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STUDENT POLICIES AND PROCEDURES

PREFACE:

The policies and procedures contained herein are designed, and maintained to comply with current Australian educational standards.  The policies, procedures and management practices will maintain high professional standards in the delivery of education and training services, thereby safeguarding the educational interests and welfare of all students.

Hereafter, Mortuary & Funeral Educators Pty. Ltd. will be referred to as MFE, and unless otherwise indicated, the word “course(s)” will generally be used to include training packages, multiple courses, individual courses, course components from accredited courses, and short courses.

Mortuary & Funeral Educators Pty. Ltd. is a Registered Training Organisation 
(RTO), that provides recognised training under the Australian Qualifications Training Framework 2007.  MFE’s Registration Number is 21125.  

EQUAL OPPORTUNITY:

There are specific legislative requirements written into law that mandate the treatment of all people equally, regardless of age, sex, race, religion or disability.  MFE recognises its’ role in this regard, and has designed and implemented its Policies and Procedures with State and Federal anti-discrimination legislation (in the area of Equal Opportunity) clearly in mind.  Under the title of Equal Opportunity, MFE has written specific information:

HARASSMENT:

Any type of uninvited verbal and, or physical behaviour, repeated and personally offensive to the recipient is termed Harassment, and is considered illegal.  Harassment creates an intimidating, hostile and, or offensive educational environment, thereby removing the equality of opportunity for students.

What may be offensive behaviour to one person may not be to another.  Harassment does not depend upon the harasser’s intent – it depends upon how the person being harassed is affected.  
If the behaviour results in the person being harassed feeling offended or humiliated – intimidated or frightened, then the parameters of harassment have been qualified, and said behaviour is against the law.

It is important for every student to understand that MFE will not in any way tolerate any type or form of harassment; either to students, to instructors, to the Educator, or to any other company employee.  If a student feels that he/she needs more advice or assistance regarding their rights and obligations concerning Equal Opportunity, please contact MFE’s head office, and ask to speak to the Director of Equal Opportunity.

RECOGNITION OF PRIOR LEARNING (RPL):

Recognition of Prior Learning (RPL) is the acknowledgement of skills and knowledge obtained through:
· Formal training (conducted by education or industry);
· Work experience – including informal training;
· Life experience.

The main focus of RPL is the assessment of formal training, work and life experiences assessed against the competency standards of the course or a course component in question – without focusing on the how, when or where the learning and competencies occurred.  This is the crucial underlying principle of RPL.

It is important for you to apply for RPL if you think you have already achieved some or all of the experience that would be relevant to your course or course component(s) of study.

MFE encourages every student to apply for RPL, and MFE’s document on RPL has been included with this document to ensure that you understand the RPL system; what it means to you, how it works, and what the outcome could be for you.

Recognition of Qualifications issued by other RTOs:

The outcomes of assessments conducted for national recognition purposes against the competency standards and qualifications of any registered course that MFE delivers are subject to the Standards of the Australian Quality Training Framework.  As such, MFE will ensure that it recognises and offers credit for the assessment outcomes of all other Registered Training Organisations, regardless of whether the original assessment was conducted through training and assessment pathway or an assessment only pathway.

RECORDING AND ISSUING ASSESSMENT OUTCOMES:

MFE will record and issue Statements of Attainment and Qualifications that are issued under the Australian Quality Training Framework (AQTF) and comply with the relevant provisions in the AQTF Standards-2007.

MFE will issue an AQTF qualification once the full training package of competencies specified for the relevant AQTF qualification has been achieved.  If the student leaves the training or skills recognition process before completing the full complement of competencies required for full qualification, he/she will receive a Statement of Attainment for the course component or components completed.

ASSESSMENT:

The method of assessment, including the assessment requirements, is stated on the third page of each course component.  At the beginning of each component, the Educator will review the method and requirements of each component, along with the components Elements of Competency and the date the assignment is to be received by MFE.

METHOD OF ASSESSMENT SUBMISSION (ASSIGNMENTS ONLY):

Every assignment that is submitted to MFE, regardless of the format submitted (written, audio or video-taped), shall be submitted with a Cover Sheet.  The Cover Sheet will have the student’s name, date of submission, and the student’s education number (assigned to each student upon successful enrolment registration).  

Furthermore, the student’s name and education number must appear somewhere in either the header or footer of each page past the cover sheet.  The Cover Sheet shall be attached to the assignment by a staple in the top left-hand corner (those assignments that are too large for stapling must either be enclosed in clear plastic envelopes or bound together by another method).  Assignments that are audio or video-taped shall have the student’s name and educational number voiced at the beginning and the end of the recording, and the cassette shall be marked with the name of the course, the name of the course component, the student’s name and educational number.

Computer generated assignments can be emailed to MFE.  However, the format used for presentation must be in a Word document.

Assignments submitted by mail to MFE must be on single sheets of A-4 size paper and double-spaced.  Wide margins (with a minimum of 2.5 cm) must be maintained on both the left and right sides for the Educator’s comments.  When there is more than one question to be answered, there must be three (3) spaces between answers.  Multiple answers to multiple questions must have the corresponding question number included in the beginning of the answer.

DO NOT fax assignments to MFE unless there is no other method (mail or email) by which it can be submitted.  DO NOT submit assignments in folders or binders unless the Educator has specifically requested it.

