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AQTF Essential Conditions and Standards for Continuing Registration

RTQ: The Centre of Excellence Pty Ltd

AUDIT REPORT

Audit Date: 27" — 28" March 2013

RTO DETAILS -

The Centre of Excellence
RTO Name Pty Ltd T/A The Centre of | TOID 3687
Excellence , _
Address 126 Yarra.Street Geelong Victoria 3220
‘ Website www.coe.vic.edu.au

Registration Contact

| John van Beveren

Phone Number

03 - 5222 1818 Email

St'udent Numbers

johnvb@coe.vic.edu.au

149 {As per Course Delivery Template} -

AUDIT TEAM T , ,
Lead Auditor Sandra Surguy Auditor/s N/A
Technical Advisor/s N/A Observerfs N/A '
REGISTERING BODYDETAILS = . .~ .
Contact Person 'Emma Hickingbotham
Phone Number 9032 1562 Email vet.audit@edumail vic.gov.au
AUDITDETALS = SR S gt
Type of Audit | Renewal
Conditions audited 1,3,4,6,7,8, 9. (Conditions 2 & 5 are not required fo be sudited, see page 3 below)
Standards audited | 1.1,1.2,1.3, 1.4, 15. 21,22.23,24,25.25. 131,32,33,34
Audit Date/s 27" — 280 March 2013 .
The RTO provides training and assessment services to individuals seeking a career or
career extension within the hairdressing and beauty industries, and fraining and
assessing. These services are predominantly provided via government funding and fee
for service arrangements.
Other audit notes

Post Audit .
Post audit and in conjunction with the completed acceptance form, the RTO submitted

both Provider_Comr_nents and a range of documents in support of rectification.

ACCOMPANYING REPORTS Yes | No-
VRQA Guidelines Audit Report v
VRQA Guidelines — Re-tegistration Checklist v
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AQTF Essential Conditions and Standards for Continuing Registration
AUDIT REPORT

RTO: The Centre of Excellence Pty Ltd Audit Date: 27" — 28" March 2013

FOCUS OF AUDIT
o QUALIFICATiON/UNIT OF COMPETENCE/ACCREDITED COURSE
| TGA Cod é | Qualifi catlonégs;ts gf(ggggf_tl%‘z?/@credlted . Delivery Site
SIB40110 Certificate IV in Beauty Therapy ) Geelong/Swan Hill
SIB50110 Diploma of Beauty Therapy B | Geelong/Swan Hill
SIH30111 | Certificate Ill in Hairdressi'ng Geelong/Swan Hill
TAE40110 Certificate IV in Training and Assessment: Geelong/Swan Hill

‘ INTERVIEWEE!S Staff name and posmon emp]oyer name and posmon students by program {do not’ ||St by
hame) - - . : , _

John van Beveren CEO

| Kimvan Beveren Director of Campuses
Ellen Fordham Compliance Manager
PERMANENT DELIVERY SITES:

Do the RTO's permanent delivery sites match the information provided by the VRQA?
¥ Yes, no further information required.

O No, please provided amended details below:
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- AQTF Essential Conditions and Standards for Continuing Registration

AUDIT REPORT
RTO: The Centre of Excellence Pty Ltd | Audit Date: 27" - 28" March 2013
AUDIT SUMMARY
B | .":-'c::o"';““c’ns °f',R°.9is_ﬁa".il°""°f} '-:: _-°°'_“P"arnf'--- CNem | Not audited -

- compliant__ |

1 Governance

1.1 CEO must ensure the RTO complies with relevant
conditions, standards and guidelines

1.2 Fit & Proper Persons Tests

1.3 Input of Trainers and Assessors in senior
management decision making

2 Interactions with the Registering Body . ' : w . v s
3 Compliance with Legislation ) ) |
4 Insurance
5 Financial Management : '/ |
6 Certification & Issuing of Qualifications & Statements of / ;. "’j
Aftainment ' R
7 Recognition of Qualifications Issued- by other RTOs : '.;
8 Accuracy and Intégrity of Marketing ¥ ; s’ i

9 Transition to Trainiﬁg Packages/Expiry of Accredited
Courses .
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AQTF Essential Conditions and Standards for Continuing Registration
| AUDIT REPORT |

RTO: The Centre of Excellence Pty Ltd . Audit Date: 27™ — 28" March 2013

‘Suminary of non-compliances - Conditions of Registration -

Condition of Registration 1
The RTOis not compliant.

