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WELCOME TO ESSENTIAL BUSINESS TRAINING 

Welcome to Essential Business Training (EBT), your partner in professional development and 
vocational education. At EBT, we are committed to providing high-quality training that meets the 
needs of our students and the industries we serve. With over two decades of experience in education, 
we pride ourselves on offering a range of courses that are designed to enhance your skills and advance 
your career. Our commitment to excellence and compliance with the standards for registered training 
organisations (RTOs) ensures that our training programs are both effective and relevant. 

 

ACKNOWLEDGEMENT OF COUNTRY 

EBT acknowledges the traditional owners of the land where we operate and train. We pay our respects 
to aboriginal and Torres Strait Islander elders past, present, and emerging, and we extend that respect 
to all indigenous Australians. 

 

CONTACT INFORMATION 

Website: www.ebt.nsw.edu.au 

Address: Shop 1 9 Park Ave Coffs Harbour NSW 2450 

Phone: 0448226062 

Email: Admin@ebt.nsw.edu.au 

Office Hours: Monday to Friday 8:30am – 5:00pm 
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ESSENTIAL BUSINESS TRAINING (EBT) 

Welcome to your training program where we hope you enjoy your course and live by the mantra 

“Learn to Lead, Train to Succeed”  

 

Regards 

 

Dr Bindu Smith 

Managing Director 

 

Essential Business Training is a Registered Training Organisation, registered by ASQA (AUSTRALIAN 

SKILLS QUALITY AUTHORITY ) to provide nationally accredited training. 

 

Essential Business Training mission is to be a training provider providing learners with high quality 

education designed to meet their vocational goals in an efficient, professional, compliant and safe 

learning environment. We believe that ‘opportunity comes from knowledge’ and hence our vision is 

to assist all our learners in developing themselves both personally and vocationally. 

 

Essential Business Training believes in a holistic approach to education, offering its’ learners the 

opportunity to develop their potential in an educational environment that is warm, friendly, exciting, 

multicultural, and free from discrimination or harassment. 

 

Essential Business Training always endorses ethical behaviour from team members and clients.  All 

activities of Essential Business Training are carried out honestly, fairly and accurately to ensure value 

for our learners.  High standards of financial probity, marketing and advertising integrity are always 

maintained. Our program delivery benefits learners by maintaining high standards of education and 

training, cutting-edge methods and materials. 

 

EBT engages only trainers and assessors with the skills, knowledge, experience, attitude and currency 

of skills and knowledge required for high quality training. 

 

To review EBT’s Registration details and scope of registered training please; refer to:  

http://training.gov.au or  training.gov.au - 91492 - Belelmo Pty Ltd 

 

 

 

http://training.gov.au/
https://training.gov.au/Organisation/Details/91492
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COURSE ENROLMENT 

Learners can enrol for any course or unit on our scope of registration aligned to their job role or 

prospective position. Prospective learners will consult with an Essential Business Training 

representative (and their employer if a Traineeship is applicable) about the course, units and 

delivery options available. All Employer lead enrolments will include the negotiation of all units of 

competency electives and can review and customise the learning materials and assessment tasks to 

requirements. All enrolments must comply with the 2025 Standards for Registered Training 

Organisations (the Standards) undertaking nationally recognised training and assessment 

 

COURSE/ PROGRAM INFORMATION, CONSULTATION & AGREEMENT 

Upon initial contact by a client EBT will discuss specific needs, course(s) they are interested in and 

ensure provision of all relevant qualification and enrolment information. 

These could include: 

• Course Flyers – e.g.: Retail, Retail Management, Mental Health, Business, First Aid  

• Brochure 

• Business Overview Flyer 

• Fees & Schedule which Accent Group will pay on your behalf 

• Welcome Flyer 
 

A EBT Business Development (BD) representative will source information to complete the EBT 

Consultation Agreement which covers the entire training agreement, may include: 

 

• Client information:  Company names, Trading Name(s) Company contacts,  ABN,  

address, phone  & email contacts 

• Training terms and conditions (including training location, qualification(s), stream/ 

unit selection, customisation of resources and/or assessment materials; format of 

the training program including session schedule, session times and frequency of 

sessions, type of training workplace, distance, online etc. 

