
 
 

Student Handbook 

Looking for information on the enrolment process, privacy procedures, and refund 
policies? You will find this information – and more – within the pages of this 

handbook. If you cannot find the information you are looking for or have further 
questions to ask, call us on (03) 5941 4711 or e-mail admin@mpiece.com.au. 



 
2.1101 Student Handbook                                Last modified  21/09/2007 

1 

Welcome  
 

Welcome  to Masterpiece Consultants! We hope you enjoy the time you spend 
studying with us, and we know you will find your new qualification useful in 
developing your career or running your business. 
 
As well as training services, Masterpiece Consultants also provides a variety of 
regular bookkeeping services, so our trainers combine teaching ability with real-world 
knowledge and skills.  Our Financial Services courses are taught by two Masterpiece 
trainers: 
 

·  Debbie Brownlie, who holds a Certificate IV in Workplace Training & 
Assessment, as well as being an MYOB Certified Consultant and a practicing 
bookkeeper.  This means that she can tailor the course to what a real accounts 
clerk needs to know and do, and can answer questions about a variety of 
different situations and industries.  Debbie has had eight years experience in 
bookkeeping and using MYOB. 

 
·  Sarah Brown, who also holds a Certificate IV in Assessment & Workplace 

Training, as well as being a practicing bookkeeper with a passion for helping 
people develop their bookkeeping and MYOB skills.  Like Debbie, Sarah is an 
MYOB Certified Consultant.  Sarah has ten years’ experience in the 
bookkeeping industry. 
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Enrolment 
 

To enrol in a Masterpiece course, you need to: 
 

1. Complete an enrolment form (available from 
www.masterpiececonsultants.com.au or call (03) 5941 4711 to have a hard 
copy posted out to you).  Be sure to specify your chosen course 
commencement date on the bottom of your form. 

 
2. Return your enrolment form and payment to our office: 

a. Fax to (03) 5941 3576 (credit card  and Bartercard payments only) 
b. Post to PO Box 683, Pakenham 3810 
c. In person at Unit 2, 46 Main Rd, Pakenham, during our normal office 

hours (9:30am-4:30pm, Monday – Friday, except public holidays). 
 

3. When we receive your enrolment form and payment, we will officially enrol 
you in your chosen course, if places are available (see below for procedure to 
be followed if no place is available in your chosen course).  Once your 
payment has been processed, we will send you the independent study 
component of your course.  Please note: Once the independent study 
component has been sent, you are deemed to have commenced the course. 

 
4. Enrolment forms received are processed in order of receipt.  If your chosen 

course is full when your application is processed, a member of staff will 
contact you to ask if you would like a place in another available course.  Your 
payment will not be processed until a suitable course has been found.  If there 
is no suitable alternative course, we will return your payment and destroy your 
enrolment form. 

 
If you have any questions at any point in the enrolment procedure, call our office on 
(03) 5941 4711 or e-mail us at admin@mpiece.com.au.  Our administration staff are 
happy to answer your questions and to help you in any way they can. 
 
Our cancellation and refund policy is as follows: 

·  If Masterpiece Consultants cancels a course which has already commenced, 
enrolled students will be offered a full refund of course fees paid or have their 
enrolment transferred to an equivalent future course with available places.  
Each student will be offered both options where possible. 

·  If a student withdraws from a course after the commencement of that course, a 
50% refund or transfer to an equivalent future course (if available) will be 
offered. 

·  If a student withdraws from a course after attending two or more class 
sessions, no refund or transfer will be offered. 

·  If a student fails to attend a course without communicating their intent before 
the first class session, no refund or transfer will be offered. Students who 
realise that the class they are booked into is no longer convenient need to 
contact Masterpiece Consultants as soon as possible to arrange a transfer into a 
suitable class. 
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Course Expectations 
 
Throughout the delivery of your course, Masterpiece Consultants incorporates adult 
learning principles.  All students are encouraged to take responsibility for their own 
learning, and to actively participate in the learning and assessment process.  This 
means we encourage you to: 
 

·  Prepare for training sessions by completing any set reading prior to scheduled 
classes. 