» The RTO did not have documented processes in place fo determine that senicr management and other
relevant staff met the fit and proper test.

¢ The RTO could not demonstrate that all members of the senior management group met the fit and
proper person test.

»  Senior management positionrdescriptions did not include reference to meeting the fit and proper person
test.

Auditor Response to Provider Comments. ‘

» The auditor acknowledges.that a statement regarding fit and proper persons within the Change of
organisational status policy was sighted; however this was not the issue. The non compliance arises
from a lack of documented processes regarding ways in which an individual ¢an support the fit and
proper persons test, and how often such tests would be conducted. Such processes ensure RTO
processes are in line with VRQA fit and proper person reguirements, and that such tests are current.

- » RTO comments indicated measures to ensure all members of the senior management group met fit and
proper person tests were being implemented; however this action will require verification..

» RTO comments indicated-that senior management position descriptions were being updated to include
the need to meet the fit and proper person test; however this action will require verification. ..

Condition of Registration 2
Not Audited.

Condition of Registration 3
The RTO is compliant; .please refer opportunities for improvement section.

Condition of Registration 4 '
The RTO is compliant; .please refer opportunities for improvement section.

Condition of Registration 5

Not Audited

Condition of Registration 6

The RTO is not compliant in Condition of Registration 6.

o The RTO did not have documented processes in place to manage the issuance of qualifications and
statements of attainment. :

» The RTO did not have documented processes in place to manage the reissuance of damaged or lost
qualifications and statements of attainment.

»  Responsibility for the production of certificates and statements of attainment was not included within the
relevant position description. :

Version 2 AQTF January 2013 ~ Page4of17
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AQTF Essential Conditions and Standards for Continuing Registration
AUDIT REPORT

RTO: The Centre of Excellence Pty Ltd _ Audit Date: 27" — 28" March 2013

* Responsibility for authorised signatory of certificates and statements of attainment was not mcluded
within the relevant position description.

e The Statement of Attainment template incorrectly included the AQF statement.
. The'exblanatory statement within the Statement of Attainment template was not current.

+ There was no certificate register in place. .

Auditor Response to Provider Comments
» The 'process’ regarding issuance of qualifications and statements of attainment referred to within the
Provider Comments, and as part of the RTO's Records management policy was clearly inadequate.
The section to which the RTO refers.did not address critical components of issuance; did not provide
direction in the production and final approval of testmurs, or ensure testamurs meet current AQF and
NSSC requirements.
» However the action section of RTO comments goes on to state that a spemf c pollcy for issuing
certificates and statements of attainment will be created; however this action will require verification.
> The ‘process’ regarding re issuance of qualifications and statements of attainment referred to within the
_ Provider Comments, and as part of the RTO's Records management policy was inadequate. The
section to which the RTO refers did not address critical components of re issuance particularly as this
Telates to the production and final approval of re-issued testamurs; venflcanon processes; and meeting
AQF requirements for re-issued testamurs. '
> Further to this, RTO comments indicated that a specific policy for re issuing certificates and statements
of attainment will be created; however there is no reference to re-issuance of certificates of statements
of attainment within the action to be taken

» RTO comments indicated that responsnblhty for the production of and authorised signatory of certificates
and statements of attainment is to be included within the relevant position descnptlons however this
action will require verification.

> RTO comments indicated that the Statement of Attainment template has been updated to meet current
AQF requirements; however this action will require verification.

» RTO comments indicated that a certificate register has been developed; however this action will require
verification. . '

Condition of Registrstion 7
The RTO is compliant; .please refer opportunities for improvement section.

Condition of Registratibn,&
The RTO is not compliant.

» The RTO did not have documented processes in place to manage course promotion and advertising
arrangements.

» Responsibility for final approval of marketing, advertising and promotional materials was not included
within any position description.

o There was no documented process in‘place to obtain permission for the use of photographic images or
testimonials from students/staff/organisations. Furthermore, there was no reference to processes for
withdrawing such permission.

e Within the home page of the RTOs website there was notation that courses ‘ere recognised throughout

Version 2 AQTF January 2013 : Page 5 of 17
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AQTF Essential Conditions and Standards for Continuing Registration
AUDIT REPORT

RTO: The Centre of Excellence Pty Ltd  Audit Date: 27" - 28" March 2013

Australia and in most other countries’. The RTO could not verify that arrangements were in place for
recognition in other countries or details of which other countries the RTO was referring to. As such the
statement that courses would be recognised in other countries could not be substantiated and as such
was misleading.

