ing ensures that  a l l  s taf f  members comply  wi th  access and equi ty  
leg is la t ion and pr inc ip les .  

4 .4 .4  Appropr ia te  qual i f ied s ta f f  w i l l  assess the extent  to  which the s tudent  is  l ike ly  to 
ach ieve the un i t  o f  competency or  outcomes of  the course,  based on the s tudent ’s  
qual i f icat ions and competenc ies.  
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4 .4 .5  BMA Consul t ing proh ib i ts  d iscr iminat ion towards any group or  ind iv iduals  in  any form,  
inc lus ive of :  

 Gender   

 Pregnancy  

 Race,  co lour ,  nat ional i ty ,  e thn ic  or  e thno-re l ig ious background  

 Mar i ta l  s tatus  

 Homosexual i ty  (male or  female,  actua l  or  presumed)   

 Age ( in  re la t ion to  compulsory  re t i rement) .   
 

 
Access and equi ty  issues and pr inc ip les are cons idered in  t ra in ing de l ivery  and 
assessment  serv ices.  

 
 
 

4 . 5  M a r k e t i n g  a n d  a d v e r t i s i n g  
 
 

4 .5 .1  BMA Consul t ing wi l l  market  the i r  Vocat ional  Educat ion and Tra in ing wi th  in tegr i ty ,  
accuracy,  and profess ional ism,  avo id ing vague and ambiguous s ta tements .  

4 .5 .2  In  the prov is ion of  in format ion no fa lse or  mis leading compar isons wi l l  be drawn wi th  
any other  t ra in ing prov ider  or  course.  

4 .5 .3  BMA Consul t ing ’s  market ing s t rateg ies  wi l l  not  cont ravene leg is la t ion.  

4 .5 .4  Students  wi l l  be recru i ted responsib ly  and eth ica l ly  a t  a l l  t imes and recru i tment  wi l l  be 
cons is tent  wi th  any Train ing Package/product  requi rements .   BMA Consul t ing is  
commit ted to  non-d iscr iminat ion in  any form when recru i t ing and se lect ing and at  a l l  
t imes compl ies wi th  equal  oppor tun i ty  and ant i -d iscr iminat ion leg is la t ion.   There may 
be prerequis i tes before commencing a program due to  heal th  requi rements  or  the 
nature of  the program. 
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4 . 6  S t u d e n t / c l i e n t  s e r v i c e ,  w e l f a r e  a n d  g u i d a n c e  
 

4 .6 .1  BMA Consul t ing has sound management  pract ices to  ensure ef fect ive s tudent /c l ient  
serv ice.   In  par t icu lar  BMA Consul t ing has serv ice s tandards to  ensure t imely  issue of  
s tudent  assessment  resu l ts  and qual i f icat ions.   These wi l l  be appropr ia te  to  
competence achieved and issued in  accordance wi th  nat ional  gu ide l ines.  

4 .6 .2  Student  records and documentat ion are recorded,  kept  conf ident ia l  and secure ly  
arch ived.  Students  can access the i r  own f i les  upon wr i t ten request  to  BMA Consul t ing 
admin is t ra t ion.  

4 .6 .3  BMA Consul t ing has s tudent  wel fare and gu idance serv ices re levant  to  the t ra in ing 
serv ices.   These inc lude l i teracy and numeracy suppor t ,  job search ass is tance and 
re fer ra l  to  counsel l ing as appropr ia te .  

4 .6 .4  Upon enro lment  to  a course,  s tudents  are ass is ted to  develop an ind iv idual  learn ing 
p lan.   Th is  process wi l l  ident i fy  any adapt ive technology wh ich may be requi red,  any 
addi t ional  tu tor ing ass is tance and determine a t imeframe for  the t ra in ing and 
assessment  to  be conducted.  

