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Life Saving Victoria (LSV) has developed this Code of Practice to address and establish its 
commitment to the maintenance of high standards in the provision of vocational education and 
training. This code of practice pervades all policies and procedures and it is a requirement of 
employment that all LSV personnel (including full-time & casual employees and volunteers), 
members and clients abide by it. 

LEGISLATION 
Information about current legislative and regulatory requirements effecting participant’s training 
can be found in: 

• Australian Skills Quality Authority - provides for the administration of a vocational 
education and training system  

• Standards for Registered Training Organisations 2015 

• Age Discrimination Act 2004 

• Copyright Act 1968 

• Disability Discrimination Act 1992 

• Fair Work Act 2009 

• Work Health and Safety Act 2011 (Cth) 

• Occupational Health & Safety Act 2004 (Vic) 

• Occupational Health and Safety Regulations 2007 (Vic) 

• Privacy Act 1988 

• Racial Discrimination Act 1975 

• Sex Discrimination Act 1984 

ACCESS, EQUITY, PARTICIPANT SELECTION AND ADMISSION 
Every participant who meets the entry requirements (if applicable) as prescribed by the appropriate 
Training Package will be accepted into any training/assessment program. 
LSV incorporates the principles of equity into all programs. 
LSV’s staff have been instructed in their responsibilities with regards to Access and Equity 
principles. 
Participants have equitable access to all programs irrespective of their gender, culture, linguistic 
background, race, location or socio-economic background. 
In the Public Safety Industry there is, due to the nature of work performed, a requirement for the 
majority of people to be able-bodied. However, to enable participation in the training offered by LSV 
by all members of the community, special needs will be assessed on a case by case basis as the 
training package allows. 
This will see all non-discriminatory enrolment criteria fulfilled along with further aquatic safety 
evaluation, deemed necessary by LSV and upon the advice of special interest groups. 
The importance of water safety, rescue and survival cannot be over stressed when conducting 
training for aquatic based community rescue activities for all training conducted under the auspices 
of LSV. (Further detail regarding participation requirements please refer to the Limiting and 
Permanent Disability Policy). 
Some programs may have a limited number of vacancies and these will be filled in a chronological 
order upon completion of enrolment. 
Admission procedures will be free of discrimination. If an individual does not meet entry 
requirements, assistance will be provided to identify alternative courses of action. 

NATIONAL RECOGNITION, RECOGNITION OF PRIOR LEARNING & CREDIT 

TRANSFER 
LSV recognises the Australian Qualifications Framework (AQF) qualifications and statements of 
attainment issued by other Registered Training Organisations (RTOs). Where credit transfer has 
been established, national recognition of qualifications is applied at no cost to the candidate. 
Recognition of prior learning is available to all participants. Participants wishing to apply for RPL 
can request an application form and self-assessment documentation from LSV.  A fee will apply to 
recognition of prior learning assessments. Further information regarding RPL and Credit Transfer 
is available on the LSV website. 

ENROLMENT INDUCTION AND ORIENTATION 
LSV conducts a course information, induction and orientation program for all participants. This 
program addresses the Code of Practice and includes and any specific needs of the individual 
participant with regard to: 

• language, literacy and numeracy support; 

• venue safety and facility arrangements; 

• relevant legislative requirements and accessibility; 

• review of the training and assessment program and flexible learning and assessment; 

• participant support, welfare and guidance services arrangements; 

• appeals and complaints procedures; 

• disciplinary procedures; and 

• recognition arrangements and credit transfer. 