• Information on any known special assistance requirements and resources available 
(if applicable) 

• Establish and review the fee information & agreement (including administration/ 

enrolment fees, payment terms and conditions, refund policy, any additional costs 

like materials and the fees for issuance of a replacement certificates) 

• Both the client and the BD Representative sign off in agreement to the record 

 

This document forms both the training agreement and as part of the delivery and assessment 

strategy that is provided to the trainer for reference. 
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TRAINEESHIPS AND APPRENTICESHIPS 

EBT delivers training eligible for “Traineeships” (also known as Australian Apprenticeships) and 

ensures compliance with the National Vocational Education and Training Regulator Act 2011 and 

2025 Standards for Registered Training Organisations (the Standards).  The term ‘Australian 

Apprenticeships’ covers both apprenticeships and traineeships, which start when an employer 

creates a job and employs and trains team members using this method. 

 

Each State and Territory has its own set up Acts, Regulation and Policy that relates to the support 

and delivery of Traineeships. Below is the Act, Regulation and State Authority that registers 

Traineeships and Apprenticeships. 

 

National holistic information for learners  

 

Australian Central Territory 

• Training Authority &/or Office website:  | Welcome to Skills Canberra (act.gov.au) 

• Training and Tertiary Education Act 2003 

• Training and Tertiary Education (Probationary period for training contract) Determination 

2015 (No 1) 

• Information for learners 

 

New South Wales 

• Training Authority &/or Office website: Smart and Skilled - Home (nsw.gov.au) 

• Vocational Education and Training (Commonwealth Powers) Act 2010 (No 131) 

• Vocational Education and Training Act 2005 No 100 

• Apprenticeship and Traineeship Act 2001 No 80 

• Apprenticeship and Traineeship Regulation 2017 

• Information for learners  

 

Northern Territory 

• Training Authority &/or Office website: Workforce NT  

• Training and Skills Development Act 2016 

• Apprenticeship and Traineeship Policy 

• Information for learners  

 

Queensland 

• Training Authority &/or Office website: Department of Employment, Small Business and 

Training 

• Vocational Education, Training and Employment Act 2000 

• Vocational Education and Training (Commonwealth Powers) Act 2012 

• Further Education and Training Act 2014 

• Further Education and Training Regulation 2014 

• Information for learners  

 

 

South Australia 

• Training Authority &/or Office website: Skilled careers | Training that works for you 

https://www.australianapprenticeships.gov.au/
https://www.australianapprenticeships.gov.au/apprentices
https://www.skills.act.gov.au/
https://www.legislation.act.gov.au/a/2003-36/
https://www.legislation.act.gov.au/ni/2015-199/
https://www.legislation.act.gov.au/ni/2015-199/
https://www.skills.act.gov.au/students
https://smartandskilled.nsw.gov.au/home
http://www8.austlii.edu.au/cgi-bin/viewdb/au/legis/nsw/consol_act/veatpa2010526/
https://legislation.nsw.gov.au/view/pdf/asmade/act-2005-100#:~:text=The%20objects%20of%20this%20Act,by%20applying%20nationally%20agreed%20standards%2C&text=(e)%20to%20encourage%20the%20recognition,are%20accredited%20under%20this%20Act
https://legislation.nsw.gov.au/view/html/inforce/current/act-2001-080
https://legislation.nsw.gov.au/view/whole/html/inforce/current/sl-2017-0229
https://smartandskilled.nsw.gov.au/for-students/faqs
https://nt.gov.au/employ/work-for-government/start-your-career-in-government/traineeship
https://legislation.nt.gov.au/en/Legislation/TRAINING-AND-SKILLS-DEVELOPMENT-ACT-2016
https://industry.nt.gov.au/publications/business/policies/apprenticeship-and-trainee-policies
https://nt.gov.au/learning/adult-education-and-training/vocational-education-and-training-VET
https://desbt.qld.gov.au/
https://desbt.qld.gov.au/
https://www.legislation.qld.gov.au/view/pdf/inforce/2013-11-22/act-2000-023
https://www.legislation.qld.gov.au/view/html/inforce/current/act-2012-011
https://www.legislation.qld.gov.au/view/html/inforce/current/act-2014-025
https://www.legislation.qld.gov.au/view/html/inforce/current/sl-2014-0103
https://desbt.qld.gov.au/training/apprentices/advice/faq-apprentices-trainees
https://www.skills.sa.gov.au/
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(skills.sa.gov.au) 

