
GRIEVANCES & APPEALS 
 
Your learning is your own responsibility.  However, your learning 
environment is the responsibility of the Academy.  It is important that 
you act to resolve issues which you find unacceptable.  Always talk to 
someone before the situation becomes critical or you feel the need to 
take action such as withdrawal from the subject or course. 
 
Issues may include difficulties with administrative procedures, a lack of 
feedback or information, dissatisfaction with facilities, learning 
difficulties, harassment or dissatisfaction with an assessment result.  
There are several ways you can raise an issue that concerns you in 
relation to your study at the Academy. 
 
Any staff member is always available to help you resolve difficulties.  
The assistance offered may include: 
 

• discussion of an issue to clarify your main concerns and the most 
appropriate avenues for resolving them; 

• provision of information and guidance on the resolution process; 

• help in developing the confidence and skills necessary to deal 
effectively with an issue; or 

• mediation on your behalf. 
 
If you are not satisfied with the resolution of any problem, you may 
make a formal complaint in writing to the AMFA CEO within 20 
working days, setting out the following: 
 
1. why a complaint or appeal is being lodged; 
2. the circumstances surrounding the issue; 
3. who was involved; 
4. the name of any witnesses who can support your case; and 
5. any evidence including dates and documentation. 
 
A written response from AMFA will be provided within 20 working 
days.  If you are not satisfied with the outcome, the complaint will be 
referred to an independent person, who is agreed to by both parties, 
and you will have an opportunity to formally present your case. 
 
Should a student be unsatisfied with the outcome of their complaint, 
AMFA recommends students contact the Australian Skills Quality 
Authority to register their complaint.  Information on how to proceed 
can be found at the ASQA website: www.asqa.gov.au 
 
NUMERACY AND LITERACY 
 
Students need to be aware that a certain standard of numeracy and 
literacy is recommended to successfully complete AMFA courses. 
 
AMFA is required to conduct an upfront assessment of need for each 
student.  All students are required to complete an online Language, 
Literacy and Numeracy tool. 
 
AMFA can provide advice on language, literacy and numeracy support 
to assist students to develop the skills necessary for successful study, 
however, this support can only be provided once a student informs the 
Academy they require access to support services. 
 
If you have any concerns about your ability to meet the recommended 
standards please contact AMFA staff to discuss your situation and the 
options open to you. 
 
SUSTAINABILITY 
 
AMFA is committed to ensuring that our actions and philosophies are 
environmentally sound, economically viable and socially equitable. 

ACCESS AND EQUITY 
 
AMFA is committed to the provision of a safe and inclusive teaching 
and learning environment that is free from discrimination and 
harassment.  The Academy attempts to meet special requests where 
possible regarding access to class locations, class times and 
modifications to assignment and/or assessment requirements. 
 
If you require assistance to support your study because of a disability 
or ongoing health/medical condition, please contact AMFA. 
 
HEALTH AND SAFETY 
 
AMFA is committed to support the health, safety and welfare of 
students and staff by complying with South Australia’s work health and 
safety legislation, which includes the Work Health and Safety Act 2012 
(SA) and the Work Health and Safety Regulations 2012 (SA). 
Students and staff also have a legal duty to take care and protect their 
own health and safety and to avoid adversely affecting the health and 
safety of students and staff. 

 

HAVE YOU TICKED ALL OF THE BOXES? 
 
Information you need before enrolling: 

□  Course information, including content, outcomes and prerequisites 

□  Requested enrolment information 

□  Check WorkReady website to check eligibility for funding 

□  Completed WorkReady Participation Commencement Form 

□  Provided a copy of your Driver’s Licence 

□  Created Unique Student Identifier ( USI ) Number 

□  Student Fees Policy including transfers, withdrawals & refunds 

□  Completed language, literacy and numeracy testing ( LLN ) 

□  Completed the Student Interview with Client Services  

□  Complaints and appeals procedures 

□  Disciplinary procedures 

□  Student Code of Conduct 

□  Recognition of prior learning arrangements and credit transfer 

Regulatory Certificates of Competency 

The Academy delivers the educational component required to 
receive the relevant vocational qualification. However, students 
should be aware that maritime courses require an additional 
application to AMSA (Australian Maritime Safety Authority) be-
fore a maritime licence is issued.  

The Academy has no authority to deal with any matters that are 
handled by AMSA, including the calculation of sea time, the 
processing of applications for maritime licences and the fees 
charged. Students should contact AMSA directly to determine 

what they are required to do to obtain their maritime licence. 

AMSA Connect 1800 627 484      www.amsa.gov.au  

PRE-ENROLMENT CHECKLIST 

 

Student pre-enrolment information 
Thinking about maritime study at AMFA? 

This brochure provides information about becoming a student at the Australian 

Maritime and Fisheries Academy (AMFA) and details of the relevant AMFA 

policies, procedures and the support services available to you.  It is important 

that you read this information carefully prior to your enrolment. 

AMFA is registered with the Australian Skills Quality Authority (ASQA) and 

complies with the National VET Regulator Standards that outline good 

practices in marketing, operation, financing and administration as well as the 

training and assessment services provided to you. 

