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        Version 2.4 – 17 May 2017 

SEQ01 Access and Equity 
Policy 

 

 

 

 

Purpose 

This policy ensures all members of the Acknowledge Education working and learning environment 
are treated fairly and justly. All staff and students must be granted equal access to opportunities 
and benefits and must not be subjected to discrimination on any basis. 
 
Application 

All Acknowledge Education students and staff members are responsible for behaving in 
accordance with the Access and Equity Policy. The policy must be published on the Acknowledge 
Education website and incorporated into staff and student handbooks. 
 
Policy and procedures 
 

Acknowledge Education maintains a fair and equitable environment by: 
(i) creating, following and enforcing robust policy and codes of conduct to ensure fundamental 

rights are held in the highest regard and all persons are treated with respect and dignity (1);  
(ii) providing equal access to training to all individuals, not discriminating on the basis of age, 

education, gender, religion, or social background when applying course selection procedures, 
delivering education and assessing student performance (2); and 

(iii) having regard for all pertinent Commonwealth and Victorian legislative requirements at all 
stages of staff and student engagement (3). 

 

1. Personal rights 

Fundamental personal rights must be held in the highest regard and all persons must be treated 
with respect and dignity. 

 The rights staff and students possess 

All staff and students equally possess: 
• the right to be treated with respect from others, to be treated fairly and without 

discrimination, regardless of religious, cultural, racial and sexual differences, age, disability or 
socio-economic status; 

• the right to be free from all forms of intimidation;  
• the right to work in a safe, clean, orderly and cooperative environment; 
• the right to have personal property (including computer files and student work) and 

Acknowledge Education property protected from damage or other misuse; 
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• the right to have any disputes settled in a fair and rational manner (by use of the relevant 
Complaints and Appeals Policy and Procedures); 

• the right to work and learn in a supportive environment without interference from others; 
• the right to express and share ideas and to ask questions; and 
• the right to be treated with politeness and courtesy at all times. 

 Protection of rights 

The protection of these rights is reflected in the Code of Conduct, agreed to by all students on 
enrolment. Breaches of personal rights will result in investigation and possible disciplinary action. 

2. The delivery of education 

Acknowledge Education will treat fairly all students and all persons seeking to enrol. Courses 
are tailored to individual needs with predictability and integrity and without use of derogatory 
or discriminatory materials. Professionalism, commitment and empathy underpin the conduct of 
all staff. 

2.1 Enrolment and student selection procedure 

[2.1.1] Acknowledge Education has open, fair and transparent merit-based procedures for making 
decisions about student selection and treatment, as published in the Procedure for the Enrolment 
of Domestic Applicants and the Procedure for the Enrolment of International Applicants. Student 
Guides to Applying for Enrolment are also published on the Acknowledge Education website. 

[2.1.2] Potential students seeking to enrol in a course or unit of study with Acknowledge Education 
will be assessed fairly for entry to study, according to the same published entry requirements and 
the same enrolment process. Eligibility or potential eligibility for government subsidies, FEE-HELP, 
or VET FEE-HELP assistance does not factor as a consideration for selection. 

 
 
[2.1.3] Selection criteria vary for each course, and are published in Course Descriptions and 
Handbooks on the Acknowledge Education website. Normal entry requirements for VET courses 
are typically that the potential student:  
(i) is at least 17 years of age; and  
(ii) has language, literacy and numeracy skills equal to those of a student who has completed 

Year 12 or equivalent; and 
(iii) has satisfactorily completed Year 12 in an Australian secondary school, or equivalent, except 

in the case of mature-age applicants. 

[2.1.4] Applications are assessed by the Admissions Officer against selection entry requirements. 
Where the application is not complete or if further information is required to make an assessment 
of whether the applicant has met the selection entry requirements for their chosen course, the 
applicant will be contacted and given the opportunity to provide further information.  

[2.1.5] Applicants who meet the selection entry requirements will be sent a letter offering them a 
place in their chosen course and instructions on how to accept the offer. Applicants who do not 
meet the selection entry requirements will be sent a letter clearly outlining the reasons why they 
have not been offered a place in the course. The letter will also advise the unsuccessful applicant 
about their right to appeal the decision and how to access the appeals process.  

[2.1.6] Applicants accept the offer of a place in the course by signing and returning a copy of the 
offer letter as directed. Once an offer is accepted, the applicant is enrolled in their chosen course. 
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[2.1.7] The above paragraphs do not prevent Acknowledge Education from taking into account, in 
making decisions mentioned above, educational disadvantages that a particular student or 
potential student has experienced or the fact that the student or potential student may be 
enrolled via a VET restricted access arrangement. 

2.2 Delivery of training 

During the delivery of training courses: 
(i) students must, at all times, be treated with respect and dignity and have their personal rights 

respected; 
(ii) staff must always be professional, empathetic to the needs and desires of students, and 

committed to providing the highest quality education; 
(iii) proposed subjects or modules must be taught according to the course documentation which 

has been agreed to by the student, with no changes made without discussion with the 
student and approval of the relevant academic program manager; 

(iv) training programs must be reviewed by senior management staff to ensure no derogatory or 
discriminatory material is included; and  

(v) staff must consider special requirements of people of different races, nationalities and 
religions in course design, student assessment and administration. 