• South Australian Skills Act 2008  

• South Australia Skills Regulations 2021 

• Information for learners 

 

Victoria 

• Training Authority &/or Office website: Victorian Skills Gateway 

• Education and Training Reform Act 2006 

• Information for learners 

 

Western Australia 

• Training Authority &/or Office website:: Jobs and Skills WA & Apprenticeship Office  

• Vocational Education and Training Act 1996 (the VET Act) 

• Vocational Education and Training (General) Regulations 2009 and the Vocational Education 

and Training (Colleges) Regulations 2006 

• Apprenticeship and Traineeship Policy 

• Information for Learners 

 

Tasmania 

• Training Authority &/or Office website: Home | Skills Tasmania 

• Training and Workforce Development Act 2013 

• Apprenticeship and traineeships policies and guidelines  

• Information for learners 

 

Listed below are some of the most common, however, you should check with your Apprentice 

Network Provider for the details of the apprenticeship or traineeship you are entering. 

 

 

  Traineeships Apprenticeships 

Time 
A traineeship is usually for a duration of 1 

or 2 years.  

An apprenticeship is usually for 3 to 4 years 

long 

Wages 

Traineeship wages are set across all 

industries by a separate award 

(National Training Wage set out in the 

Miscellaneous Award 2010) 

Apprenticeship wages are set in each award 

and industries differ 

Level 
Traineeships can be range from Certificate 

II to Advanced Diploma level 

Apprenticeships are usually Certificate III 

level 

 

In the past, apprenticeships focused on traditional trades and training took at least three years to 

complete. Traineeships, by comparison, covered a much wider range of occupations but the training 

was shorter, lasting between one and two years. Over the last decade, however, the distinction 

between apprenticeships and traineeships has blurred with many higher level and longer 

traineeships being introduced. Apprenticeships and traineeships are referred to nationally as 

Australian Apprenticeships – although some states and territories still make a distinction.  

 

https://www.skills.sa.gov.au/
https://www.legislation.sa.gov.au/__legislation/lz/c/a/south%20australian%20skills%20act%202008/current/2008.30.auth.pdf
https://www.legislation.sa.gov.au/lz/?path=/C/R/SOUTH%20AUSTRALIAN%20SKILLS%20REGULATIONS%202021
https://www.skills.sa.gov.au/getting-started
https://www.skills.vic.gov.au/s/
https://www.legislation.vic.gov.au/in-force/acts/education-and-training-reform-act-2006/091
https://www.vrqa.vic.gov.au/apprenticeships/Pages/for-apprentices-and-trainees.aspx
https://www.jobsandskills.wa.gov.au/
https://www.dtwd.wa.gov.au/apprenticeship-office
https://www.legislation.wa.gov.au/legislation/statutes.nsf/law_a858.html
https://www.legislation.wa.gov.au/legislation/statutes.nsf/main_mrtitle_10795_homepage.html
https://www.dtwd.wa.gov.au/sites/default/files/uploads/dtwd-apprenticeship-traineeship-policy-v2-july2020.pdf
https://www.dtwd.wa.gov.au/training#vocational-education-and-training
https://skills.tas.gov.au/home
https://www.legislation.tas.gov.au/view/whole/html/inforce/current/act-2013-009
https://skills.tas.gov.au/__data/assets/pdf_file/0009/275805/TTAC_Policies_and_Guidelines_-_2021_July.pdf
https://skills.tas.gov.au/learners
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Australian Apprenticeships are the best way to combine training and employment and lead to a 

nationally recognised qualification. Australian Apprenticeships are available to Australian citizens or 

permanent residents of working age and usually do not require any entry qualifications. You can be 

a school-leaver, re-entering the workforce or simply wishing to change careers. 

Australian Apprenticeships offer: 

• A great way to get a head start in a chosen career. 

• Paid work and structured training that can be on-the-job, off-the-job or a combination of both. 

• ‘Competency based’ training measures the learning that occurs in a training program rather 

than the time it takes to learn, enabling the completion of training faster if the required skills 

level is reached. 

• Existing skills and prior experience are recognised, and course credit granted, potentially 

reducing formal training time. 

• Available as full-time or part-time or part-time in many schools. 

• Leads to nationally recognised qualifications and skills which provide the basis for further 

education and training over the course of your working life. 