 
 

4 . 7  S t u d e n t  i n f o r m a t i o n  a n d  a s s i s t a n c e  
 

4 .7 .1  BMA Consul t ing wi l l  prov ide accurate,  re levant  and up- to-date in format ion to  a l l  
s tudents  pr ior  to  commencement  about  a l l  aspects  of  the i r  t ra in ing and assessment .   
Th is  wi l l  inc lude but  not  be l imi ted to :  

 

 A copy of  the Student  Handbook 

 In format ion about  BMA Consul t ing ’s  compla in ts ,  gr ievances and appeals  
processes 

 In format ion about  BMA Consul t ing ’s  access and equi ty  po l icy   

 Deta i ls  re la t ing to  tota l  fees,  costs  and charges (where appl icab le)   

 The award to  be issued to  the s tudent  on complet ion or  par t ia l  complet ion of  the 
course  

 Competenc ies to  be achieved by s tudents   

 Admiss ion procedures and cr i ter ia   

 Assessment  procedures  

 Student  suppor t  serv ices  

 Arrangements for  mutual  recogni t ion and Recogni t ion of  Pr ior  Learn ing.   
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4 .7 .2  Where necessary,  ar rangements wi l l  be made for  those s tudents  requi r ing l i teracy 
and/or  numeracy suppor t  programs.   A l l  s tudents  may e lect  to  be assessed in  order  to  
ascer ta in  i f  the i r  l i te racy and numeracy sk i l ls  are suf f ic ient  to  successfu l ly  under take 
the t ra in ing program.  Th is  is  usual ly  v ia  in terv iew or  complet ion of  an exerc ise 
conta ined in  the proposed t ra in ing program.  Those who requi re  fur ther  assessment  
wi l l  be ass is ted through an externa l  qual i f ied exper t .   Any costs  incurred for  fee- for -
serv ice s tudents  wi l l  be the respons ib i l i ty  o f  the s tudent .  

4 .7 .3  BMA Consul t ing recognises spec ia l  needs that  some students  may have because of  
the i r  ind iv idual  background and exper ience.   Some may progress at  d i f ferent  leve ls ,  
and may encounter  d i f ferent  learn ing barr iers  than others .   BMA Consul t ing wi l l  
endeavour  to  prov ide and mainta in  a  profess ional  learn ing suppor t  env i ronment ,  
where in  the s tudent  can progress at  a  pace cons is tent  wi th the i r  own expectat ions.  

4 .7 .4  BMA Consul t ing wi l l  take every  oppor tun i ty  to  ensure that  th is  in format ion is  
d isseminated,  understood and va lued by a l l  BMA Consul t ing s ta f f  and s tudents .  

 
 

4 . 8  C o m p l a i n t s ,  g r i e v a n c e s  &  a p p e a l s  
 
 
BMA Consul t ing ’s  po l icy  o f  handl ing compla in ts ,  gr ievances and appeals  is  based on the 
fo l lowing pr inc ip les:  
 
 Feedback on per formance prov ides an oppor tun i ty  for  BMA Consul t ing to  improve i ts  

serv ice to  s tudents  and c l ients .  

 Staf f ,  s tudents  and c l ients  are encouraged to  comment  on any aspects  o f  BMA 
Consul t ing ’s  per formance to  ensure cont inuous improvement  and to  resolve d i f f icu l t ies .  

 Staf f ,  s tudents  and c l ients  have r ights  and responsib i l i t ies  which are in tegra l  to  the 
reso lu t ion of  any prob lems.  

 Compla in ts  should be taken ser ious ly  by s ta f f  a t  every  leve l  and every  e f for t  should be 
made to  reso lve ident i f ied prob lems as soon as feedback is  rece ived and to  ensure that  
the prob lem does not  recur .  