PLAGIARISM:

“Plagiarise”, as defined in the Webster New World Dictionary, states: ‘to take (ideas, writings, etc.) from (another) and pass them off as one’s own’.  Using someone else’s words or ideas as your own, without acknowledgment of their source, is theft of literature.  MFE will not tolerate Plagiarism in any way.  If in the writing of an assignment it is necessary to quote another person’s words, ideas or statements, it is mandatory that you acknowledge that fact.  Plagiarism within the body of any assignment, without acknowledgement of reference, will be grounds for a substantial loss of marks.  If the only answer to a question is so short that you cannot put it into your own words, then reference to that fact must be given at the end of the assignment.

METHODS OF ACKNOWLEDGMENT AND, OR REFERENCING:

There are two universally accepted methods by which acknowledgement or referencing can be made; the footnote (endnote) method or the bibliography method.

Bibliography Method:

The bibliography comes at the very end of the assignment, or attached to the cover sheet if the assignment is in the form of an audiotape.  The bibliography is a list of resources that the student has utilised in the research, writing and submission of an assignment.  The bibliography can include books, articles, journals, documented submissions, or any other type media source (a film, video, audio-tape, an internet site, etc.), which the student has actually read, looks at or listened to for the preparation of his/her assignment.

The bibliography will inform the Educator marking the assignment of the extent to which the student researched specific material and how serious the student was in attempting to find the correct answer. 

Bibliographies are not numbered.  They are submitted in alphabetical order of the author’s surnames.  For each reference noted, the following items should be listed:

The surname of the author(s) – followed by his/her initials.
The title and subtitle of the book, article, journal, submission, film, video, audio-tape or web site -  in italics or underlined, but without inverted commas.  The sub-title is separated from the title by a colon ( ; ).
Titles of articles or chapters are shown inside inverted commas and in plain test, followed in italics or underlined by the title of the book or journal in which the article first appeared:

		Edition (where there is more than one)
				Place of publication
				Publisher’s name
				Date of publication

Example for a book:
Strub, Clarence G. and Frederick, L.G
	The Principles and Practice of Embalming
	Fifth Edition – Professional Training Schools, Dallas, Texas-USA, 1989

Example for a magazine or newspaper article:
	Bennett, Joe, “Names of the Past”, Holland M.J. (ed), 
The Embalmer, Vol. 43, No. 2
The British Institute Of Embalming, Spring of 2000

Footnote (endnote) Method:

The use of footnotes (endnotes) would be indicated for the student when the words of another writer are quoted directly (word-for-word), or a reference is made to another writer’s work or ideas.  This will allow the Educator to know exactly where the words or ideas came from. Footnotes will appear at the bottom of each page (on the same page that the words/ideas were written) and endnotes will appear at the end of the entire assignment.  Footnotes and endnotes are noted in the text by the use of a superscript number (e.g. a number above the line of the text, as this example indicates “………and that process will be completed”. 5 )

When a book or article is cited for the first time in a footnote, all of the information required for the bibliography is given plus the number and a specific page reference.  When that same book or article is referred to more than once in different footnotes, an abbreviated reference is to be used.  Examples could be:	

1.	Strub, Clarence G. and Frederick, L.G
The Principles And Practice Of Embalming
Fifth Edition – Professional Training Schools, Dallas, Texas-USA, 1989, p.33		

2.	Bennett, Joe, “Names Of The Past”, Holland, M.J. (ed), 
The Embalmer, Vol. 43, No. 2
The British Institute Of Embalming, Spring of 2000, p.22

3.	Strub and Frederick, p.99

4. ibid, p.59:
a. This is a Latin abbreviation, and means that the work being cited is the same as the work immediately above it in the list – Strub and Frederick, giving a different page number.

Quoting from someone else’s work should be used sparingly in assignments.  

It is much better to use your own words to describe a point of information, for this way the student is demonstrating to the Educator that he/she has indeed read the material – has indeed understood the material – and understands the material well enough to present it in his/her own words.  However, there are situations where quoting someone else’s words is the only way to answer the question.  This comes about most frequently when trying to define one specific word; especially words based from a science discipline.  In this situation, trying to put an answer into your own words might in fact distort the real meaning of the word.

When the student must resort to using quotations, they should be enclosed within inverted commas if they are less than three lines long (e.g. “Embalming is a two-tiered process; arterial injection and cavity embalming”.  If the quotation is longer than three lines, the inverted commas are omitted and the entire quotation is indented five spaces from the left-hand border of the page.

There may be times when the student feels that it is more prudent to leave one or more words out of a quotation.  This would be indicated by a space and three dots, followed by a space (e.g. “Embalming is…arterial injection and cavity embalming”.)

QUALITY OF THE ASSIGNMENT:

The old saying that goes, ‘Anything worth doing is worth doing right the first time’ should be employed into each assignment that is prepared for submission.  There are several factors that must be utilised by the student in his/her assignments:

· Assignments must be submitted in a well organised format
· They must be coherent, and if handwritten, THEY MUST BE LEGIBLE!
· They must be submitted in a manner that reflects the effort that has been made.
· SPELLING AND GRAMMAR MUST BE CORRECT.

The overall mark of the assignment will be partly determined by the quality of the assignment.  If an assignment needs to be formatted or presented in a specific manner, that information will be noted on the course material related to that assignment.

ASSIGNMENT DATES FOR SUBMISSION:

Students will be given a sufficient amount of time for each assignment; that time being determined by the size of the course component content and normal calendar time frames.  Due dates will be clearly stated on each assignment given.