• A pathway from school to work. 
 

Essential Business Training offers Australian Apprenticeships & Traineeships in most qualifications 

on their Registered Scope of Training.  Please see an Essential Business Training representative for 

further details on the courses or contact your State or territory training authority or support office 

for more information about traineeships. 
 

http://www.australianapprenticeships.gov.au 
 

http://www.training.gov.au/ 
 

http://www.aatinfo.com.au/ 
 

TRAINEESHIPS ENROLMENTS & TRAINING PROCEDURES 

Learners enrolling under traineeship pathway must have employer approval. Traineeships require 

particular guidelines to be followed over the months of the contract as they are government funded 

and must comply with the RTO standards and the standards set by the State Training Authority. The 

procedures, processes, paperwork and actions that need to be completed are: 

 

  

http://www.australianapprenticeships.gov.au/
http://www.training.gov.au/
http://www.aatinfo.com.au/
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Pre-Enrolment 

A EBT BD representative provides advice to the learner and the employer regarding course selection, 

possible   funding arrangements and/or costs, and training & assessment delivery options. 

 

An Employer Consultation Agreement is developed in coordination with your employer to ensure: 

• The learner’s needs are met. 

• To assist in developing the training schedule. 

• To assist in developing Training Plan. 

• To support the Training & Assessment Strategy. 

• Review and determine course selection, costs of training, and the training & 
assessment delivery. 

• Training resources and Assessments are reviewed to ensure they are suitable: 

• to the learners needs (e.g. access & equity arrangements) 

• Access to employer’s facilities and equipment. 

• Meet the requirements of the training package. 
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GENERAL INFORMATION 

Learner Responsibilities and Conduct 

Code of Conduct 

Essential Business Training (EBT) is committed to providing an environment free from discrimination 

based on age, sex, race, disability, religion, political conviction, sexual preference, medical, or criminal 

history. EBT promotes, encourages, and values equity and diversity with regard to all learners. 

Upon enrolling in an EBT course, you are expected to acknowledge your responsibilities as a learner 

to: 

• Treat others (EBT Trainers, Staff, and other learners) with respect and equality and not engage 

in threatening or abusive behaviour. 

• Not engage in conduct that disadvantages yourself or other learners in their pursuit of studies. 

• Not disrupt the class either verbally, or through actions requiring the trainer to disrupt the 

flow of the course, e.g., taking phone calls, texting, etc. 

• Not use offensive comments, body language, or unwanted physical contact. 

• Act in a safe manner at all times and not compromise the health and safety of yourself or 

others. 

• Take direction from EBT Trainers or Staff in the event of an emergency or critical incident. 

• Attend scheduled training and assessment punctually, participate in the learning process, and 

submit assessments on time, unless unforeseen or exceptional circumstances arise. 

EBT reserves the right to counsel and, in extreme circumstances, refuse any learner from continuing 

with their course if they display inappropriate or disruptive behaviour. 

EBT personnel will, in the first instance, advise the individual of the inappropriate behaviour, which 

could include but is not limited to disruptive behaviour, displaying a reluctance to participate, or 

attempting to encourage other learners into obstructive behaviour. If, following such counselling, the 

individual continues their disruptive behaviour, they will be formally warned. If after this such 

behaviour continues, they will be asked to leave the course and no refund will be provided. If the 

course is part of a traineeship, EBT will contact the company to advise that the individual has been 

asked to leave the course and the reason for the action. 

No alcohol or banned substances are allowed on any EBT premises. If an individual is abusive, appears 

under the influence of alcohol/banned substances, or threatens other learners or EBT personnel, they 

will be removed from the course and may be asked to leave the premises. Under these circumstances, 

no refund will be provided. 
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Personal Information 

As a learner with Essential Business Training (EBT), it is your responsibility to ensure all your personal 

information provided at enrollment is accurate and complete. This includes: 

• First and last name 

• Telephone number 

• Postal and residential address 

• Email address 

• Date of birth 

• Unique Student Identifier (USI)  

If you undergo a change of name or contact details during the course, you are responsible for advising 

EBT in writing of the changes (evidence of official name change is required). 

Dress Standard 

EBT has a minimum dress standard of neat casual attire and enclosed footwear.  

