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Welcome
To
Massage Schools of Queensland

We trust you will find your time with us very reweaing and productive, and that you will enjoy
the challenge of your studies.

As part of your induction program with us, you wik provided some important information and
you can refer to this handbook which is designealsgist you in your time here with us at
Massage Schools of Queensland.

Massage Schools of Queensland is committed todtagidards in the provision of vocational
education and training and other student servities.following Code of Practice describes the
minimum standards of our training and other studentices.

The purpose of the Code of Practice is to guideearince the conduct of staff and students in
performing their duties in the training environmehthe Massage Schools of Queensland.

Massage Schools of Queensland maintains up tcadatedequate insurance cover for the
premises and facilities, as well as appropriate Réa Compensation and Public Liability
Insurance. We comply with all relevant local, stahd federal government regulations covering
this type of organisation.

We are expected to maintain the highest ethicahdstals in marketing, advertising,
administration and delivery of courses. We takeagmmide in our reputation and assure our
students of our commitment to these standards.

Please feel free to speak to our dedicated staffilmees at any time to clarify any issues or
gueries you might have about the school or youtistu

Yours Sincerely,

Lena Crawford
Director
Massage Schools of Queensland
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CODE OF CONDUCT

Massage Schools of Queensland seeks to createvmorgnent where all persons are treated
equitably and with respect, where person’s rightsraspected and where staff and students
efforts are encouraged and their achievements gluerrecognition.

Staff and students should treat each other withews This involves:
Courtesy and responsibility
Avoiding unfair discrimination on grounds suchrase, gender, national origin, sexual
orientation, disability or religion
Avoiding behaviour which might reasonably be peredias harassing, bullying or
intimidating
Respecting the rights and property of others

Massage Schools of Queensland abides by the pesadb the Privacy Act, however the
organisation may be required to provide studentamdrdetails to State or Federal authorised
personnel for the purpose of audit or upholdingltéve Where a student confides in a staff
member, the information should not be discussel aritrevealed to others, except where this is
necessary to take action or decisions concerniegtirdent who has provided the information.

Students and staff are expected to carry out theies in a professional, responsible and
continuous manner and are to be accountable fordbeduct and decisions.

Staff and students should exercise due care inrtatdeg their activities, particularly where
others will rely on advice or information offere@lveryone has a duty to take reasonable care to
avoid causing harm (including physical harm) toarg/ thus, staff and students should actively
promote safe working practices and environmentgveryone usingchool facilities.

All training material and handouts are the copyrigh Massage Schools of Queensland and
cannot be copied for distribution to other parties.

Staff and students may not remove company equigmatgrial from the campus, except where
this is necessary for use by the staff and studimtschool purposes and where they have
appropriate permission.

All property of the Massage Schools of Queenslantbiremain the property of the Massage
Schools of Queensland.

Resources should be used economically and wasidealvoEquipment, materials and School
facilities should be treated with appropriate carel secured against theft or misuse. This
ensures that the maximum level of resources aréabi@to discharge the School's functions
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The Management and Staff do not ever expect topdiise students who are undertaking a
course. Misconduct is defined as relating to desttiwho, without reasonable cause,
deliberately behaves in any of the following ways:

Cheating or plagiarism,
Breaches any MSQ rule or instruction or fails tanpdy with the lawful direction.

Acts or omits to act in a manner that may endatigesafety or health of another person.
Unlawfully attempts to, or assaults, or causesraqueto hold a reasonable fear for his or

her safety or well-being;

Significantly impairs the ability of a person torpeipate in any legitimate MSQ activity.
Acts in a manner that disrupts the peace and gaddrf MSQ or brings it into

disrepute.

Divulges confidential information relating to a MS3aatter.
Causes damage to, or loss of property of MSQ

Makes a false representation regarding him or fex MSQ student

Abuses, harasses, bullies, intimidates or threatd®€) students (including sexual

harassment)

Breaches MSQ policy, including intellectual progediscrimination, computer or library

facilities, health and safety, ethics and professicgtandards; and/or

Breaches any Act of the Commonwealth or State tielwiISQ is subject, while at MSQ

or its premises (including any criminal actions aadal discrimination).