Any assignment that is received by MFE passed the indicated due date, regardless of being received by post, fax or electronic email, without an approved extension for the assignment, will incur a loss of marks.

MFE hereby advises all students to make a copy of all assignments that are submitted (regardless of method of submission), in case the assignment is lost in post, fax transmission is not readable,   it is lost in email electronic cyberspace.



EXTENSION FOR AN ASSIGNMENT:

Extension of time for an assignment due will normally not be granted except in cases of emergency.  IT IS THE STUDENT’S RESPONSIBILITY to facilitate their study regime around work, family and other normal commitments in order for the assignment to be submitted on or before the required due date.  The application for an extension should be made as soon as he/she is aware they will have difficulty meeting the scheduled deadline.  The application should be accompanied by supporting evidence (e.g. a medical certificate).

Should an extension of time be granted, MFE will advise the student in writing, and the new date for submission of the assignment will then become its due date.  A copy of that letter from MFE must be attached to the cover sheet of the late assignment.

APPROVAL OF SPECIAL CONSIDERATION:

If a student believes he/she has been disadvantaged in the performance of an assessment, they may apply for special consideration.  The application for special consideration must be made in writing and lodged with the Educator of MFE within three (3) days of the occurrence of the circumstance that caused the application.  The Board of Directors of Mortuary & Funeral Educators, who will decide whether or not to grant special consideration, will consider the application.  If special consideration is granted, one of the following will apply:

· A marking allowance will be made
· The student will write another assignment
· The student will sit another quiz/examination
· The student will submit additional work



MARKING OF ASSESSMENTS:

Assessments taken from “practical” educational tasks will be marked as either being Competent or Not Yet Competent.  

Competent means that the student has completed ALL of the tasks outlined in the competency standards for that specific area of practical assessment, and understands those competencies at a satisfactory level of competence.  

Not Yet Competent means that the student has not completed ALL of the tasks outlined in the competency standards for that specific area of practical assessment, and he/she does not understand those competencies; therefore being judged as being at an unsatisfactory level of competence.

Assessment of written work (and of audio or video taped work) will be marked as follows:
· HD	High Distinction		95% - 100%
· D		Distinction			85% - 94%
· C		Credit				75% - 84%
· P		Pass				65% - 74%
· U		Unsatisfactory		  0% - 64%

Any student who has not completed all the required work for any course component will initially be marked as “I” (Incomplete).  If the work is not completed by a date set by MFE, the Incomplete mark will automatically be converted to U (Unsatisfactory), and the student advised as such.

RESUBMISSION OF AN ASSIGNMENT OR AN APPEAL:

When an assignment, short quiz, semester or final theoretical examination has been rated Unsatisfactory, but the Instructor of that course believes that it is appropriate to request the student to re-write and re-submit that assignment, short quiz, semester or final examination, the Instructor of that course may request the student to do so, provided the Educator of MFE is first informed and he agrees to the request.  The student will be marked Incomplete for that item until such time as the re-submitted item has been assessed and marked.

No provision is made for appeals lodged against marks other than Unsatisfactory, unless the student demonstrates and proves to the Educator that a grave injustice has been levied against him/her.  

NOTIFICATION OF MARKS:

The Educator will notify each student of final assessments on each course component after the marking process has been completed.  The Educator will also include any comments that he feels are relevant for the student’s revision of that course component.

ATTENDANCE AT LECTURES AND EMBALMING WORKSHOPS:
Note:  This section NOT APPLICABLE to Distance Learning Students

Each course is designed in such a way that attendance at all lectures and workshops is essential for the student to fully understand all of the learning outcomes and key competencies of the course.

The Educator, on the recommendation of the Course Instructor, may give approval to absences that are unavoidable.  Normally, such approval will not be given if the absences total more than 25% of the total course contact hours.  It is expected that a student who knows he/she will be unavoidably absent will make satisfactory alternative arrangements to cover the work missed.

COMMENCEMENT OF THE COURSE:
Note:  This section NOT APPLICABLE to Distance Learning Students

Each student must commence on the date specified for commencement of the course listed for study.

LATE ENTRY INTO A COURSE:
Note:  This section NOT APPLICABLE to Distance Learning Students

No student will be permitted to enrol and enter into any course once the instruction for that course has begun unless the course educator believes the student’s education, training and progress will not be impaired by commencing late.

CLASS SIZE:
Note:  This section NOT APPLICABLE to Distance Learning Students

The size of any one course will be governed by several factors:
· The subject matter being taught
· The size and facilities of the lecture room, mortuary
· The number of students enrolled

TEXT BOOKS FOR COURSES:

There are several certificate courses (and specific course components) that will necessitate the purchasing of specific textbooks.  These textbooks may be purchased from MFE, or may be purchased by the student independently
Regardless of the method used to purchase the required textbooks, they must be ready for use by the student at the appropriate time.

A list of the required textbooks for complete certificate courses and individual course components has been provided for you in the Student’s Information Package.










FEES FOR COURSES:

There are specific rules concerning fees for courses:

· Students will not commence study in a certificate course until all fees, or at least the first instalment of the fees, have been paid:
· Students who are taking only components from within a certificate course will not commence study until all of those fees have been paid in full.

· Students will not be given a Statement of Attainment if fees on that particular certificate course (or that particular course component) are still outstanding.