The introduction of the WorkReady policy initiative in October 2015 by the 

South Australian Government changed the eligibility and funding arrangements 

for government funded vocational education and training in South Australia.  It 

is important that all students understand their eligibility for funded training as 

some students may not be eligible and may therefore be required to pay 

significantly more for their training. 

Student fees and more detailed information including course timetables are 

published on the AMFA website: www.amfa.edu.au More information on 

WorkReady is available from www.skills.sa.gov.au or from the links on our 

website. 

AMFA offers a wide range of courses from the maritime training package and 

the seafood industry training package as well as other regulatory short courses 

and customised fee-for-service training. Please do not hesitate to contact us 

about any of your maritime training needs or if you have any questions about 

our training. 

Port Lincoln 
9 Quay Boulevard 
Port Lincoln  SA  5606 
Phone : (08) 8683 4888 
  

Port Adelaide 
20 North Parade 
Port Adelaide  SA  5015 
Phone : (08) 8303 2780 
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CHOOSING A COURSE 

The Australian Maritime & Fisheries Academy offers a wide range of 
courses for all types of students.  Some courses are designed for 
students wishing to upgrade their current qualifications, while others 
are for the recreational fisher or members of the general public. 
 
Each course identifies Entry Requirements that you must meet to be 
eligible for entry.  AMFA offers qualifications from the Maritime 
Training Package which may lead to the issuance of  qualifications 
by the maritime regulatory authority or a maritime regulatory Certifi-
cate of Competency.  Therefore, students must contact the Australi-
an Maritime and Safety Authority (AMSA) to determine their eligibil-
ity for examination and to ensure that all   prerequisites and criteria 
(such as medicals and sea-time) are met. 
 
Course information is available at AMFA campuses and the website 
www.amfa.edu.au 
 
To enrol in any of AMFA’s courses, please refer to our website or 
contact client services by  phone or email. 
 
RECOGNITION OF PRIOR LEARNING (RPL) 

RPL is the acknowledgement of current skills and knowledge which 
you may have gained from a range of experiences including work, 
volunteering, study and general life experiences.  It is achieved 
through the assessment of evidence you provide against a set of 
criteria in a qualification.  Fees apply and students must enrol in the 
qualification. 
 
For further information, refer to the Recognition of Prior Learning 
guide under the downloads section of the AMFA website. 
 
CREDIT TRANSFER 

Credit transfer is the formal recognition of studies undertaken    
elsewhere.  As part of the Academy’s access and equity policy, 
AMFA has a clear commitment to credit transfer.   
 
NATIONAL RECOGNITION 

National recognition is recognition and acceptance by a Registered 
Training Organisation (RTO) of Australian Qualifications Framework 
Qualification Parchments and Statements of Attainment issued by 
another RTO in Australia. 
 
AMFA accepts Australian Qualifications Framework Qualification 
Parchments and Statements of Attainment issued by other RTOs. 
 
STUDENT ENROLMENT 

When you complete your enrolment you will be acknowledging that 
you have been provided with the information contained in this    
brochure and on the AMFA website. 
 
Please ensure that you complete all enrolment sections so that 
AMFA may support any specific study requirements you have.  You 
are enrolled in a course only once you have been selected,      
completed the enrolment and arranged payment of fees. 
 
You must also supply AMFA with a valid Unique Student Identifier 
(USI). 
 
You are encouraged to disclose any disability or ongoing 
health/medical condition that may require support.   
 
 
 

PRIVACY STATEMENT 

Under the Data Provision Requirements 2012, the Australian Mari-
time & Fisheries Academy 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 con-
tained on your enrolment form and your training activity data) may 
be used or disclosed by the Australian Maritime & Fisheries Acade-
my for statistical, regulatory and research purposes. Australian Mar-
itime & Fisheries Academy may disclose your personal information 

for these purposes to third parties, including: 

• School – if you are a secondary student undertaking VET, 
including a school-based apprenticeship or traineeship 

• Employer – if you are enrolled in training paid by your em-
ployer 

• Commonwealth and State or Territory government depart-
ments and authorised agencies 

• NCVER 

• Organisations conducting student surveys 

• Researchers 

 
Personal information disclosed to NCVER may be used or  

disclosed for the following purposes: 

• Issuing statements of attainment or qualification, and                         
populating authenticated VET transcripts 

• Facilitating statistics and research relating to education, 
including surveys 

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

• Administering VET, including programme administration, 
regulation, monitoring and evaluation 

 
You may receive an NCVER student survey which may be  
administered by an NCVER employee, agent or third party  
contractor. 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 VET  
Data Policy and all NCVER policies and protocols (including those 
published on NCVER’s website at www.ncver.edu.au). 
 
What will happen if you don't give details to AMFA when enrol-
ling in a course? 

When you enrol as a student with AMFA you will be given an enrol-
ment form that needs to be completed and returned.  If you do not 
return the form completed you will not be able to enrol in any cours-
es conducted by AMFA.   