Show Good Cause

Students who continually commit minor acts of mmsdact or commit an act of serious
misconduct must show cause as to why they shouldo@adismissed from their course of
studies. The decision of the school Principal malfiand no further correspondence will be

entered into.
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Mechanisms for dealing with misconduct

Massage Schools of Queensland has a number of meoigin place to deal with student
misconduct.

Requested apology to those involved

A verbal or written reprimand to the student

Marks for that assessment are disallowed towardd fesult

Fail the unit of study

Probationary enrolment, subject to the studentiporg good behavior

Require that the student restore, replace or cosgterfor an item stolen or maliciously
damaged

Suspend the student from MSQ for a specified peabdme, not exceeding six (6)
months

Cancel credit or enrolment for any subject

Withhold results

Exclude the student from MSQ permanently

A combination of the above.

The following principles underlie this policy:

Matters of student misconduct will be treated incanciliatory manner. Individual
circumstances, including extenuating factors, wimay affect and individual’s behavior,
will be taken into account.

Staff will make every reasonable attempt to assigtlents in difficulties. Students
should be encouraged to change their behaviorrrétha be threatened with disciplinary
action.

Confidentiality is important in order to protectethrights of those involved and to
minimize the likelihood of legal action for defanwat.

Where misconduct is assessed as a criminal offetheeappropriate authorities (i.e.
Police) may be contacted. The appropriate authevill institute its own procedures
regarding action to be taken.

The organization is aware of issues such asldgtties and personal freedom

We recognize that students do have the right oéalpphere serious penalties have been
imposed. Students may seek assistance from ther@eVlanager or appropriate State/territory
Authorities when appealing a decision under thesequlures.
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CODE OF ETHICS

NATIONAL COUNCIL OF MASSAGE AND ALLIED HEALTH
PRACTITIONERS

As an Accredited Massage and Allied Health Practér, | shall at all times:
Respect the rights and dignity of the client
Maintain the highest standard of professional cdempe
Represent my practice in a truthful and honest reann

Ensure information about the treatment to be offésegiven and understood. That consultation,
assessment and treatment is only carried out Wghnformed consent of the client

Provide reasonable access to information in cliepérsonal records

Develop and maintain my professional knowledge skilis

Recognise the extent and limitations of my profassi expertise

Ensure client confidentiality and privacy

Take care to ensure a high standard of hygienesrrabsupplied and safely of equipment

Be bound by this code of ethics
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CODE OF PRACTICE

1. Educational Standards

Massage Schools of Queensland will provide the dsglstandards of services. This means that the
trainers conducting our courses have appropriatalifipations, experience and ability to satisfy
recognised professional industry performance staisda

We will provide a suitable learning environmentingsmodern facilities and equipment, and will piabi
high quality courses using proven training methaad the most up-to-date information based on curren
research.

Continuous feedback is obtained from participaritdwr courses to ensure that we are meeting their
needs. Training methods are reviewed continudostyaintain improvement.

Support services are available in the form of iat@ssistance and telephone advice throughoutieseo
to enable participants to overcome problems witttiqithe training into practice.

2. Information Available

The information in this booklet will advise you adir refund policy, costs, certification to be pied for
completion or partial completion of the coursetads of competencies to be achieved by trainees,
assessment procedures, arrangements for the r&oagoif prior learning, complaint or appeals
procedure, facilities and equipment, and suppoxices available to you. We will also go over thed
orientation.

3. Student Guidance and Welfare

If you know of any impediment — physical, emotiooalintellectual — that may affect your learnintggse
advise us on enrolment so we can arrange spearalihg and assessment methods to meet your needs.

This may be by:
Providing support for our tutorials if required &ssist with learning and any queries related to
assignments.
Referring you to support agencies or Governmentalegents for guidance or assistance during and
following training.
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4. Refunds

Applicants must advise Massage Schools of Queahstawriting of their intention to withdraw from a
course.

For written cancellation received three (3) or mareeks prior to commencement of a course, a full
refund of fees less $150 administration costs blimade for part time students and $300 for folketi
students

For cancellation received less than three (3) wgel® to commencement of a course, fees are non-
refundable. For cancellation received after conoaarent of a course, fees are non-refundable.