Guarantee 

Enrollment in any of EBT’s courses does not guarantee certification will be awarded; all training and 

assessment must be successfully completed. EBT is committed to providing learners with every 

opportunity to complete their training and assessment requirements through our Learner Support 

service. EBT does not guarantee learners who have successfully completed a qualification will gain 

employment in a job role/industry. 

Work Health and Safety 

While on EBT premises, we ask clients and learners to: 

• Act in a safe manner and encourage others to maintain a safe and healthy environment. 

• Co-operate with EBT staff in the promotion of safety and health in the workplace. 

• Report any unsafe conditions that come to their attention. 
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PARTICIPANT SUPPORT, WELFARE AND GUIDANCE 

We will assist all participants in their efforts to complete our training programs. 
In the event that you are experiencing any difficulties with your studies we would 

recommend that you see your trainer or another member of Essential Business Training 

team members . 
 

We will make every effort to support you in your studies; this could be through additional 

coaching or mentoring or through any other identified way. 
 

Should you be experiencing any personal difficulties you should make contact directly with 

the Essential Business Training (EBT), CEO,DIRECTOR, who will assist you to the full extent of 

our capacity. 
 

If your needs exceed Essential Business Training support capacity, we will refer you onto an 

appropriate external agency. 
 

Please see below a list of some special need providers, please note that is you have a special 

need, do not hesitate to ask your trainer for additional special need providers. 

 

  Adult Migrant English Program 
(AMEP) 

1800 862 16
6 

https://immi.homeaffairs.gov.au/settl
ing-in-australia/amep/about-the-

program 

 

 

Disability support:  

Disability Support Office 

 

9427 1314 

 
 

student.support@nmtafe.wa.edu.au 

Lifeline: Psychological support for 

people with mental illness 

 
13 11 14 

 
http://www.lifeline.org.au/ 

 
Interpreting Services: 

TIS 13 14 50  

http://aiwaac.org.au/ 

 

https://www.wa.gov.au/government/

cuas/interpreting-and-translating-

services-cuaits2017 

Australian Council of Adult Literacy: 

Literacy and Numeracy Support 

 
03 9469 

2950 

 
acal@pacific.net.au 

http://www.lifeline.org.au/
http://aiwaac.org.au/
mailto:acal@pacific.net.au
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Participation – Equity program. 

 
13 64 64 

https://www.jobsandskills.wa.gov.au/
training/learning-support-and-

assistance 

 

CAVSS provides additional support 
to build literacy and numeracy skills 
as part of a vocational training 
program. Through CAVSS support, 
students revise and develop their 
mathematics, reading, writing and 
communication skills.  Students 
learn to make the connection 
between these skills, and where and 
how to apply them to vocational 
training and workplace situations. 

 
 
 
 

13 64 64 

 
 
 

https://www.jobsandskills.wa.gov.au/
training/learning-support-and-

assistance 
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Complaints and Appeals 

At Essential Business Training (EBT), we value feedback and are committed to resolving any issues or 

concerns our learners and clients might have about the services provided by EBT, including matters 

related to assessment appeals. According to our Complaints and Appeals Procedure, every complaint 

is taken seriously and addressed promptly to ensure resolution. 

Rights to Appeal 

All learners have the right to appeal assessment decisions. The procedure for lodging an appeal is 

detailed in the EBT Complaints and Appeals Procedure. Appeals should be directed to the Training 

Manager for action. 

 

Handling Process 

All complaints and appeals are managed: 

• Fairly: We ensure an unbiased process. 

• Promptly: Immediate action to resolve the issue. 

• Impartially: Neutral parties review the complaint or appeal. 

• Confidentially: Protecting the privacy of all involved. 

• Timely Manner: Resolving issues as quickly as possible. 

For more information or to lodge a complaint or appeal, please contact EBT. We will provide the 

necessary forms and guidance. 

Complaints and Appeals Process: 

1. Informal Resolution: Attempt to resolve any concerns directly with the involved party(ies) 

before escalating to a formal complaint. 

2. Formal Complaint or Appeal: If unresolved informally, lodge a formal complaint or appeal 

with EBT’s Quality Assurance Team. This should be in writing, addressed to the Training 

Manager via email by completing the designated form. 

3. Acknowledgement: Within five (5) business days of receipt, the Training Manager will 

acknowledge the complaint or appeal in writing. 