 

GENERAL COURSE INFORMATION 

 
Social Media 

Follow AMFA on: 

 

Australian Maritime & Fisheries Academy 
Registered Training Organisation number 0649 

 

 

FEES 

Each course has an established fee which varies depending on the 
nature of the course and your circumstance, such as eligibility for 
WorkReady support.  Fees and charges may be paid by cash, 
cheque, credit card, EFTPOS or a company may be invoiced.  Suc-
cessful enrolment applications in Academy courses cannot be guar-
anteed until course fees (if any) are paid and receipts must be re-
tained to verify payments.  
 
 

• Students will receive a full refund of fees paid and there will be 

no administration charge, if the course is cancelled by AMFA. 

• Completion of all Blended Learning Courses must be within 12 

months otherwise re enrolment fees will apply. 

• AMFA offers a student enrolling into an online and classroom 

based training course a five (5) day cooling off period. 

• Refunds after the cooling off period will be considered on a pro-
rata basis for participants who fall ill or are injured to the extent 
that they can no longer undertake the course or practical provid-

ing a supporting Medical Certificate is supplied to us. 

• In all other cases, refunds are at the discretion of management 

and may be negotiated on an individual case-by-case basis. 

• Blended Learning course enrolments will not be eligible for a 

refund. 

• Students wishing to change their practical booking date will incur 
a fee of $150 per change (up to 2 changes then full fees will 

apply). 

• All refunds will incur a 10% administration fee. 

 
 

PROCEDURES FOR APPLYING FOR REFUNDS 

• An application for refund of course fees under any other circum-

stance must be made in writing to AMFA via email. 

• The General Manager will consider each application and advise 
the student in writing within 10 working days of receiving the 
application. The decision as to whether the student will receive a 
refund or partial refund will be made based on the grounds for 

refunds specified above. 

 
 
PAYMENT OF REFUNDS 

AMFA will pay the refund to the person or organisation whom the 
payment was received on behalf of the student.  
Payment of refunds will normally be paid by direct deposit or 
cheque. 
 
 
 
 

 

There are a number of student related policies that may affect your 
study.  The main points of these policies are covered in this section 
and will also be referred to during your course induction. 
These include: 

• Student Conduct Policy; 

• Student Grievance and Appeal Policy; 

• Access and Equity Policy; 

• Assessment Policy; and 

• a range of policies relating to Work Health and Safety. 

STUDENT CODE OF CONDUCT 

AMFA is committed to providing students with a safe, supportive 
and intellectually challenging environment.  AMFA values: 
 

• honesty and integrity; 

• professionalism and consistency; 

• teamwork, respect and cooperation; 

• innovation and flexibility; 

• relevance, accountability and customer focus; 

• loyalty, trustworthiness, friendliness and empathy; and 

• responsibility and a strong work ethic. 
 
DRUGS AND ALCOHOL 

The Academy requires students to refrain from the use of any non-
prescribed drugs or alcohol during AMFA courses.  The Academy’s 
policy on illicit drugs and alcohol allows for random sobriety testing 
(similar to those used by roadside testing units) of students prior to 
any high risk practical activity. These tests are only designed to       
establish whether or not a student is sober at the time of the high 
risk practical activity. 
 
STUDENT EXPECTATIONS 

Students who enrol in Academy courses agree at all times during 
their enrolment period to : 
 

• conduct themselves in a professional manner and behave   
responsibly and with consideration for others at all times; 

• refrain from any conduct which impairs the reasonable freedom 
of other students to pursue their studies at the Academy; 

• not disrupt any teaching activity or examination being conducted 
by the Academy; 

• not engage in bullying, harassing, and any other unlawful activity 
or behaviour whilst on AMFA property or engaged in AMFA 
controlled or sponsored activity, including online environments; 

• use their skills, time and attention to the best of their abilities; 

• take responsibility for the efficient use of their time and   
achievement of the objectives of their course; 

• maintain an acceptable standard of personal presentation; 

• ensure that their actions do not threaten the health and safety of 
fellow students or Academy staff; 

• make timely payment of any AMFA fee, charge or penalty. 
 
By signing the Academy enrolment form you acknowledge that you 
understand the services available to you, the rights and             
expectations you have as a student and agree to be bound by the 
Student Code of Conduct and other relevant Academy policies. 
 
Students who disregard or are found to be in breach of the Code of 
Conduct will be given a verbal warning by an Academy staff     
member.  A second breach of the Code of Conduct will result in the 
student being issued with a written warning from the Academy CEO.  
Subsequent breaches of the Code of Conduct will result in the   
student being expelled and automatic forfeiture of all course fees. 
 
STUDENT SURVEYS 

Students who complete an Academy course are requested to    
complete a survey form that covers many aspects of the course.  
The distribution and completion of surveys are a Commonwealth 
requirement of AMFA being a Registered Training Organisation.  
Please take time to consider and complete these surveys as they 
provide us with valuable information about how we can continually 
improve the quality of the courses we deliver and the nature of the 
experience students have when undertaking our courses. 

STUDENT FEES POLICY  

EDUCATIONAL POLICIES 