Auditor Response to Provider Comments

» The auditor acknowledges that student permission for the use of images or testimonials was part of the
RTO Enrolment Form; however this was not the issue. Firstly, there was no policy or similar to guide
RTO staff in the collection or use of images or testimonials. It shouid be noted that policies and
procedures are foundational documents which underpin RTO operations in a planned systematic way,
provide guidance and direction to RTO staff and play a significant role in RTO risk management.
Secondly, the current approach only addresses students; staff and organisations were not included. If
the RTO does not intend to use images or testimonials from staff or organisations then these groups

-need not be included within the policy/procedure. Thirdly, the curent approach did not provide students
-with information as to how permission for the use of his/her image or testimonial could be withdrawn.

» RTO comments indicated that a specific policy and procedure to manage course promotion and
advertising arrangements will be created; however this action will require verification.

» RTO comments indicated that responsibility for final approval of marketihg, advertising and promotional
materials is to be included within the relevant position description; however this action will require
verification. - '

> RTO comments indicated that the home page of the website had been updated with reference to
overseas recognition removed; and this action has been verified.

Condition of Registration 9
The RTO is compliant; .please refer opportunities for improvement section.

Condition of Registration 1
Recommendations - It is recommended that:

» processes and position descriptions to ensure all members of the management team andsan'y ot'h'er
individual who has decision making authority or influence within the RTQO meet the fit and proper person
test, including currency of such test, should be developed and implemented.

Condition of Registration 6
Recommendations - It is recommended that:

¢ documented processes to manage the issuance of qualifications and statements of attainment should
be developed and implemented.

« documented processes to manage the reissuance of damaged or lost qualifications and statements of
attainment should be developed and implemented. '

» responsibility for producing certificates and statements of attainment according to the organisation’s
policy and procedure should be included within the relevant position description.

Version 2 AQTF January 2013 Page 6 of 17
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AQTF Essential Conditions and Standards for Continuing Registration
| AUDIT REPORT

RTO: The Centre of Excellence Pty Ltd Audit Date: 27" - 28" March 2013

» responsibility for authorised signatory of certificates and statements of attalnment should be included
within the relevant position description. :

e Statements of Attainment should be issued in accordance with current AQF requirements.
o acertificate register should be developed and maintained.

Condition of Registration 8
Recommendations - It is recommencded that:

e documented processes fo manage course promotion and advemsmg should be developed and
implemented.

o these processes should identify (by position) the staff member responsible for approving marketing
materials.

 responsibility for managing marketing and adver’usmg, and processes for final approval should be
included within the relevant position-deseription(sf——m———

» develop processes for individuals/organisations to give and withdraw permission for the use of images
or testimonials within RTO marketing and promotional materials. :

¢ A review all marketing materials should be undertaken to ensure such materials contain no misleading
information or claims.

Condition of Registration 3
e ensure the full range of commonwealth and state legislation relevant to RTO operations is mcluded and
implemented within policies and procedures.

o responsibility for undertaking the monitoring of Ieglslatlon should be included within the relevant position
description{s).

« . ensure the full range of commonwealth and state legislation relevant to student participation in
vocational education and training is included within the Student Handbook.

s acommunication strategy which informs RTO staff of legislative requirements and their role and
responsibilities in relation to such legislation should be developed and disseminated. -

Condltlon of Registration 4

. Ensure appropriate level of coverage for size and scope of RTO operations via consultation and review
of insurance cover with insurers at renewal time. Records of such consultaﬂon and review should be
retained by the RTO. :

Condition of Registration 7

 Include a robust verification process within the National recognition of qualifications and statements of
 attainment policy.

»  Responsibility for managing and assessing national recognition applications should be included within

Version 2 AQTF January 2013 _ Page 7 of 17
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AQTF Essential Conditions and Standards for Continuing Registration
AUDIT REPORT

RTOQ: The Centre of Excellence Pty Ltd Audit Date: 27" — 28" March 2013

the relevant position description. . A
* A communication strategy which informs staff about national recognition and their roles and
responsibilities in the national recognition process should be developed and distributed.

Condition of Registration 9

e Review the reference fo the Victorian Purchasing Guides as the initiating source of transition within the
Training Package Transition policy and procedure.

« Responsibility for managing transition processes shouId be included within the reievant position
description/s.

Version 2 AQTF January 2013 - Page 8 of 17
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