· Students enrolled in certificate courses that will require scheduled Semester Examinations will not be allowed to sit that examination until all fees (or the scheduled instalment of the fees) have been paid.

· Students enrolled in certificate courses which will require a scheduled Final Theoretical Examination will not be allowed to sit that examination until all fees for that particular course have been paid in full.

· Students will not be allowed to enrol in, and commence a different certificate course (or course component) if fees for a previous certificate course (or course component) are still outstanding.

THE REFUND OF FEES FOR CERTIFICATE COURSES:

The Student Refund Policy is a separate document that must be read and understood thoroughly prior to enrolment.  It is included with the enrolment package.

FLEXIBLE LEARNING INFORMATION:

Basically, MFE has three distinct types of course and, or component delivery:

· Certificate-level courses delivered periodically over a specific length of time (eg. Lectures and workshops once a month for a specified amount of time).  These certificate courses are also known as Lecture Learning Courses;

· Certificate-level courses delivered completely through distance education (eg. correspondence, with no on-site lectures or practical experience).  These certificate courses are also known as Distance Learning Courses;

· Short Courses delivered over a short time frame (eg one to three days).  Many short courses can be taken onwards by participants towards a Statement of Attainment for a course component(s) from certificate-level courses found within the Funeral Service Training Package.

Many certificate courses, course components and short courses that MFE delivers have been designed with a wide range of delivery modes in mind, and the information material for each course clearly outlines how that specific course can be delivered.

STUDENT SUPPORT, WELFARE AND GUIDANCE SERVICES:

Once a student has registered for a certificate course or course component, MFE will provide continuous support to enable each student the opportunity of completing his/her studies with a minimum of problems and effort.  Should a student need additional information or guidance from his/her instructor, MFE will provide that assistance without prejudice and without any downgrading of marks.  Should the student need guidance from sectors outside the purview of MFE, the Educator will endeavour to assist the student in any way possible.  Should the student require financial guidance and/or assistance, the request should be directed to MFE’s Administrator for immediate review and suggestions on how the problem can be corrected will be forthcoming.


STUDENT RECORDS:

MFE assures every student that his/her student records, including but not being limited to enrolment application forms, RPL application forms, financial application forms, records of student’s marks, etc. are held in a secure area of the company with limited access to specific MFE’s employees.

MFE also assures every student that any computer-based information concerning any and all student identification and/or student records is saved to only one specific computer hard drive and that hard drive archive is continuously updated onto a portable hard drive.  Access to this one computer hard drive and the portable hard drive is restricted to only two MFE employees.

Every student has due access to his/her student records upon written request to the Educator.  Should the student require any type of disclosure of information from his/her student records to a third party, a consent form for the disclosure of information will be necessary, filled out completely and with the student’s signature.

USI REQUIRMENTS:
The Unique Student Identifier (USI) is an important component of the national VET reporting requirements for Registered Training Organisations. All students need to obtain a Unique Student Identifier to be enrolled in MFE courses.  You will continue to use your USI for any future nationally recognised training you undertake.
Your USI links to an online Account that contains all your training records and results that you have completed from 1 January 2015 onwards. 
The website to contact is www.usi.gov.au. 
Qualifications cannot be issued unless you have a USI number.

CODE OF PRACTICE

GENERAL INFORMATION:

MORTUARY & FUNERAL EDUCATORS P/L will:

· Maintain adequate and appropriate insurance, including public liability and Work Cover;

· Advise ASQA in writing within ten (10) working days of any change to the information contained in the Registration/Endorsement application;

· Allow the ASQA or its agents access to training records, delivery locations and staff for the purpose of auditing performance or verifying compliance with the Conditions of Registration/Endorsement;

· Pay the ASQA all recognition fees within thirty (30) days of these fees being due and payable.

· Ensure that all students will be treated on an equitable basis and that staff will adhered to these access and equity principles.


ADMINISTRATION:

MORTUARY & FUNERAL EDUCATORS P/L will:

· Maintain systems for recording student enrolments, attendance, completion, and assessment outcomes issued, complaints and the archiving of records.  In the event that MORTUARY & FUNERAL EDUCATORS P/L ceases operations, all records of student results, dating from the time the organisation became registered, for all training covered by the registration, will be sent to the Office of Post Compulsory Education and Training on computer disk.

· Supply the Office of Post Compulsory Education, Training and Employment as requested with delivery details for each course/Training Package qualification and module/unit of competence in the Scope of Registration and student details including enrolments, participation and completions in accordance with AVETMISS requirements.


· Maintain confidentiality of all clients’ records, by maintaining all files and records in secure and locked cabinets and all computer data secured as well.

COURSE DELIVERY:

MORTUARY & FUNERAL EDUCATORS P/L will:

· Ensure that a current copy of the accredited course curriculum/endorsed Training Package and information regarding the program of study, availability of learning resources and appropriate support services are available to students;

· Ensure that training and assessment occur in accordance with the requirements of the accredited course/endorsed Training Package, and where appropriate the state or national guidelines for customising courses.


· Obtain written permission from course copyright owners prior to course delivery to use and, if required, customise courses;


STAFF:

MORTUARY & FUNERAL EDUCATORS P/L will:

· Ensure that teachers and trainers have:
· Demonstrated competencies at least to the level of those being delivered;
· Demonstrated achievement of at least Certificate IV In Workplace Training And Assessing or its equivalent; and
· Industrial experience that is current and relevant to the particular courses/Training Packages or modules/units of competence that they are involved in delivering.