For cancellation due to medical/lemergency reasamg, students must attend an interview with the
Principal. Any fees or unused portion thereof mayhleld in credit for students’ use within a 12-nfont
period, and an administration fee will apply.

If a course is cancelled for any reason by MasSaf@ols of Queensland and alternative course titoes
not suit the applicant, a full refund of fees va# given.
All student fees will be processed through a sdpdranking account for auditing purposes.

5. Complaints

Complaints are welcomed as a means of ensuringvihatvercome problems encountered by clients, and
provide an opportunity to improve the operation dativery of our training programs.

Where a student has a complaint, they should cotitacelevant staff member in the first instarare]
then fill out a Complaint Report Form (available@teption), submit a written statement outlining t
complaint and return to reception for forwardinghe Principal. A meeting will then be arrangedhwi
appropriate members of the staff.

Complaints about fellow participants should be mefé to the trainer/assessor in the same way, and a
meeting with the Principal and student will be aged to address the problem through a mediation
process.

In the event of a complaint against the organisastaff or fellow student involving a breach ofitlaw,
the participant should contact the Principal imraggly. If it is not resolved, it should then béereed to
the appropriate Government Agency.

An independent person or panel will be appointectiew each complaint.
Massage Schools of Queensland will act upon anyptant found to be substantiated by the Principal

and if not resolved, then should be referred tadevant Government organisation.

The complaints and appeals process does not rethevight of the student to take action under
Australia’s consumer protection laws.
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6. Appeals Procedure

Participants can appeal against a result for abjestior course within twenty one (21) days of igmie
of results. Results will be reviewed and writtestification given of the outcome within fourteerdj1
days of appeal being lodged, including the reasomnthe decision.

An independent person or panel will be appointedh¢ar each appeal. Each appellant will have the
opportunity to formally present his or her case.

Participants should be aware that our registra®a training provider is dependent on providinglity
training services, having appropriate resources raathtaining assessment procedures which meet the
high standards established by Vocational and Teah&ducation (VTE).

7. Access and equity

Massage Schools of Queensland is committed to girayiopportunities for all people, regardless @fith
background. We support Government policy initiasivand provide access opportunities whenever we
can, or seek assistance for participants from agieagency or departments.

We will meet the needs of individuals, and the camity as a whole through the integration of access
and equity guidelines. We will ensure that egpityciples for all people are implemented throulgé t
fair allocation of resources and the right to etqyalf opportunity without discrimination.

Massage Schools of Queensland is committed to rammighination in any form when recruiting and
selecting and at all times complies with equal appoty and anti-discrimination legislation.

Equal opportunity is demonstrated whereby staffstndents are not discriminated on the basis @&, rac
sex, age, disability, sexuality, marital statusud®&nts who need specialised assistance unavailable
internally will be referred to external organisaticappropriate to their needs.

The management of Massage Schools of Queenslagmdesghe right to refuse enrolment if there is
reason to believe that the student’s educatioramence or other capabilities are insufficienttfos
course of study.

The General Manager will be accessible for any damis or questions that may arise from either qui
or accessibility issues.

8. Previous Training

Skills Recognition / Mutual Recognition/ Creditrisfer

Massage Schools of Queensland supports the napoliay of mutual recognition of qualifications and
Statements of Attainment issued by other Regist@mhing Organisations (RTO), regardless of the
location, provided that the RTO is registered tferothat qualification and all criteria coverediidine
with ours as content can vary.
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An application can be made if you believe that yave already attained the necessary skills and
competencies elsewhere (work or other study eYml will be required to provide documentation to
support your application.

An RPL pack is available from reception on request

Note:A challenge test and/or submission of relevant @gsnent/s may be required if deemed necessary
by the Principal.

9. Assessment Policy

Assessment is competency based and in accordaticéheiNational Assessment Principle incorporating
the standards of the Australian Quality Trainingrework.

Assessment is designed to determine whether tderstean demonstrate the target competencies lat eac
stage of training.

Students who are unable to demonstrate competércgiaen time or who successfully appeal
assessment results will be re-trained before beiagsessed at a later date.