 
2.3 Assessment 

[2.3.1] Assessments are to be conducted for all stated competencies in accordance with the 
Assessment Policy. Assessments must be equally accessible and equitable for all persons, taking 
into account individual needs relevant to the assessment.  

[2.3.2] To achieve these principles, Acknowledge Education assessment system bears the following 
characteristics: 
(i) the standards, assessment processes and all associated information are straight forward and 

understandable; 
(ii) all eligible candidates are guaranteed access to assessment, without discrimination on any 

basis; 
(iii) the characteristics, proficiencies, skills and needs of potential candidates are identified 

through pre-training review and ongoing monitoring of student progress, enabling potential 
assessment issues to be identified and catered for; 

(iv) assessors will call on other assessors, verifiers or specially skilled people for assistance and 
guidance in adopting appropriate particular assessment methods and otherwise dealing with 
special needs; 

(v) the chosen processes and materials within the system of assessment do not disadvantage 
any candidate in any way; 

(vi) a review and dispute resolution mechanism is in place (Complaints and Appeals Policy) that 
allows investigation, examination and redress of any issue of unfairness or disadvantage 
identified, involving access, assessment, certification or any other related issue; and 

(vii) where potential disadvantages are identified, the system is amended to avoid or counter 
them, or appropriate steps taken to overcome them including reassessment if required. 

3. Legislative requirements 

3.1 The Charter of Human Rights and Responsibilities Act 
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[3.1.1] No person must act in any way incompatible with a human right, including those protected 
by the Victorian Charter of Human Rights and Responsibilities, in dealings with students or staff. 

[3.1.2]  While all provisions of the Charter should be acknowledged, of particular relevance 
to day-to-day life at Acknowledge Education are the personal rights to:  
• privacy of home, family and communication; 
• not have reputation unlawfully attacked; 
• freedom of thought, conscience, religion and belief; 
• freedom of expression, made orally, in writing, print, artistically or in any other way; and 
• not being deprived of property. 

[3.1.3] As Acknowledge Education has a large number of international students, all persons must 
always be aware and considerate of the protected right of an individual to enjoy his or her 
culture, to declare and practise his or her religion and to use his or her  

 
language. As classes are conducted in English for the lawful purpose of education, use of other 
languages is reasonably restricted during class time. 

Any questions regarding adherence to the provisions of the Charter should be directed to a staff 
member, supervisor or the Compliance Officer. The full text of the Charter is accessible online at: 
http://www.austlii.edu.au/au/legis/vic/consol_act/cohrara2006433/index.html 

3.2 The Disability Act 

[3.2.1] As a provider focused on ensuring quality of education through close individual contact and 
provision of individually suitable education, Acknowledge Education is in a unique position to 
provide students with disabilities full opportunity to develop and maintain skills and to participate 
in activities that enable them to achieve valued roles in the community.  

[3.2.2] Educators training intellectually disabled students should design and provide training 
services in a manner which ensures developmental opportunities exist to enable the realisation of 
their individual capacities. 

[3.2.3] Physical disabilities should not negatively impact upon the quality of education received by 
any student. Students’ physical disabilities should be considered when planning activities to 
ensure students are not denied full participation and enjoyment. 
  

http://www.austlii.edu.au/au/legis/vic/consol_act/cohrara2006433/index.html
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Any questions regarding adherence to the provisions of the Disability Act should be 
directed to a staff member, supervisor or the Compliance Officer. The full text of the 
Disability Act is accessible online at: 
http://www.austlii.edu.au/au/legis/vic/consol_act/da2006121/index.html 

3.3 The Working With Children Act 

[3.3.1] Acknowledge Education requires all staff engaged in or likely to be engaged in work 
with children to undergo or to have undergone a Working With Children Check. These 
staff members will not be allowed to commence work until such time as a positive 
Assessment Notice and Working With Children Card have been received. 

[3.3.2] All staff should ensure they are familiar with the full Working With Children Check 
Policy, contained within the Staff Logistics Manual. 

Any questions regarding adherence to the provisions of the Working With Children Act 
should be directed to a staff member, supervisor or the Compliance Officer. The full text of 
the Working With Children Act is accessible online at: 
http://www.austlii.edu.au/au/legis/vic/consol_act/wwca2005232/ 

3.4 The Acknowledge Education Privacy Policy 

[3.4.1] As a part of Acknowledge Education functions, personal and sometimes sensitive 
information regarding students will be received from the students themselves, their 
parents or guardians, their education agents, or by another third party (such as a medical 
professional). At all times the information is treated as confidential in deference to 
students’ privacy. Information may be used or disclosed in a few specific circumstances, 
as outlined in Acknowledge Education Privacy Policy.  

[3.4.3] All staff must read and consider the Privacy Policy at all times when dealing with 
students’ personal information. This Policy contains the National Privacy Principles 
contained in the Privacy Act and therefore be taken to represent law with which staff 
must comply.                 

 
  

http://www.austlii.edu.au/au/legis/vic/consol_act/da2006121/index.html
http://www.austlii.edu.au/au/legis/vic/consol_act/wwca2005232/
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