PRIVACY 
LSV collects personal information as a purpose of its functions operating under the VET Quality 
Framework and the Commonwealth and State Governments. Pursuant to this role the registering 
authority may require the release of your personal information for the purposes of audit and survey.  
Under the Data Provision Requirements 2012 (this may apply for Volunteer Training enrolments), 
LSV is required to collect personal information about you and to disclose that personal information 
to the National Centre for Vocational Education Research Ltd (NCVER). Your personal information 
(including the personal information contained on this enrolment form), may be used or disclosed by 
LSV for statistical, administrative, regulatory and research purposes. LSV may disclose your 
personal information for these purposes to: 

• Commonwealth and State or Territory government departments and authorised 
agencies; and 

• NCVER. 
Personal information that has been disclosed to NCVER may be used or disclosed by NCVER for 
the following purposes: 

• populating authenticated VET transcripts; 

• facilitating statistics and research relating to education, including surveys and data 
linkage; 

• pre-populating RTO student enrolment forms; 

• understanding how the VET market operates, for policy, workforce planning and 
consumer information; and 

• administering VET, including program administration, regulation, monitoring and 
evaluation. 

You may receive a student survey which may be administered by a government department or 
NCVER employee, agent or third-party contractor or other authorised agencies. Please note you 
may opt out of the survey at the time of being contacted. NCVER will collect, hold, use and 
disclose your personal information in accordance with the Privacy Act 1988 (Cth), the National 
VET Data Policy and all NCVER policies and protocols (including those published on NCVER's 
website at www.ncver.edu.au). Under the National Privacy Principles, you can access personal 
information we hold on you and you may request the correction of information that is incorrect or 
out of date. The full LSV privacy policy is available on the website or can be obtained on request 
from LSV. 

Release of Information to a Paying Employer/Third Party: 
If your enrolment into a course is organised and paid by your employer/third-party, LSV may 
release your information to your employer/third-party upon their request. The type of information 
will be limited and relevant to the course where your employer/third-party incurred a cost (such as 
assessment results and non-completion information). You may opt out of the release of this 
information at any time by advising LSV in writing. LSV will then inform your paying 
employer/third-party of this decision. 

MARKETING 
When LSV market or advertise its products and services, it will do so in an ethical manner. LSV will 
market its products and services with integrity, accuracy and professionalism, avoiding vague and 
ambiguous statements. In the provision of this information, no false or misleading comparisons will 
be drawn with any other provider or course. Specific course information, including content and 
vocational outcomes is available prior to enrolment. 

Ethical Marketing Practices: 
LSV will adopt policies and management practices which maintain highly professional standards in 
the marketing and delivery of its products and services and which safeguard the interests and 
welfare of all participants. 
LSV will maintain an educational environment that is conducive for all participants to achieve the 
pre-determined competencies. 
LSV will always gain a participant’s written permission before using information about that individual 
in any marketing materials and will respect any conditions of permission imposed by the participant. 
LSV will always accurately represent training products and services to prospective participants. 
LSV ensures that participants are provided with full details of conditions in any contractual 
arrangements with the organisation. 

Accurate and Clear Marketing: 
Where advertisements and/or advertising materials refer to LSV’s RTO status, the products and 
services covered by the organisation’s scope of registration are clearly identified. LSV only 
advertises those AQF qualifications it is registered to issue. Advertisements and advertising 
materials utilised by LSV identify nationally recognised products separately from courses 
recognised by other bodies or without recognised status. The names of training packages, 
qualifications and/or accredited courses listed in advertising materials utilised by LSV comply with 
the names/titles recognised by the National Regulator. Full information on specific courses is 
available from LSV prior to enrolment. 

LANGUAGE, LITERACY AND NUMERACY 
LSV recognises that all vocational training includes language, literacy and numeracy tasks and all 
LSV trainers and assessors provide: 

• materials, resources and assessment tools and tasks that do not require participants to 
have language, literacy and numeracy skills of more complexity than those used in the 
workplace for the competencies being taught/assessed; 

• clear models of the language/literacy/numeracy task; 

• opportunities for repeated and supported practice; and 

• opportunities for independent practice 
Where some participants require additional practice and training, LSV arranges appropriate 
language, literacy and numeracy support. 