· Ensure that responsibility for the management of Recognition of Prior Learning applications and assessments is clearly identified and undertaken by a person or persons with relevant expertise;

· Ensure the training premises are of adequate size and have adequate heating, cooling, lighting and ventilation;


· Ensure that training facilities, equipment and other resource materials are adequate for the Scope of Registration and are maintained in good order and repair.


QUALIFICATIONS:

MORTUARY & FUNERAL EDUCATORS P/L will:

· Issue qualifications and, or statements of attainment to students who satisfactorily complete the requirements of the accredited courses/endorsed Training Packages within the Scope of Registration.  Qualifications and Statements of Attainment will include the following:

· Name and RTO number of the provider as shown on the Certificate of Registration;

· Name of the person receiving the qualification;


· Name of the course/Training Package qualifications as shown on the Scope of Registration;

· Date issued;


· Authorised signatory of the Registered Training Organisation.

· Imprint certificates with the nationally recognised training logo where courses are nationally recognised;


· Identify units of competency achieved on any certification issued in relation to courses based on national competency standards;

· Accept and mutually recognise the qualifications and Statements of Attainment awarded by any other Registered Training Organisation.











MARKETING:

MORTUARY & FUNERAL EDUCATORS P/L will:

· Market courses within the Scope of Registration with integrity, accuracy and professionalism, avoiding vague and ambiguous statements.  No false or misleading comparisons will be drawn with any other provider or course;

· Not state or imply that courses other than those within the Scope of Registration are recognised by the State Training Board.



RECRUITMENT AND SELECTION:

MORTUARY & FUNERAL EDUCATORS P/L will:

· Advise prospective students of:
· Its Scope of Registration;
· Application processes and selection criteria;
· Fees and cost involved in undertaking training;
· Qualifications to be issued on completion or partial completion of courses;
· Competencies to be achieved during training;
· Assessment procedures including recognition of prior learning;
· Complaints and appeals procedure;
· Facilities and equipment;
· Student support services.

· Recruit students at all times in an ethical and responsible manner consistent with the requirements of courses;

· Ensure that application and selection processes are explicit and defensible and equity and access principles are observed.



STUDENT COMPLAINTS & APPEALS:

MORTUARY & FUNERAL EDUCATORS P/L will:

· Have a fair and equitable process for dealing with student complaints and appeals (refer to Student’s Policies and Procedures and Student’s copy of Complaints & Appeals Policies and Procedures)


QUALITY ASSURANCE AND IMPROVEMENT:

MORTUARY & FUNERAL EDUCATORS P/L will:

· Adopt a quality assurance and improvement system that includes clearly documented procedures for managing and monitoring all training operations and reviewing student/client satisfaction or complaints.  The reviewing system from students will take place upon the completion of each course or at the completion of each course component/module.

· Conduct a company-wide review once every six months to make any changes necessary to course materials and, or student’s resources in line with student’s “feedback” information.

· Review course evaluation of each Course/Training Package that is contained on the Scope of Registration, as required by The Australian Quality Training Framework.



STUDENT REFUND POLICY

Mortuary & Funeral Educators cautions all students to read and understand our Refund Policy concerning refunds for Certificate Level Courses, Short Courses and Course Components.

General Information:

· Any student who requests a refund must do so in writing, addressed to the Training Manager.

· All requests for a refund will be considered individually.


· Refunds do not include the enrolment fee, which is non-refundable and non-transferable.

· Students who have a grievance or dispute with the application of this policy should direct this to the Training Manager in the first instance.  This does not circumscribe a student’s right to pursue other legal remedies with respect to grievances or disputes regarding the application of this policy.  Therefore:

· This Refund Policy does not remove the right of a student to take further action under Australia’s Consumer Protection Laws


NO REFUNDS:

Mortuary & Funeral Educators will not make any refund of the course fees if:

· The student withdraws from the course within 14 days of the course commencing.

· The student withdraws from the course at any point after the course commences.

NOTE:  This Student Refund Policy cancels all previous documents concerning this subject. 





STUDENT DISCIPLINE PROCEDURE

For non-compliance with the Student Code of Behaviour the following procedure for discipline will be followed:

· A member of Mortuary & Funeral Educators’ will contact students in the first instance to discuss the issue of behaviour and to determine how the issue might be rectified.  The meeting and its outcomes will be documented, signed by all parties and included on the student’s personal file (step 1).

· Where the issue or behaviour continues, students will be invited for a personal interview with MFE’s Manager to discuss this issue further.  The meeting and its outcomes will be documented, signed by all parties and included on the student’s personal file (step 2).


· Should the issue or behaviour continue, the student will be provided with a final warning in writing & a time frame in which to rectify the issue.  A copy of this letter will be included on the student’s personal file (step 3).

· After the three steps in the discipline procedure have been followed, should the issue or behaviour still continue, training services will be withdrawn and the student will be notified in writing that their enrolment has been terminated.


· At any stage of this procedure students are able to access MFE’s Complaints and Appeals Procedure.




MENTOR GUIDELINES

WHAT IS MENTORING?