 

4 .8 .1  BMA Consul t ing has a fa i r  and equi tab le  process for  deal ing wi th  s tudent  gr ievances,  
compla in ts  and appeals .   BMA Consul t ing team members wi l l  be fa i r ,  cour teous and 
he lp fu l  in  a l l  dea l ings wi th  s tudents .   In  the event  that  compla in ts  or  gr ievances 
cannot  be reso lved in terna l ly ,  BMA Consul t ing wi l l  adv ise the s tudent  o f  the 
appropr ia te  externa l  avenue for  ass is tance.  
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4 .8 .2  Student /c l ient  compla in ts ,  gr ievances and appea ls  wi l l  be deal t  w i th  in a  t imely  and 
const ruct ive manner .  

4 .8 .3  Each compla in t ,  gr ievance or  appeal  and i ts  outcome wi l l  be recorded in  wr i t ing.  

4 .8 .4  Appeals  wi l l  be heard by an independent  person or  panel .   BMA Consul t ing uses 
Terry  Smi th  f rom CIT for  assessment  appeals .  

4 .8 .5  Each appel lant  wi l l  be prov ided wi th  an oppor tun i ty  to formal ly  present  h is  or  her  case 
and wi l l  be prov ided wi th  a  wr i t ten s ta tement  of  the appeal  outcomes,  inc lud ing 
reasons for  dec is ions.  

 

 

4 . 9  C o n t i n u o u s  i m p r o v e m e n t  
 
 
BMA Consul t ing is  commit ted to  cont inuous improvement  o f  i ts  programs,  courses,  teaching 
methods and admin is t ra t ion.   I t  has a documented cont inuous improvement  process.   
Feedback is  encouraged f rom staf f ,  s tudents ,  c l ients  and other  s takeholders  to  ensure the 
cont inuous improvement  o f  qual i ty  and target ted t ra in ing serv ices.  
 

4.9.1  BMA Consul t ing conducts  regular  rev iews of  i ts  t ra in ing serv ice.   Feedback f rom staf f ,  
s tudents  and c l ients  is  encouraged,  welcomed and implemented through cont inuous 
improvement  p lanning.   Surveys are used by BMA Consul t ing to  gauge the 
ef fect iveness of  serv ice prov is ion and s ta f f /s tudent /c l ient  sat is fact ion.  

4 .9 .2  BMA Consul t ing rev iews i ts  bus iness pract ices and t ra in ing  serv ices through an annual  
s t ra teg ic  p lanning process.   Outcomes of  th is  rev iew inc lud ing feedback rece ived are 
implemented to  ensure ongoing improvement  in  bus iness pract ices and t ra in ing 
serv ices.  

4 .9 .3  BMA Consul t ing conducts  an annual  in terna l  audi t  o f  i ts  compl iance against  the AQTF.   
Th is  enables cont inuous improvement  o f  systems and serv ices through the compl iance 
process.  

4 .9 .4  BMA Consul t ing has agreed to  par t ic ipate in  externa l  moni tor ing and audi t  processes 
requi red by the State Tra in ing Author i ty .   Th is  covers  random audi ts ,  audi t  fo l lowing 
compla in ts  and audi t  for  the purposes of  re- reg is t ra t ion.  
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4 . 1 0  A p p r e n t i c e / T r a i n e e s h i p  t r a i n i n g  c o n t r a c t s  
 
 
In  the course of  i ts  normal  educat ion and t ra in ing serv ices,  BMA Consul t ing does not  enter  
in to  agreements  invo lv ing Apprent ices/Tra inees as par t  o f  an Apprent ice/Tra ineeship Tra in ing 
Contract .   In  the unusual  c i rcumstance that  BMA Consul t ing d id  enter  in to  such an agreement  
and in  conjunct ion wi th  the usual  serv ices prov ided to  s tudents :  
 

4.10.1  BMA Consul t ing would develop a Learn ing Plan which is  ta i lored to  meet  the needs of  
the employer  and the Apprent ice/Trainee 

4.10.2  BMA Consul t ing would out l ine in  the Learn ing Plan what  t ra in ing and assessment  
would be conducted of f - the- job and what  would be conducted on- the job and how BMA 
Consul t ing would ass is t  in  ensur ing the in tegr i ty  o f  both aspects  o f  the t ra in ing and 
assessment  process 

4.10.3  BMA Consul t ing would prov ide the employer  and Apprent ice/Tra inee wi th  appropr ia te  
induct ion in format ion about  the Learn ing Plan.  