DELIVERY 
LSV ensures that all resources meet the requirements of the relevant endorsed training package(s) 
and/or accredited course(s), for the delivery, assessment and issuing of qualifications, LSV affirms 
that it has in place and applies the following resources: 

• delivery personnel with appropriate qualifications, and experience, including assessor 
requirements as identified in the relevant Training Package assessment guidelines; 

• delivery and assessment resources appropriate to the methods of delivery and 
assessment requirements; and 

• relevant Training Package and/or accredited course documents and support materials, 
with necessary copyright authorisations 

Delivery strategies utilised by LSV are always selected to best achieve the required elements of 
competence while giving full consideration to the learning style of the participant. The provision of 
training may include a flexible combination of off and on-the-job delivery and assessment. 

ASSESSMENT PRINCIPLES 
LSV has demonstrable experience and skill in providing or facilitating assessments which meet the 
endorsed components of relevant training package(s) and/or accredited courses in the areas of 
recognition sought. LSV is committed to ensuring valid and reliable assessment of achievements 
against industry competency standards and all assessment undertaken by LSV remains consistent 
with the National Assessment Principles and the requirements of Training Packages. 
LSV ensures that all assessment conducted within the organisation is reliable, flexible, fair and 
valid. 
Reliable Evidence presented for assessment is consistently interpreted and assessment                 

results are comparable irrespective of the assessor conducting the assessment.                 
Flexible Assessment is flexible to the individual learner by: reflecting the learner’s needs, 

assessing competencies held by the learner no matter how or where they have been 
acquired and drawing from a range of assessment methods and using those that are 
appropriate to the context, the unit of competency and associated assessment 
requirements, and the individual.  

Valid Any assessment decision of the RTO is justified, based on the evidence of performance 
of the individual learner. Validity requires: assessment against the unit/s of competency 
and the associated assessment requirements covers the broad range of skills and 
knowledge that are essential to competent performance; assessment of knowledge and 
skills is integrated with their practical application; assessment to be based on evidence 
that demonstrates that a learner could demonstrate these skills and knowledge in other 
similar situations; and  judgement of competence is based on evidence of learner 
performance that is aligned to the unit/s of competency and associated assessment 
requirements. 

Fair The individual learner’s needs are considered in the assessment process. Where 
appropriate, reasonable adjustments are applied by the RTO to take into account the 
individual learner’s needs. The RTO informs the learner about the assessment process, 
and provides the learner with the opportunity to challenge the result of the assessment 
and be reassessed if necessary. 

Assessment Pathways: 
LSV offers participants a number of assessment pathways appropriate to the qualification outcome. 
Assessment conducted for the purposes of national recognition may lead to a part or a full 
qualification under the Australian Qualifications Framework (AQF). The main assessment pathways 
to a qualification can be listed as follows: 

• off-the-job training and assessment 

• workplace assessment 

• recognition of prior learning/recognition or current competence 

• national recognition / credit transfer 

• on-the-job training and assessment 

UNIQUE STUDENT IDENTIFIER (USI) 
If you are a fee-paying client LSV are required to collect and verify your USI before a qualification 
or statement of attainment can be issued to you. If you do not have a USI please go to  
https://www.usi.gov.au/students to create one. You must then provide your USI to LSV for 
verification. Once LSV have successfully verified the USI you have provided, you will be eligible 
to receive your certificate within 30 days of successfully completing your course assessments. If 
the USI you’ve provided to LSV cannot be verified, you authorise LSV (by signing your enrolment 
form) to conduct a search for your USI via the student management system or www.usi.gov.au. 
There is no requirement for volunteer club members to collect and provide their USI to LSV when 
a fee is not charged for their course. For these non-fee-paying volunteer club members, their 
training activity will not be included in the National VET Provider Collection and their training 
activity will not appear on their Authenticated VET Transcript. 
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ASSESSMENT REQUIREMENTS  
LSV ensures that personnel involved in assessment activities always meet the assessor 
requirements as set by the assessment guidelines of training packages;  
and/or the assessment requirements of accredited courses; If LSV personnel do not have the 
vocational competence to assess identified areas, appropriately qualified personnel will be 
employed to provide this expertise within the assessment process. LSV may also utilise auspiced 
assessment arrangements in situations where individual LSV personnel do not meet the total 
assessor requirements. Such auspiced arrangements may involve LSV personnel assessing in 
conjunction with workplace supervisors, industry specialists and/or qualified external assessors. 