4. Investigation: The complaint or appeal will be investigated. For general complaints, the 

Training Manager will attempt resolution through discussion. For assessment appeals, the 

NCOO will oversee a fair reassessment process. 

5. Outcome: The NCOO will provide a written outcome within ten (10) business days of the 

complaint being lodged, including details on how to appeal the decision if dissatisfied. 

If resolution takes longer than sixty (60) calendar days, EBT will inform the complainant, providing 

reasons and regular updates. 
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Privacy Policy 

EBT is committed to protecting personal information, adhering to the Privacy Act 1988 and the 

Australian Privacy Principles (APPs). 

Fees and Charges 

Payment is required at the time of course booking. Specific policies apply for non-attendance, 

cancellations, and refunds, considering exceptional circumstances. 

Recognition of Prior Learning (RPL) 

Applicants for RPL are not eligible for refunds once evidence is submitted. Those deemed ‘Not 

Satisfactory’ or ‘Not Yet Competent’ may have options for reassessment or course re-sit, subject to 

management discretion. 

Re-issuance of transcripts is complimentary electronically. A fee applies for physical copies. 

For detailed information on these processes, including conditions for course substitutions and 

exceptional circumstances, please refer to the relevant sections of this handbook or contact EBT 

directly. 

Cancellations and Refunds 

Essential Business Training (EBT)'s Cancellation and Refund Policy is formulated to protect the 

interests and fees of all our learners. 

Notification of Cancellation or Transfer 

All cancellations, transfers, or variations to face-to-face or live online course bookings must be 

communicated in writing by emailing admin@ebt.nsw.edu.au.  

Course Cancellation by EBT 

Learners are entitled to a full refund or rescheduling of training (if available) at no extra charge if EBT 

cancels any course. EBT will not be liable for any claims arising from course cancellation. Learners 

already assessed as competent in some units will receive a Statement of Attainment (SOA) for those 

units, and the costs of training and assessment for those units will be deducted from the refund total. 

Complaints 

If a learner or client is dissatisfied with the outcome of a refund request, they can refer to the EBT 

Complaints and Appeals Policy, accessible at any time for further action. 

Access to Your Records 

Upon request, EBT will provide learners with copies of their certification, whether as an SOA, full 

qualification, or Certificate of Participation. Should you require your employer to receive a copy of any 

certification, EBT requires written permission from you to release these records. 

Contact Information 

You may contact EBT at any time to: 

• Request access to your personal information. 

• Correct your personal information. 
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• Make a complaint about how your personal information has been handled. 

• Ask a question about our Privacy Policy. 
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NATIONALLY RECOGNISED TRAINING 

What is Nationally Recognised Training? 

Nationally Recognised Training (NRT) encompasses any course or training that culminates in 

vocational qualifications and credentials recognised throughout Australia. Only Registered Training 

Organisations (RTOs) have the authority to deliver nationally recognised training and to issue 

nationally recognised qualifications or statements of attainment. 

What is VET? 

Vocational Education and Training (VET) is training that equips individuals with the skills and 

knowledge necessary for a specific industry and workplace role. The VET system is competency-based, 

meaning it relies on the consistent application of workplace skills standards defined in units of 

competency within training packages and accredited courses. 

Key Legislation and Standards 

As an RTO, Essential Business Training (EBT) adheres to key legislation and frameworks to ensure 

compliance. This legislation dictates our operational requirements as an RTO, our responsibilities to 

our learners, and is pertinent to the industries for which we conduct training. Important legislations 

include: 

• National Vocational Education and Training Regulator Act 2011 

• 2025 Standards for Registered Training Organisations (the Standards)  

The Australian Skills Quality Authority (ASQA), established through the National Vocational Education 

and Training Regulator Act 2011, oversees the registration of training organisations and the 

accreditation of vocational courses under national standards. The aim of the Act is to ensure the 

registration of individuals and organisations that conduct VET courses, approve entities offering 

courses to overseas learners, and promote consistency of standards in VET. 

The 2025 Standards for Registered Training Organisations (the Standards) specify the operational 

requirements for RTOs to ensure the delivery of nationally consistent, high-quality training across 

Australia’s VET system. 