Mentoring is the practice of a wiser, more experienced person sharing knowledge and expertise with a less experienced colleague, while allowing them to personally grow and learn through experience – it is a form of experiential learning
Mentoring:
· Involves a long-term focus on personal growth & learning
· Includes a wired range of learning oriented to:
· Exchange of wisdom
· Support
· Guidance in personal or career growth
· Is based on a relationship, not just a procedure or activity
· Involves one person professionally assisting the career development of another
· Is a developmental effort to build skills and knowledge for advancement based on merit, rather than alliances/politically based partnerships to advance careers based on politics
· Is provided by a mentor who:
· Facilitates the growth of the person being mentored
· Provides information, guidance & constructive comments
· Evaluates the plans of the person being mentored, decisions, goals, & objectives
· Supports,& encourages &, where necessary, highlights shortfalls in agreed performance
· Maintains confidentiality in the relationship
· Does not take over problems & try to solve them
· Does not give advice, criticisms or solutions, but supports the person being mentored to make their own decisions
· Is not the direct manager of the person being mentored


Responsibilities for Mentoring Students enrolled in Certificate IV in Embalming SIF40213

It is the responsibility of the mentor to assist with the practical embalming training of the student during his/her tenure in the Certificate IV in Embalming Course [SIF40213].
It is the understanding that the mentor is a qualified embalmer and will mentor/supervise the student in the art, science and skills of professional embalming, using the following guidelines:
· MFE’s suggested guidelines/protocols for the preparation/embalming of autopsied and non-autopsied cases
· MFE’s OH&S and Infection Control protocols, as set down within MFE’s course components on these subjects: SIFXWHS004 & SIFXWHS001 respectively

The mentor is to spend a minimum of 40 hours per month with the above named student mentoring and supervising him/her in the practical application and skills associated with embalming and the components of this course.

It is anticipated that the mentor will assist in the practical embalming training of the student so that he/she will complete the required Basic Mortuary Skills Checklist in the required time frame (due approximately 5 months from the starting date of the course).  

The mentor is to undertake the specific responsibilities concerning the Student’s Log Book, by assisting the student in keeping the Log Book up to date concerning the proficiency/competency of the student in specific skills/tasks/competencies of embalming.  Each category, upon the demonstrated competency for that skill/task requires initialling by the mentor.   (no initial shall be signed and dated unless the student has shown competency in that specific skill with proficiency – and has done so in the presence of the mentor.

Although it is the students’ responsibility for the safekeeping of the Student Log Book, it is the mentors’ responsibility to ensure that the Student Log Book is returned to MFE at the appointed times during the course work:
· First time, approximately 2 months after the start of the second semester
· Second time, approximately 2 months after the start of the third semester
· Third and final time, at the completion of the 30th case study

The role of the mentor is also to assist the student in working towards the completion of his/her 30 case studies, which comprise the following criteria:

· The thorough embalming of ten (10) Autopsied Cases
· All 10 of these case studies are to be thoroughly embalmed, as per overseas repatriation standards using sufficient chemicals, compounds and any other equipment/sundries necessary to uphold such a standard
· The mentor is to be in attendance during these case studies, but is not to physically assist the student in any way

· The thorough embalming of twenty (20) Non-Autopsied Cases
· All 20 of these case studies are to be thoroughly embalmed, as per overseas repatriation standards using sufficient chemicals, compounds and any other equipment/sundries necessary to uphold such a standard
· The mentor is to be in attendance during these case studies, but is n to  physically assist the student in any way

· Mentor’s Report for each Case Study
· The mentor is obliged to write their own written opinion to each of the 30 case studies, and is to review each one prior to the student’s submission of said case study to MFE. .It is the responsibility of the mentor to ensure that each case study is submitted to MFE in a timely fashion.

· Submission of the first 10 Case Studies
· The mentor will encourage the student to completed his/her first 10 case studies (comprised of either autopsied, non-autopsied or a combination of both) by the required date (approximately 8 months from the start of the course) and sign off accordingly.

· The mentor is required to monitor the progress of the student throughout the entire length of his/her course work, and should any problem arise that cannot be resolved, to contact the Educator at MFE at the earliest convenience.

· The mentor is responsible at act as the student’s embalming mentor-supervisor within the parameter of “practical” embalming instruction.  However, if the student has any questions concerning the theoretical side of his/her course, the mentor should endeavour to assist the student to the best of his/her ability


· If the student decides to leave the embalming mentorship-supervision, for any reason, the mentor is obliged to notify MFE within 48 hours of this situation occurring.




The Mentor/Supervisor, upon signing, will be bound by the “Embalming Mentor/Supervisor’s Agreement” with MFE for Certificate IV in Embalming, SIF40213, until such time that the named student has completed his/her course, or until such time that a replacement Mentor/Supervisor has been appointed by the student &/or Employer.

Information required of Mentor by MFE:

EMBALMING MENTOR’S / SUPERVISOR’S PERSONAL INFORMATION

Signature: 											

Name (Printed): 										
Details of Qualification: 					________________________	_________________________________________________________________

Date of Qualification:   					

Employer Name: 																						

Employer Address: 																						
							
	_________________________________________________________________

Email #:   __________________________________________________________________

Telephone # Day: 										
Telephone # A/H: 										
Fax Contact #: 										
Mobile #: 											


RECOGNITION OF PRIOR LEARNING (RPL) 

· What is the Recognition Process?
· What is Credit Transfer?
· What is Recognition of Current Competencies - RCC?
· What is Recognition of Prior Learning – RPL?
· What is Competency?
· How does an RTO know someone is Competent?
· What can RPL/RCC do for you?
· How does RPL process work?
· The application process
· The interview process
· The post-interview process
· The RPL Model MFE uses
· How much does the RPL process cost?
· How long does the RPL assessment take?
· What standards will you be assessed against?
· What is Competency Based Assessment?
· What type of evidence is collected for the assessment?
· What if I am already competent?
· What will I get after the assessment process is finished?