Assessment Resources: 
LSV, when designing assessment resources, ensures that all aspects of competence are covered, 
including: 

• performance skills (performance of individual tasks); 

• task management skills (managing a number of different tasks within the job); 

• contingency management skills (responding to problems, breakdowns and  

• changes in routine);  

• job/role environment skills (dealing with the responsibilities and expectations of   the 
workplace) 

All assessment reporting systems will indicate the units of competency that the individual has 
attained. 

Conducting Assessment: 
When conducting assessment, LSV ensures its assessors hold appropriate qualifications and 
adhere to the requirements of the training package and the Australian Qualifications Framework.  
LSV ensures that the personnel conducting assessment utilise appropriate methods for recording, 
storing and accessing assessment outcomes. 
Assessment activities undertaken by LSV always follow the methodology outlined below: 
1. Assessment procedures are fully explained to participants. Throughout all training, 

participants are regularly reminded of the ongoing opportunity to be assessed when they are 
ready. 

2. Opportunities for recognition of prior learning and credit transfer are also discussed, as are 
any available flexible methods of assessment. The appeals and reassessment process is also 
outlined. 

3. The assessment requirements of the unit(s) of competence/module(s) are defined, and any 
particular arrangements for the workplace/training environment are arranged. 

4. All evidence-gathering methods remain reliable, flexible, fair and valid. 
5. As assessments are undertaken, LSV trainers/assessors record individual participant 

assessment results. Sample copies of the assessment instrument are kept by the 
trainer/assessor. 

6. Post-assessment guidance is always available to participants. 
7. Students will be given the opportunity for one complimentary reassessment for any 

competencies not achieved on the first attempt. If the student remains not yet competent after 
the first reassessment a second attempt will be offered (fee payable). If the student remains 
unsuccessful, a Statement of Attainment will be issued for successfully completed units and 
a recommendation made that the student re-enrol in a full course at their cost. 

8. A fair and impartial appeals process is always available. 
9. Evaluation of assessment processes and procedures is gathered on an on-going (informal) 

basis. 
10. Evidence gathering methods commonly utilised by LSV include, but are not limited to: 

•  graphic presentation       • questioning                           • demonstration 
•  projects/assignments       •  workplace performance       • oral presentation 
•  audio/visual display         •  role-play                               • skills portfolio 
•  written tests                     •  simulation  

CHEATING AND PLAGIARISM 
Candidates must not engage in any action that provides an unfair advantage or disadvantage to 
themselves or any other person in any assessment situation. Plagiarism, collusion, fabrication and 
cheating are not acceptable. Any student caught cheating will be removed from the course without 
refund. 

COMPLAINTS 
Should a participant wish to make a complaint against LSV, the participant should address the 
complaint in writing within 10 days of the event. 
Where training is conducted for a member by a lifesaving club, the participant can make their initial 
complaint to their club committee representative responsible for training and assessment, generally 
the club Chief Instructor. All complaints received in writing will receive a written response. Appeal 
to the outcome of a complaint is available and will be heard by an independent person/panel. 
The full LSV complaints and appeals policy is available on the website. 