·  Participate appropriately in all training sessions. 
·  Undertake all work requirements in line with designated deadlines. 
·  Speak with your trainer regarding any problems you experience during your 

course. 
·  Participate in evaluation activities and offer constructive feedback regarding 

your course. 
·  Expect that the RTO trainers will treat you with politeness and respect, and 

reciprocally treat trainers in the same manner. 
·  Use established grievance procedures if you experience any difficulties with 

the RTO staff and all other avenues have been exhausted. 
·  Above all, ask lots of questions!  Your trainer wants to help you understand 

everything we cover, but may not realise you are having difficulties unless you 
speak up. 

 
Please note that, due to the relatively short duration of this course, it is very important 
for you to attend all class sessions.  However, we understand that sometimes things 
happen which prevent this – people fall ill, cars break down, emergencies occur at 
work, etc.  In the event that you are forced to miss a class session, you will need to: 
 

1. Inform our administration staff as soon as possible on (03) 5941 4711.  This 
enables us to post out to you any learning materials due to be distributed in the 
class session you are missing. 

2. Read all learning materials related to the missed class session.  This must be 
done before the next class session as each week’s work builds on the material 
already covered. 

3. If you wish, you can contact our office to make an appointment to use our 
training room computers to complete any processing work missed.  We will do 
our best to accommodate you, but please note that such appointments may not 
always be possible if the training room is already in use. 

4. Come to your next class session half an hour earlier to discuss any problems or 
questions you have with your trainer.  Alternatively, you can e-mail your 
trainer during the week for assistance. 



 
2.1101 Student Handbook                                Last modified  21/09/2007 

4 

Assessment 
 
Assessment for your course takes the form of competency-based assessment.  This is a 
process of collecting evidence and making judgments about whether competence has 
been achieved.  As a student, you can expect to be informed about the assessment 
process and the requirements for successful performance to be assessed.  All 
Masterpiece Consultants assessments are valid,  reliable, fair and flexible, and your 
trainer will work with you to find the best methods for you to demonstrate your 
competence in the areas required. 
 
Masterpiece Consultants works towards helping learners achieve success through a 
number of strategies, including: 
 

·  Provision of user-friendly learning resources 
·  Training services that are focused on assisting the learner 
·  Availability of additional support when required 
·  Provision of information relating to the requirements of the training program, 

including the assessment details. 
·  Developing assessment tools that are closely linked to both the training 

program and workplace requirements. 
 
The objectives of our assessment processes are: 
 

·  To demonstrate that participants are competent to the agreed industry standard. 
·  To confirm that students have acquired the skills identified in the relevant 

Units of Competency. 
 
Assessment methods used by Masterpiece Consultants include (but are not limited to) 
observation, case studies, practical demonstrations, projects and assignments, oral 
discussions, questions, multiple choice questions, role plays, and simulations.  In 
keeping with the principles of competency-based assessment, the determination of 
competence will be made on an aggregate of evidence, rather than on isolated 
assessment activities or events. 
 
Your trainer will gather evidence of competencies over the duration of the course.  
Throughout each Unit of Competency there will be a variety of assessment tasks. 
Assessment tasks are designed to ascertain how you are progressing with your 
learning and what progress you have made towards achieving the required 
competencies.  
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Student Records & Privacy 
 

At Masterpiece Consultants, we are committed to upholding the right to privacy of all 
current, potential and past students, and will not release your information to an outside 
party unless we are required to do so by law or by the AQTF Standards for Registered 
Training Organisations. You are entitled to view your own records upon request; to 
do so, contact our Office Manager on (03) 5941 4711 or admin@mpiece.com.au to 
arrange a mutually convenient time (must be during normal Masterpiece business 
hours). If you would like us to change part of your record (for example, to change 
your name because of a recent marriage or separation),  please submit your request to 
the Office Manager in a signed, dated letter which outlines what change is requested, 
and why. 
 