Competency Based Assessment

To be eligible to pass your qualification, you msatisfactorily complete all the requirements ofiyanit of
competency within a given time. This means that wilube assessed in terms of being able to dgaheo
industry standards.

How will | be assessed?

All assessment is set out in the overview to eachpetency or competencies which are provided to you
at the commencement of each lecture or class. @igassessment has been successfully completed, yo
will receive a result which will count towards yogualification

Assessment methods include
Observation — the completion of a specified task or set otprures, normally performed under close
supervision, using a detailed checklist.
Oral questioning — a response is provided to a series of quespogsented in order to demonstrate
understanding of principles or reasoning behindattteon taken.
Theory Assessments- a written response item consisting of a queMiavith answers of a single
word, a few words, a sentence, or paragraph.

Results

Assessments will be marked “competent” or “not gempetent  Units of competency results will be
recorded for you. At the completion of your couesendividual units, your Transcripts / Qualiftcan will
be issued. If you do not complete your course ydubg eligible for a transcript of results for aopits of
competency achieved.
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Final Grading

Final grading for individual units/competenciesldaling each semester will be made through provision
of a written Statement of Results issued officiafinal grades in any competency will be made atdel

to individual students by way of a Transcript ofukts or on the completion of all competencies, a
Qualification Award.

What is a Unit of Competency?

A unit of competency is like a subject or unit afidy. It is made up of elements and their assedia
performance criteria.

Competencies are subdivided into elements and elsnzge further subdivided into performance ciéteri
You will need to successfully demonstrate the skilbntained in both the elements and the perforenanc
criteria.

10. Special Consideration

If a student considers that their performance iassessment may be affected by any special cirangestor
they feel that they were disadvantaged when thesasgent was conducted then they may apply for @peci
consideration. These may include but not be lidhite accident, bereavement, compassionate cireunss
iliness, disability personal injury, language iteriacy difficulties.

An application for special consideration must bedenan writing at least 24 hours prior to or 48 ®ur
after an assessment date clearly stating the rdasdine application and also providing any supipgr
evidence.

The outcome of a “special consideration applicétiwitl be given in writing to the student. If speti
consideration is approved the student will be ggdntne or more of the following options: have an
extension of time, provided with another assessniengjiven an oral rather than a written assessment

If the approval for special consideration is narged the student will be informed in writing statithe
reasons for the outcome. Students may appeal tttdroa through the standard complaint / appeals
process

11. Privacy and Access to Records

Students records are kept in a secure locationvemdabide by the requirements of the Privacy Act.
Information is collected only for purposes direaiyated to a function or activity of our business
However there may be times when we need to shaténformation with government bodies involved in
auditing our business. Access to files is restlitteManagement and Administration.

Students can request to view their files at any timthe company of one of the above members &f sta
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GENERAL INFORMATION FOR STUDENTS

New students have an orientation/registration eaggsrior to commencement of programs of study.hid t
time, students are given comprehensive informategarding their programs of study, delivery methods
assessment methods and dates and are made famiilighe policies and procedures which will affgou

in your study.

HOUSE RULES

1. Bikes are not allowed in the school premises

2. Mobile phones must be switched off during claseim

3. Eating and drinking during class times is prohitite

4, Photocopies are available from reception for a mahfiee

5. Books that are borrowed from the school library traesrecorded at the reception and duly

returned within the agreed time

6. Massage Schools of Queensland is a smoke free zone.

7. General hygiene is expected from everyone

8. The Remedial clinic is not to be used by studeritisout permission.
9. Smart casual dress code is requested

10. Under no circumstances are students allowed behenceception desk or in the staff room.

11. Please use the waste bins provided.
12. Please respect Massage Schools of QId as a cdnigarning and not a meeting place for
socialising.
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PLEASE NOTE The assembly point after an evacuatiois across

the road in front of the school
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SCHOOL POLICIES

Massage Schools of Queensland would like to reralhdtudents of several important school policies.
Set out below is a brief summary of the schogislicies in relation to “ Fee Payments” “Student
Assessments”, “Student Clinic” and “Course Time itgh

1.1 Payment of Fees

All fees must be paid prior to or on the due d&@ertificates, Diploma’s and Statement of Attainnsent
will not be issued until all fees are up to dateud®nts with outstanding fees will not be permitted
graduate until all fees are paid in full.