WHAT IS THE RECOGNITION PROCESS?

Recognition Process is a term that covers Recognition for Prior Learning (RPL), Recognition for Current Competencies (RCC), Skills Recognition and Credit Transfer.

WHAT IS CREDIT TRANSFER (MUTUAL RECOGNTION)?

Credit Transfer is based on Mutual Recognition between Registered Training Organisations (RTO’s) recognising successful completion of particular subjects, competencies, modules or other qualifications that you have attained.  Mortuary & Funeral Educators is a Registered Training Organisation (RTO), and must therefore be compliant with the Australian Quality Training Framework Standards-2007, where it states that as an RTO, MFE must recognise AQF qualifications and Statements of Attainment issued by any other RTO.

Therefore, if you have successfully attained a qualification and/or a statement of attainment from any other RTO concerning a course component from within the certificate-level course that you wish to enter with MFE, then MFE must accept that as long as it relates to the specific Elements of Competency found within that course component.


 
WHAT IS RECOGNITION FOR CURRENT COMPETENCIES (RCC)?

Many funeral industry employees are already competent, and therefore, there is no need to waste time and money training them do what they already know how to do.

RCC is the process to assess and recognise an individual’s current knowledge, skills/competencies, and the outcomes of the Recognition Process – that of recognising or acknowledging competency in the form of advanced standing in an educational program.

MFE can come directly to your funeral workplace to assess your current competencies, however certain fees would apply.  Please contact MFE concerning this option.

WHAT IS RECOGNITION FOR PRIOR LEARNING (RPL)?


RPL is the acknowledgment of skills and knowledge that you have obtained through:

· Formal training or study, including courses at school, college, adult education and training programs at work;
· Work experience, including paid and volunteer work – either in Australia or overseas;
· Life experience, where you can clearly demonstrate the relevance of those experiences.

RPL recognises this prior knowledge and experience and measures it against the course that you are enrolled in or against the Elements of Competency found within a specific Course component from the overall course itself.

MFE can also grant RPL to apprentices and trainees as part of their training plans.  Before an apprenticeship/traineeship is reduced, the employer, apprentice/trainee and the RTO must agree to a variation of the training contract/agreement.

The main focus of RPL is the assessment of your prior formal training, work experience and life experience against learning outcomes and key elements of competencies – without focusing on the how, when or where the learning and competencies occurred.  This is a crucial underlying principle of RPL.


WHAT DOES ‘COMPETENCY’ MEAN?

In vocational education and training, people are considered to be “competent” when they are able to apply their knowledge and skills to successfully complete work activities in a range of situations and environments, to the standard of performance expected in the workplace.  Both on the job and off the job training and assessment aim to make sure that the individual participating in the training and assessment has the competence to undertake their work role to the standard expected in the relevant workplace.


HOW DOES AN RTO KNOW SOMEONE IS COMPETENT?

MFE knows whether someone is competent after completing a competency-based assessment.  Just as a learner-driver must demonstrate they can drive a car by actually taking the examiner out for a drive, so too must other learners demonstrate that they are competent by undergoing an assessment process.  Assessment may involve a practical demonstration of skills, some form of written assessment, such as a test or preparation of a report, or a presentation or interview.

An individual can be assessed during their training, at the end of their training, or without even undertaking any training (e.g. if they believe they are already competent).  Those being assessed are often called candidates.  The method and timing of assessment will vary depending upon the assessor, the candidate and the competency being assessed.


WHAT CAN THE RPL PROCESS DO FOR YOU? – WHY SHOULD YOU APPLY?

It is important for you to apply for RPL if you think you have already achieved some or all of the experience that would be relevant to your course and, or course component(s) of study.

The ADVANTAGES of applying for RPL are:

· The completion of formal education studies in a shorter period of time,

· The elimination or reduction of duplication in learning that you have already acquired,


· A fairer access to studies that you may wish to undertake,

· RPL may increase your career and educational options through mobility of training and credentials,


· Stronger links between education and industry,

· Greater understanding and recognition of workplace training needs,


· A cost reduction in education/training provision for industry, education and for YOU.

These advantages all equate to the following points:

· YOU can work out whether your experience is similar to that required by the course or the course component(s),

· If YOU have already achieved some of the goals of the course or course component(s), you might not have to do those sections of the course (or that of specific course components) again.  
· This could mean that you would finish your course or course component(s) much earlier, or not having such a heavy course load.

· It means that you only complete subjects (course components) that are new and challenging.  You do not have to complete subjects (course components) that you have already gained experience in.

· It recognises that you are entering a course (course component) with many skills
· THAT YOU ARE NOT A BEGINNER.


HOW DOES THE RPL PROCESS WORK?

The RPL process involves matching what you already know and can do with the detailed elements and performance criteria for a course competency within a specific course.

You will be expected to put in some consideration time and effort to collect evidence regarding your skills and experience and that you are responsible for demonstrating how these relate to the competency concerned.