If you would like us to release information about you to an outside party, you will 
need to provide us with a signed, dated letter of consent which contains the clause 
‘Please allow [full name] access to [details of information to be provided]. If your 
course fee is being paid by an employer, job agency or other third party , we will 
release the following information to them upon request (without written consent from 
you): the date you commenced your course, the date your classes commenced, 
number of classes attended, competencies completed, and the date your qualification 
or Statement of Attainment was issued. No other information will be released without 
your written consent as described above. 
 

Credit Transfer and Recognition of Prior Learning 
(RPL) 

 
If you have completed prior learning or study, you may be exempt from completing 
parts of your course. Credit Transfer  applies when you have already passed one or 
more of the competencies listed in the relevant course information at a TAFE or other 
institution. Recognition of Prior Learning (RPL) applies when you already have the 
knowledge to pass a competency but have not completed it through formal learning.  
When you apply to be granted a competency through RPL, we will ask you to come in 
to sit a test to demonstrate your competency. 
 
See our booklet ‘Credit Transfer & Recognition of Prior Learning: How to gain credit 
for your current skills and knowledge’ for details of how RPL can benefit you and 
how to apply. This can be downloaded from our website 
(www.masterpiececonsultants.com.au) or, if you prefer, you can call our office on 
(03) 5941 4711 to have a hard copy posted to you. 

 
Attendance 

 
For class-based courses, attendance at all sessions is expected.  If circumstances (eg, 
illness) prevent you from attending a session, please see page 3 of this handbook for 
information on the procedure to be followed. 
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Disciplinary Procedures 
 

Every Masterpiece student has the right to learn and work through class exercises and 
assessments without interruption from other class members.  To this end, we ask that 
all students show basic consideration for others during class sessions.  If your 
behaviour begins to impact on the performance of others within your group, the 
following disciplinary procedures will apply: 
 

1. Your trainer will discuss the situation with you, and will try to sort out the 
problem. 

2. If there is no improvement, a written warning will be issued to you or to your 
employer regarding the situation. 

3. If there is still no improvement, then, in conjunction with you  or your 
employer the following may occur (depending on the severity and impact on 
other students this may cause) 

a) You may choose not to continue with the training. 
b) Your employer may choose to withdraw you from your training 

program. 
 
If you feel you are being unfairly treated in regards to disciplinary procedures, you are 
welcome to make an appointment to discuss the matter with our Training Co-
Ordinator, or to contact our office for a list of mediators who may be brought in to 
help settle the dispute. 
 

Monitoring Your Progress 
 
Your trainer is responsible for the delivery and monitoring of your training, and she is 
there to help you in any way she can to complete your course.  If you feel you may be 
disadvantaged in the learning environment as a result of disability, language, culture, 
gender, age or other perceived barriers, please discuss this with your trainer as soon as 
possible.  Similarly, if you experience any difficulty that may be affecting your 
studies, please discuss this with your trainer or arrange to make an appointment to 
meet with our Training Co-Ordinator. 
 

Complaints & Appeals 
 
At Masterpiece, we aim to deliver the best possible training courses, and to give you 
the support you need to successfully achieve your qualification. If, however, 
something goes wrong and you are unhappy with our service, please contact us to 
discuss the issue.  
 
Your first step should be (where possible) to speak to the staff member/s involved, 
explaining what the problem is and what you would like to see done. If you are not 
comfortable with this - or if the staff member is unable to resolve the matter to your 
satisfaction – you will need to do the following: 
 

1. Contact our office (5941 4711 or admin@mpiece.com.au) to obtain a copy of 
our Complaints & Appeals form. 
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2. Fill the form in carefully (any missing information may lead to delays in 
processing), and return it to our office. We recommend that you keep a copy 
of the form for your own records. 