APPEALS PROCESS 
An appeals and reassessment process is an integral part of all training and assessment pathways 
leading to a nationally recognised qualification or Statement of Attainment under the Australian 
Qualifications Framework. 
A fair and impartial appeals process is available to participants of LSV. If a participant wishes to 
appeal his/her assessment result, he/she may first discuss the issue with the trainer/assessor. If 
the participant would like to proceed further with the request after discussions with the 
trainer/assessor a formal request is made in writing outlining the reason(s) for the appeal. LSV’s 
time period for the acceptance of appeals is 10 days after the participant has been informed of the 
results of their assessment. 
Every effort is made to settle the appeal to both the participant’s and LSV’s satisfaction. Each 
appellant has an opportunity to formally present his or her case and is given a written statement of 
the appeal outcomes, including reasons for the decision.  
Should the outcome not be acceptable to the participant they will be informed in writing of the 
opportunity to engage a third party. 

FEEDBACK 
Students are encouraged to provide feedback about the quality of LSV programs, facilities, services 
and resources both verbally (to their trainer and/or the student support team on an ad hoc basis) 
and in writing via formal feedback processes using feedback forms. 
Students will receive an email following completion of their course inviting then to provide feedback 
on their experiences. 

FEES, CHARGES & REFUNDS 
Participants of LSV must pay the set fee upon enrolment into a program. Organisations may be 
invoiced on receipt of a purchase order or acceptance of a program confirmation letter. Where a 
program is conducted by a lifesaving club, the club will be invoiced the set fees and charges upon 
issue of the certification. Standard terms will apply to the payment of invoices. Where fees are not 
applied to a course the following fees would not apply.  

Cancellation/Rescheduling Fee: 
Public Courses 
Cancellation: 

•   More than 48 hours before course start date - 20% of course fee  
•   Within 48 hours of course start date - 100% of course fee 

Rescheduling: 
•   $10.00 fee 
•   Rescheduling within 48hrs of course start date – 100% of course fee 

Group Courses 
Cancellation/Rescheduling  

•   More than 10 working days before course start date – no fees payable 
•   More than 48 hours before course start date – 20% of course fee 
•   Within 48 hours of course start date – 100% of course fee 

Exceptions: 
           •  If cancelling prior to course with medical certificate or a statutory declaration –      

 Cancellation Fee may be waived.  
           •  If cancelling after course commencement there would normally be 100% cancellation   
              fee. If the candidate wants this fee to be waived or wishes to transfer to another  
              course, they must put this in writing and attach a Doctor’s Certificate or Statutory  
              Declaration. Each application will be assessed individually.  

Assessment Resit Fee: 

A second and final assessment resit, if required, will incur a fee payable by the student of 50% of 

the initial course fee. 

CERTIFICATES 
Issuance of Testamurs/Statements of Attainment: 
LSV will issue a Testamur where a participant has successfully completed all the requirements for 
a qualification (as specified in the appropriate Training Package).  
When a Testamur for a qualification is issued, a Record of Results listing all the units of competency 
that the participant has completed for the qualification will also be issued. 
A Statement of Attainment will be issued to participants who complete a partial qualification i.e. one 
or more units of competency. The Statement of Attainment will list all units of competency 
successfully completed by the participant.  
Testamurs and Statements of Attainments will be issued to a participant within 30 days of 
successfully completing all assessments and where mandatory the participant’s USI has been 
successfully verified by LSV. 

Forfeiture or Returning Certificates: 
LSV may forfeit a Certificate or require the participant to return a Certificate to the issuing RTO in 
circumstances where: 

• the Qualification/Testamur/Statement of Attainment has been improperly obtained 

• application is made for a replacement Certificate due to damage or legal name    

• change  

• a Qualification/Testamur/Statement of Attainment has been produced in error. 

Reprinting Certificates: 
Reprint of Testamurs or Statements of Attainment which contain an error are processed and issued 
at no charge to the participant. Reprint of lost Testamurs or Statements of Attainment will incur a 
fee of $5.50. Reissuance of a Medallion will incur a fee of $10.50. 