 
 
 
 

4 . 1 1  R e c o r d s  m a n a g e m e n t  
 
 
BMA Consul t ing prov ides qual i ty  systems for  record management  which ensure the pr ivacy,  
in tegr i ty ,  access and currency of  s tudent  records.   Through i ts  records management  
procedures,  BMA Consul t ing prov ides for  the fo l lowing:  
 

4.11.1  Student  records are s tored secure ly  inc lud ing backup of  e lect ron ic  records.  

4 .11.2  Retent ion,  arch iva l  and re t r ieva l  o f  s tudent  resu l ts  for  a  per iod of  30 years.  

4 .11.3  Retent ion,  arch iva l  and re t r ieva l  o f  a l l  o ther  records cons is tent  wi th  cont ractua l  and 
legal  ob l igat ions and requi rements  o f  the Vocat ional  Educat ion and Train ing 
Accred i ta t ion Board (VETAB).  

4 .11.4  Transfer  of  s tudent  records and resu l ts  cons is tent  wi th VETAB requi rements .  

4 .11.5  Compl iance wi th  externa l  repor t ing requi rements  such as AVETMISS ( i f  app l icab le) .  
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4.11.6  Safeguard ing of  conf ident ia l  in format ion obta ined by BMA Consul t ing or  any 
commit tees,  ind iv iduals  or  organisat ions act ing on i ts  behal f .  

4 .11.7  Pr ivacy of  in format ion about  s tudents  and c l ients .   Such in format ion wi l l  not  be 
d isc losed to  a  th i rd par ty  wi thout  the pr ior  wr i t ten consent  o f  the ind iv idual  wi th  whom 
the in format ion re la tes to .  

4 .11.8  Access by s tudents  and c l ients  to  the i r  personal  records.  
 
 

4 . 1 2  R P L / R C C  a n d  m u t u a l  r e c o g n i t i o n  
 
 
BMA Consul t ing recognises Aust ra l ian Qual i f ica t ion Framework (AQF) qual i f icat ions and 
Statements  o f  At ta inment  issued by other  RTOs.   Advanced s tanding wi l l  be awarded for  the 
successfu l  complet ion through another  RTO of  nat ional  un i ts  o f  competency which are 
inc luded in  programs of fered by BMA Consul t ing.   
 
BMA Consul t ing a lso prov ides a se l f  assessment  ins t rument  for  s tudents  to under take a se l f  
assessment  process to apply  for  Recogni t ion of  Pr ior  Learning (RPL) .   Th is  process accounts  
for  work exper ience,  l i fe  exper ience or  formal  s tudy which cannot  be recognised by  cred i t  
t ransfer .   I t  recognises the sk i l ls  and knowledge which s tudents  have and can demonstra te .  
 

4.10.1  Students  who cons ider  that  through pr ior  learn ing and/or  exper ience they have ga ined 
the sk i l ls /competenc ies requi red for  un i ts  o f  competency wi th in  courses of fered by 
BMA Consul t ing may be granted cred i t  upon substant ia t ion of  that  c la im.  

4 .10.2  Students  should comple te the se l f  assessment  ins t rument  pr ior  to gather ing necessary  
ev idence to  suppor t  the i r  c la im for  recogni t ion.   

 
 

4 . 1 3  A s s e s s m e n t  c r i t e r i a  
 
 
BMA Consul t ing has developed qual i ty  learn ing and assessment  mater ia ls .   The Assessor  
Guides prov ide in format ion for  s tudents  on the assessment  process,  develop ing an ev idence 
por t fo l io  and under tak ing a se l f  assessment  process for  recogni t ion of  pr ior  learn ing.   
 