3. After our administration staff have checked the form to ensure it has been 
filled in correctly, it will be given to the Training Co-Ordinator to handle. S/he 
will consult with all parties involved to attempt to resolve the issue. 

4. The Training Co-ordinator’s decision will be communicated to you in writing. 
All complaints found to be justified will be acted upon as appropriate. 

5. If you disagree with the outcome of your complaint or appeal, you are entitled 
to formally present your case to a panel of Masterpiece staff (which will not 
include the staff member/s involved in your complaint) or to take the matter to 
an external mediator. 

 
A copy of all correspondence relating to complaints and appeals will be kept on file at 
the Masterpiece Consultants Office. 
 

Code of Practice 
 
Training Environment  
Masterpiece Consultants will comply with all laws relevant to the operation of the 
training/workplace premises including Occupational Health and Safety and fire safety 
regulations and ensure that the training/workplace premises are of adequate size and 
have adequate heating, cooling, lighting and ventilation. 
 
Masterpiece Consultants will implement fair educational programs and geographic 
resource allocation practices to maximise the participation of target groups, and will 
provide culturally inclusive training that meets individual, community and industry 
needs. 
 

Sexual Harassment 
Masterpiece Consultants recognises that it is the legal responsibility of management to 
take all reasonable steps to ensure that staff and students are not subject to sexual 
harassment. 
 

Access & Equity 
Each course offered by Masterpiece Consultants will be open to students from all 
segments of the population, provided only that each student: 
 

(a) Meets the minimum prerequisite requirements for that course, and 
(b) Is physically and mentally capable of completing that course 

 
Where possible, arrangements will be made to assist students with special needs.  We 
will consider each situation on its individual merits, and make reasonable adjustments 
where doing so does not flaw the assessment process or alter the content/delivery of 
the course.  Disabled students will only be refused entry to a course if they are 
physically and/or mentally incapable of completing the requirements of that course, or 
if it is unreasonable in the circumstances to provide the special services or facilities 
necessary for them to complete it. Masterpiece Consultants will comply with the 
Disability Standards for Education 2005. 
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Masterpiece Consultants does not provide welfare and guidance services and other 
forms of client support. 
 
Masterpiece Consultants does not tolerate discrimination on the basis of age, gender, 
race, or any other attribute identified in the Equal Opportunities Act 1995, and no 
student will be refused entry to a course based on such attributes. Masterpiece 
Consultants staff are responsible for ensuring adherence to access and equity 
principles.  
 

Course delivery 
Masterpiece Consultants will, prior to course commencement, give students all 
relevant information about the course curriculum, program of study, availability of 
learning resources and appropriate support services.   
 

Masterpiece Consultants will ensure that training and assessment occur in accordance 
with the requirements of the accredited course or endorsed training package. 
 
The competence of staff 
Masterpiece Consultants will ensure that assessments are conducted by a person who 
has the following competencies from the Training Package for Assessment and 
Workplace Training, or can demonstrate equivalent competencies: 
  - BSZ401A Plan assessment 

- BSZ402A Conduct assessment 
- BSZ403A Review assessment 

 
Masterpiece Consultants will also ensure that all trainers have: 

·  Industry experience that is current and relevant to the particular course or 
modules they are assessing. 

·  Demonstrated vocational competencies at least to the level of those being 
assessed. 

·  Demonstrated achievement of at least Certificate IV in Assessment and 
Workplace Training. 

 

Certificates and statements of attainment 
Masterpiece Consultants will issue certificates and/or statements of attainments to 
students who satisfactorily complete the requirements of the accredited courses on our 
scope of registration.  Certificates and statements of attainments will include our name 
and RTO ID number, the name of the person receiving the certificate, the name and 
code of the accredited course, the date issued and the signature of the Trainer.  
Competencies completed will be identified. 
 
Certificates and Statements of Attainment will be issued to the student within 10 
working days of course completion (including submission of all necessary assessment 
tasks).  This will be monitored as part of the audit process. 
 