1.2 Theory and Practical Assessments & Course Atteance

Students are required to attend all assessmentgpuf cannot attend an assessment, you must

immediately:
Notify the Course Coordinator — by phone at leasth@urs prior to the assessment due date, and
then support your reason by evidence in writing &.dl, provide a medical certificate, if special
circumstance, provide a letter detailing the cirstances.
Arrange a time (within two weeks) with the Coursaofiinator to sit your theory assessment.
Arrange a time (within two weeks) with either theutse Coordinator and/or the trainer/assessor to
sit your practical assessment.
Students who fail to complete either an initial tiem assessment or a re-sit written assessment
within the 2 week time limit will be required toyan administration fee of $ 100.00.
Students who are required to do a practical ass&st resit will be charged a fee of $50.00 fahea
assessment.
Students who fail to complete an assessment aftatehdar month will be deemed “not competent”
and will be required to re-enrol in the coursetafly and pay the full course tuition fee.
Students are required to attend all scheduledriestas per their course timetable. Absences of 2 or
more days must be supported by a Medical Certdicat
Students who leave lectures early must notify thesl as soon as practical.
Students who are absent for 3 or more lectures &oy single unit of study and can not show good
cause, will be deemed “not competent”, and wiltéguired to re-enrol and pay in full for that unit
Students who fail to maintain a suitable acadenmgdgpmance, which includes attendance to
lectures, may be deemed as “not competent” in re#tiignit of Competency or a complete course of

study, and will be required to re-enrol and pajuihfor that unit or course
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1.3 Student Clinic

Dress Code & Presentation

Students are required to wear the MSQ polo shigndittending the student clinic. Work health
safety regulations stipulate that studemisst wear covered shoesStudent’s personal hygiene
and appearance must be to an acceptable profelsisiosia

Client Confidentiality

Student Clinic client files and the information taned within are confidential and contain
legally privileged information; students are reegdirto maintain that confidentiality. Patient
record cards remain the property of Massage Schado@ueensland and must not be removed
from the Student Clinic.

Students are required to accurately record patididtories and treatments. Patient cards are
medical and legal documents which may be souglvigence in legal proceedings

Confirmation of Clinic Hours

It is the student’s responsibility to confirm thelimic bookings with administration during office
hours. If a student is unable to make an appointrfezy must notify administration as soon as
possible, andnust find another student to cover the clinic hours.

Students who fail to attend scheduled clinic hourgnd do not notify the school of their
inability to attend, will be required to perform one clinical hour extra for every student
clinic hour missed.

General Duties

Students must allow ample time both prior to andraheir clinic hours to perform general house
keeping and administrative duties.

1.4 Work Health & Safety

All work health and safety policy and proceduresstre adhered to in the clinic. Immediately
notify MSQ staff of any situation you may feel issafe or that may be a hazard.
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1.5 Maximum Time Limits for Course Completion

Massage Schools of Queensland expects studentsgi@gs with minimum interruption towards completid
their course.

To be eligible for a Statement of Attainment, @Gesie or Diploma, a student must successfully detapall
specified requirements in the course within theetirame setout ifable 1of this document. Periods of
deferment or Absence without approval are paheftalculation.

If a student reaches the maximum time limit forrseucompletion and has not completed the courgentitie
be deemed as “not competent” and will be requoeg-enroll in that course or unit of competer@tydents re-
enrolling in a course or unit of competency dua tmne limit infringement will be required to pdyetfull course
tuition fee.

Table 1 — Course Completion Time Limits

Course /Unit Maximum Time Limit CommentAnnotation
Individual Unit of 2 Weeks after final course assessment dateTime limits also include
Competency Student Clinic Hours
Certificate Course 2 Weeks after final course assest date Student Log book Hours
Diploma Courses 2 Weeks after final course assegstaee Assignment
Special Short Course 2 Weeks after final coursesagsent date Assessments

P Assessment Re-sits
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