Other pertinent legislation includes: 

• Work Health and Safety Act 2020 and Work Health and Safety (General) Regulations 2022 

• Privacy Act 1988 

• Anti-Discrimination Act 1991 

• Equal Employment Opportunity Act 1987 

• Racial Discrimination Act 1975 

• Disability Discrimination Act 1992 

• Age Discrimination Act 2004 

• Copyright Act 1968 

• Fair Work Act 2009 
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Unique Student Identifier (USI) 

What is a USI? 

A Unique Student Identifier (USI) is a requirement for all individuals undertaking Nationally Recognised 

Training in Australia. It is a unique account or reference number made up of 10 numbers and letters 

that remains with a student for life. Should there be any change in your name, it's essential to update 

your USI information rather than applying for a new one. 

Why Do I Need a USI? 

The USI initiative facilitates access to an individual’s training achievements in a single online location, 

eliminating the need to carry multiple certificates. From January 1, 2015, any qualifications or Units of 

Competency achieved will be accessible upon logging into your USI account. These transcripts can be 

presented to potential employers or training organisations as proof of your accomplishments. 

Learners can obtain their USI by applying online at the official USI website before commencing their 

training with EBT. It's important to note that EBT cannot issue any AQF certification without a verified 

USI. 

For those who may have forgotten their USI number, it can be retrieved by visiting the USI website 

and navigating to the Student Login area. 

Language, Literacy, Numeracy and Digital Literacy (LLND) 

EBT recognises that learners have varying support needs. To identify and cater to individual learning 

needs, we request learners complete an LLND assessment as part of the enrollment process for live 

online delivery, or through a survey link emailed upon enrollment for workplace delivery. Based on 

the assessment outcome, EBT may reach out to discuss the most suitable support options for your 

learning needs.  

Student Visa Holders 

In adherence to the Education Services for Overseas Students (ESOS) Act 2000, Essential Business 

Training (EBT) is not a CRICOS (Commonwealth Register of Institutions and Courses for Overseas 

Students) registered provider. Consequently, we are unable to offer training to overseas students 

holding an Australian Student Visa for any courses not explicitly listed as available to them. 

Definition of a "Student Visa" 

According to Regulation 1.03 of the Migration Regulations, a "student visa" encompasses the following 

subclasses of visa: 

• Subclass 500 (Student) visa 

• Subclass 570 (Independent ELICOS Sector) visa 

• Subclass 571 (Schools Sector) visa 

• Subclass 572 (Vocational Education and Training Sector) visa 

• Subclass 573 (Higher Education Sector) visa 

• Subclass 574 (Postgraduate Research Sector) visa 

• Subclass 575 (Non-Award Sector) visa or Subclass 576 (Foreign Affairs or Defence Sector) visa 
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Students must inform EBT before or during the enrolment process if they possess a Student Visa as 

defined above. Discovering a student falls within this category will lead to EBT declining their 

enrolment application due to CRICOS registration requirements. 

For any questions regarding eligibility or for further information, please reach out to EBT at 

admin@ebt.nsw.edu.au. 

Reasonable Adjustment 

EBT is dedicated to providing inclusive training that accommodates the diverse needs of our learners. 

Reasonable adjustments are modifications or changes to the teaching, learning, or assessment 

environment enabling learners with additional support needs to participate fully. These adjustments 

do not compromise the assessment's integrity or safety requirements and include, but are not limited 

to: 

• Customising resources or activities within the training program 

• Modifying presentation mediums 

• Providing additional support or assistance 

• Utilising assistive or adaptive technologies 

• Making further information accessible before enrolment and throughout the course 

Our assessors ensure that all learners are treated equitably, and that no discrimination occurs during 

the learning and assessment process. 

Use of Artificial Intelligence (AI) 

EBT acknowledges the utility of AI in supporting learners' assessment tasks. It's important to use AI 

responsibly and ethically, not as a means to bypass learning but as a tool for research and 

understanding. We emphasise the importance of: 

• Using AI for support, not shortcuts 

• Verifying information provided by AI with multiple sources 

• Understanding the limitations of AI 

• Avoiding plagiarism by paraphrasing content provided by AI 

Plagiarism 

Plagiarism, the act of presenting another's work or ideas as your own without proper 

acknowledgment, is taken seriously at EBT. Instances of plagiarism may result in a learner being 

assessed as ‘not yet competent’ for the unit(s) of competency involved, and course fees may be 

forfeited. 