Quality assurance and improvement 
Masterpiece Consultants has clearly documented procedures for managing and 
monitoring all training operations and reviewing student/client satisfaction (see Policy 
3.1300 Continuous Improvement, which is available on our website, 
www.masterpiececonsultants.com.au).  
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Marketing  
Masterpiece Consultants will market its vocational education and training products 
with integrity, accuracy and professionalism, avoiding vague and ambiguous 
statements.  In the provision of information, no false or misleading comparisons will 
be drawn with any other provider or course. 
 
Masterpiece Consultants will not state or imply that courses other than those on the 
scope of registration are recognised under an approved training scheme or the 
Australian Qualifications Framework. 
 

Training Definitions 
 
Competency-based training involves the use of a variety of terms you may not be 
familiar with.  Some of the terms you may need to be acquainted with are described 
below: 
 
Competency is a broad concept that describes a person’s ability in a range of areas.  
Competency covers: 

·  Task skills (performing individual tasks) 
·  Task management skills (managing a number of different tasks within a job) 
·  Job or role environmental skills (dealing with the responsibilities and 

expectations of the workplace). 
 
Competency Based Training is aimed at providing learners with the knowledge, 
understanding and skills to demonstrate competency against nationally endorsed 
Industry Standards. 
 
Competency Standards reflect your knowledge and skill and the application of your 
knowledge and skill to the performance standard required in the workplace.  
Standards are developed by industrial parties, based on the organisation of work, and 
are expressed in terms of workplace outcomes.  These standards are regularly 
reviewed to ensure their continuing relevance to the workplace. 
 
Competency Based Assessment is a process of collecting evidence and making 
judgment on whether competence has been achieved.  This is based upon the learner 
being informed about the assessment process and includes the provision of 
information detailing the requirements for successful performance to be assessed.  
Masterpiece Consultants applies four basic principles to the assessments we 
undertake.  Our assessment methods need to be valid, reliable, fair and flexible.  Our 
training consultants will work with you to find the best methods in which you can 
demonstrate your competence in the area required. 
 
Workplace Training  is undertaken in the workplace and may include structured 
training and/or assessment, observation of work practices, case study or completion of 
work tasks. 
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Some Useful Websites 
 
Legislation 
 
·  Information Privacy Act 2000: 
http://www.austlii.edu.au/au/legis/vic/consol_act/ipa2000231/  
·  Apprenticeship and Trainee Act: http://www.newapprenticeships.gov.au 
·  Human Rights and Equal Opportunity Commission Act 1986: 
http://www.austlii.edu.au/au/legis/cth/consol_act/hraeoca1986512/  
·  Victorian Qualifications Authority Act 2000 
http://www.vqa.vic.gov.au/vqa/about/our_role.htm  
 
Other Useful Sites 
 
* Australian Safety and Compensation Council: http://www.ascc.gov.au 
* Literacy Net: http://www.dest.gov.au/literacynet/  
* Centrelink: http://www.centrelink.gov.au 
* New Apprenticeships Centre: www.nacinfo.com.au 
* Department of Education, Science and Training (DEST): www.dest.gov.au  
 

Contact Details 
 

Office/administration contacts 
 
Opening hours: 9:30-4:30, Monday – Friday.  Closed public holidays. 
Address: Unit 2, 46 Main Road, Pakenham 3810 
Postal address: PO Box 683, Pakenham  3810 
Phone: (03) 5941 4711 
Fax: (03) 5941 3576 
E-mail: admin@mpiece.com.au 
Website: www.masterpiececonsultants.com.au 
 
Training co-ordinator 
 
Debbie Brownlie 
Phone: (03) 5941 4711 
E-mail: debbie@mpiece.com.au 
 
CEO 
 
Debbie Brownlie 
Phone: (03) 5941 4711 
E-mail: debbie@mpiece.com.au 
 

  