Issuance to a Third Party: 
When a participant has successfully completed all requirements for the enrolled qualification and 
with the express written permission of the participant, LSV will issue a duplicate certificate to a 
nominated third party. Participants can only provide this authorisation through the enrolment 
process or in writing direct to LSV noting the third parties name and email address.  

COURSE PRE-REQUISITES 
Where a course has been identified as containing pre-requisite units of competency, applicants 
holding the pre-requisite unit issued from another training organisation are to provide a certified 
“true copy” of the qualification prior to commencing the course. Or, alternatively, bring the original 
and a copy for the trainer to certify. The original will be returned to you. If you cannot provide proof 
of holding the pre-requisite your enrolment and continuance in the course may be jeopardised. 
A Certificate or Statement of Attainment will not be issued by LSV for course completion if pre-
requisite requirements are not met. 

PARTICIPANT WELFARE, GUIDANCE AND SUPPORT SERVICES 
All participants of the LSV RTO are treated as individuals and are offered advice and support 
services which assist participants in achieving their identified outcomes. 
LSV does not offer formal welfare or guidance services but every effort will be made to assist 
participants to access appropriate support agencies. 

STUDENTS UNDER 18 YEARS OF AGE 
All students under the age of 18 at the time of enrolment into a Life Saving Victoria course are to 
obtain parents or legal guardians consent. The parent/guardian section of the enrolment form is to 
be completed and signed by the parent/guardian for the enrolment to proceed. 

DISCIPLINARY PROCEDURES 
All LSV participants are expected to take responsibility, in line with all current workplace practices 
and legislation, for their own learning and behaviour during both on and off-the-job training and 
assessment. Any breaches of discipline will result in the participant being given a verbal warning. 
Further breaches will result in the participant having to “show cause” as to why they should not be 
excluded from further participation in the program. 

WAIVER 

• I meet the prerequisite requirements of the course I am enrolling in above and have 
attached evidence for non-LSV qualifications. 

• I recognise that the components of aquatic courses involve activities that may be 
carried out in both deep and shallow water, some of which are quite strenuous and 
require a reasonable level of fitness and swimming ability.  

• I authorise LSV to obtain medical assistance that they deem necessary should any 
medical problem or accident occur, and I agree to pay all medical expenses incurred 
on my behalf and I further authorise qualified medical practitioners to administer an 
anaesthetic if necessary. 

• I take full responsibility for any injury, illness, loss or damage to my person and/or 
property that may directly or indirectly result from my participation in the training 
program. This waiver, release and discharge shall be and operate separately in favour 
of all persons, corporations and bodies involved or otherwise engaged in promotion 
or staging the training program and the servants, agents, representatives and officers 
of any of them and shall so operate whether or not the loss, injury or damage is 
attributed to the act neglect of any or more of them. 

• I agree to disclose any disability, medical or other issue that may inhibit my ability to 
undertake the program as outlined. I know of no reason medical or otherwise that 
would inhibit me from participation.  

• I give permission for LSV to conduct a search of my USI via the Student Management 
System or www.usi.gov.au if the USI I’ve provided to LSV cannot be verified 
successfully. 

• By enrolling in this course, I acknowledge that I am an ‘Australian resident’, or ‘I hold 
a visa with no restrictions on undertaking training’, and I do not hold a student visa 
(as defined in regulation 1.03 of the Migration Regulations 1994). 

• I give permission for LSV to release relevant training and assessment information to 
employer/third-party whom has organised and paid for my course fees. 

• I declare that the enrolment information I have provided to LSV is to the best of my 
knowledge and is true and correct 

 
 
 
This document is uncontrolled when printed. The electronic version of this document is the most current version and 

can be found at https://lsv.com.au/compliance-policies-3/ 

 

 

http://www.usi.gov.au/
http://www.usi.gov.au/
https://lsv.com.au/compliance-policies-3/
https://lsv.com.au/compliance-policies-3/