4.11.1  The object ive is  for  the s tudent  to  show that  they have achieved the sk i l ls  and 
knowledge for  the requi red un i ts  o f  competency.   Students  may be assessed through 
one or  more of  the fo l lowing methods:   

 

 Observat ion – the complet ion of  a  spec i f ied task or  set  o f  procedures,  normal ly  
per formed under  c lose superv is ion,  us ing a deta i led check l is t .   
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 Oral  quest ion ing – a response is  prov ided to  a  ser ies o f  quest ions presented in  
order  to  demonst ra te  understanding of  pr inc ip les or  reasoning behind the act ion 
taken.   

 Case s tudy – an oppor tun i ty  to  d isplay prob lem so lv ing and dec is ion making sk i l ls  
is  prov ided in  a  s imulated context .   

 Mul t ip le  choice – a  quest ion or  incomplete s ta tement  fo l lowed by severa l  opt ions 
f rom which the s tudent  se lects  the appropr ia te  answer /s .   

 Wri t ten shor t  answer  –  a wr i t ten response i tem cons is t ing of  a  quest ion/s  wi th  
answers of  a  s ing le  word,  a  few words,  a  sentence,  or  a paragraph.   

 Work pro ject  –  an exerc ise or  invest igat ion based on a rea l  l i fe  s i tuat ion,  
genera l ly  requi r ing a s ign i f icant  par t  of  the work be ing carr ied out  wi thout  
superv is ion,  and invo lv ing the complet ion of  a  pro ject  repor t .   

 Or any other  method out l ined in  the s tudent ’s  gu ide.  
 
 

Students  wi l l  be adv ised of  the assessment  methodology before t ra in ing  commences.  
 
 
 

4 . 1 4  I s s u e  o f  c e r t i f i c a t e s  a n d  s t a t e m e n t s  o f  a t t a i n m e n t  
 

4 .12.1  BMA Consul t ing wi l l  issue the spec i f ied Aust ra l ian Qual i f ica t ions Framework 
qual i f ica t ion  or  Statement  o f  At ta inment  wi th in  14 work ing days in  accordance wi th  the 
fo l lowing:  

 Qual i f ica t ion:   for  successfu l  complet ion of  the assessment  requi rements  for  a l l  
un i ts  o f  competency for  the nat ional  qual i f ica t ion 

 Statements  o f  At ta inment :   for  successfu l  complet ion of  the assessment  
requi rements  for  c lusters  o f  ind iv idual  un i ts  o f  competency f rom the nat ional  
qua l i f ica t ion.   

 
 
 
S igned:   _________________________________________________ 
 
 
D i rector ,  BMA Consul t ing Pty  Ltd  
 
Dated:  _____ /  _____ /  _____  
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Attachment  1  to  BMA Consul t ing Code of  Pract ice 
 
 

i n f o r m a t i o n  t o  b e  p r o v i d e d  t o  
s t u d e n t s :  
 

 copy of  the Student  Handbook  

 the accred i ta t ion s ta tus of  the course  

 entry  requi rements   

 fee s t ructures and re funds 

 arrangements for  the Recogni t ion o f  Pr ior  Learn ing and mutual  recogni t ion  

 the commencement  dates and durat ion of  courses  

 the t ime commitment  invo lved in  under tak ing the t ra in ing of fered  

 the qual i f icat ion/cer t i f icat ion to  be issued on complet ion or  par t ia l  complet ion of  the 
course of  s tudy  

 requi rements  to  ach ieve the qual i f icat ion  

 how the course ar t icu la tes wi th  o ther  t ra in ing  

 expected employment  outcomes  

 pol ic ies on assessment  

 in terna l  and externa l  compla in ts ,  gr ievances and appeals  processes  

 student  r ights  and respons ib i l i t ies   

 RTO r ights  and respons ib i l i t ies   

 withdrawal  ar rangements   

 condi t ions under  which tu i t ion may be terminated  

 student  suppor t  serv ices 
 