The RPL process that is used by MFE is a step-by-step process to lead you through to as positive an outcome as possible.  Our RPL process is three-tiered:

THE APPLICATION PROCESS:

If you decide to apply for RPL you will be asked to record, on the RPL Application Form, all of the details of your experience and training that might be relevant to the course or course component(s) you want to take:

· It is always a good idea for you to apply for RPL even if you are unsure about whether you will be successful or not.  Often people do not apply because they think they will not be successful.  However, it is common for applicants to gain more RPL than they expect.



THE INTERVIEW PROCESS:

You will then be asked to attend an interview with the Educator of MFE and possibly one other person who has experience in the course or course component(s) in question.  If you live a great distance from the MFE office (Melbourne), an alternate arrangement can be made using a telephone interview.

The Educator will help you with your application form, making sure that you have answered every question as thoroughly as possible so that he can decide whether or not to grant prior recognition.  The objectives of the RPL interview are:
· To collect sufficient information from you to make the RPL assessment,
· To provide an environment that enhances your ability to define your prior learning as it relates to the learning outcomes and key competencies of the course or course component(s) in question,
· To create an interview process that is:
· Logical, accessible, efficient, fair, ethical, and consistent with YOUR needs.

THE POST-INTERVIEW PROCESS:

After the interview has concluded, it will be the Educator’s responsibility to:
· Identify those learning outcomes and key competencies that are well defined and where recognition may be granted,
· Identify those learning outcomes and key competencies that are undecided and indicate to you any strategies that will allow confirmation of the assessment,
· Summarise the interview and recommend the extent of recognition to be granted,
· Summarise the interview process,
· Notify you of the outcome.


THE RPL MODEL:

The RPL Model has three distinct phases or steps, and relies on the establishment of RPL assessment person or team to consider an applicant’s case for recognition.  Most of the assessment occurs at Phase 2 during the interview step, which makes this step very important.

The diagram on the next page shows these three phases:
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HOW MUCH DOES THE RPL PROCESS COST?

The RPL process is a detailed process, and depending upon the amount of evidence that is sent to MFE, it can be very time consuming.

The fee is payable prior to assessment and is non-refundable
  
· RPL cost for this course unit - $595.00

HOW LONG DOES THE RPL ASSESSMENT TAKE?

The RPL assessment process can take approximately 30 days.  However, this period could take longer if the amount of evidence submitted requires more investigation, or the period of time contains holiday breaks and/or the assessor’s leave of absence.

WHAT STANDARDS WILL YOU BE ASSESSED AGAINST?

In order to assess whether a candidate is competent, they are judged against established standards (often called benchmarks).  These standards have been developed by industry and educational representatives and are called competency standards.  Competency standards may also be referred to as Units of Competency or Elements of Competency.

Competency standards are documents that define the competencies required for effective performance in the workplace in specific industries.  Competency standards include the essential information needed to assess a candidate.

WHAT IS COMPETENCY BASED ASSESSMENT?

In order to gain a formal qualification (eg a Certificate IV or a Diploma), individuals have to be competent in a specified group of competency standards.  Information on the qualifications and relevant competency standards are all outlined in industry based Training Packages.  Training Packages consist of competency standards, information on qualifications and assessment guidelines to assist trainers and assessors.

Competency based assessment is the process of collecting evidence and making judgements on whether competence has been achieved.  This confirms that an individual can perform to the standard expected in the workplace as expressed in the relevant endorsed industry/enterprise competency standards (or outcomes of accredited courses if there are no competency standards for an industry).




[bookmark: _GoBack]WHAT TYPE OF EVIDENCE IS COLLECTED FOR THE ASSESSMENT?

As noted above, assessment involves collecting evidence.  This evidence may be direct evidence (such as formal testing) or supplementary evidence (such as references from employers).  An assessor to make a judgement about whether the candidate is competent then uses this evidence.  It is the responsibility of the assessor to determine what and how much evidence is required to make the assessment judgement.  Training Packages provide guidance on the types of evidence required, and further advice may be gained through moderation and industry consultation.




WHAT IF I AM ALREADY COMPETENT?

If you think that you are already competent in a particular competency standard or group of standards, you can undertake a form of competency-based assessment called Skills Recognition (often known as Recognition for Prior Learning, Recognition for Current Competencies or Credit Transfer).

Skills Recognition is the term used to describe a number of assessment processes that formally recognise the competencies an individual has acquired through formal or informal learning, work experience and/or life experience.  The principles and processes involved in competency-based assessments are also involved in skills recognition processes.

WHAT WILL I GET WHEN THE ASSESSMENT PROCESS IS FINISHED?

After you have been assessed, you will either be deemed ‘Competent’ or ‘Not Yet Competent”.  

If you are judged competent, you will be issued with either a Statement of Attainment listing the units of competency you are competent in or a full qualification.

If you are judged not yet competent, you will be given feedback on your performance.  You will also have the opportunity to appeal the judgement and therefore elect to be reassessed.



DO YOU HAVE FURTHER QUESTIONS?

If you have further inquiries concerning RPL or the RPL Process or any matter relating to MFE, please contact the Administrator at your convenience.

The MFE Administrator can be reached during business hours at:

Mortuary & Funeral Educators Pty Ltd
214 Lorimer Street 
Port Melbourne VIC 3207
Tel:	03 83984333
Fax:	03 83984334
Email: 	pnelson@mfeducators.com
Website: www.mfeducators.com
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