Recognition of Prior Learning (RPL) and Credit Transfer 

EBT offers RPL for learners who have acquired competencies through formal, informal, or non-formal 

learning. Similarly, credit transfer is available for learners who have previously achieved identical units 

of competency or qualifications. Detailed processes and fee structures are available upon request and 

through our RPL kits. 

For specific entry requirements for courses, please refer to the course information on the EBT website. 
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Qualifications, Records of Results, and Statements of Attainment 

EBT issues Statements of Attainment and Qualifications exclusively for Units of Competency and 

Qualifications approved by ASQA and listed on EBT’s scope of registration. A learner must provide EBT 

with their Unique Student Identifier (USI), unless exempted, for the issuance of any AQF certification. 

This USI will be verified by EBT prior to the issuance of certificates. Upon successful completion of 

training and assessments, the issuance of a Statement of Attainment (SOA) or Qualification includes 

the following steps: 

1. Issuance within 30 days of meeting all requirements. 

2. Direct email to the learner, depending on the course specifics. 

3. Provision of an SOA to an employer or third party is permitted only if written authorisation 

from the learner is provided, detailing the learner’s name, the recipient of the SOA, the 

learner’s signature, and the date of authorisation. Learners have the option to designate a 

third party to receive their SOA during their online course enrollment. 

Partial Completion of Qualifications 

For partial completion of a qualification or accredited course, an SOA will be issued for the specific 

Units of Competency completed and listed on EBT’s scope of registration. Should learners complete 

additional courses with EBT and fulfill all Qualification requirements, full Qualification and Record of 

Results certification will be awarded. 

Retainment of Records 

EBT will maintain records of issued Qualifications and Statements of Attainment for a period of thirty 

(30) years, in accordance with the 2025 Standards for Registered Training Organisations (the 

Standards). EBT keeps all hard copies of assessments for 3 years in compliance with Smart & Skilled 

Contract. 

Reissuance of Certification 

To reissue certification, learners must verify their identity. EBT provides an electronic copy of your 

certification free of charge upon receipt of a written request and confirmation of identity. A fee of 

$10.00 will be charged for physical copies. 

Additional Information 

• Feedback Surveys: EBT values feedback and provides forms at the end of each course to 

gather insights for improvement. 

• Assessment: EBT will clearly communicate assessment requirements at the start of each 

course, including available support services. Assessments may involve a variety of formats 

depending on the course structure. 

• Submissions and Extensions: Deadlines for assessment submissions are set for each course, 

with specific policies in place for late submissions and requests for extensions. 

• Assessment Attempts: Learners are given up to three attempts to achieve a satisfactory 

outcome in their assessments. Further training may be recommended if competency is not 

achieved within these attempts.  
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For detailed information on our policies and procedures regarding cancellations, refunds, complaints, 

appeals, privacy, and quality assurance, please visit our website or contact EBT directly. 

 

Live Online Course Delivery: Information 

Overview 

Essential Business Training (EBT) offers Nationally Recognised training through Teams as a live online 

class.  

Technical Requirements 

To ensure a smooth online learning experience, the following technical requirements must be met: 

• Use the latest version of Google Chrome, Firefox, MS Edge, or Safari (Google Chrome 

recommended). 

• Ensure your browser has JavaScript enabled. 

• Maintain an internet connection with a speed of 2.5 Mbps or higher. 

• Verify that a company firewall is not blocking video content. 

Audio & Visual Requirements 

• Speakers or headphones are necessary as course content includes audio. 

• A webcam or front-facing camera is required for video or verbal assessments. 

• Disable windows popup blockers to access course materials and assessments seamlessly. 

Technical Support 

Technical support is available to all learners enrolled in live online courses. For assistance, please 

contact your course trainer.  

Assessment 

Learners are reminded not to seek external assistance when answering assessment questions. 

Course Duration 

The designated duration for each live online delivery  can be found in your calendar booking. It is 

crucial for learners to be aware of these timelines to manage their study schedule effectively. 

Frequently Asked Questions (FAQs) 

• Can I access the course on multiple devices? Yes, our live online course delivery is internet-

based and can be accessed from any internet-enabled computer. 

• What if I forget my password? Use the ‘Request your details’ to retrieve your password via 

email. 

For additional queries or more information about our live online course delivery, please do not 

hesitate to get in touch with EBT directly. 
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GLOSSARY 

 

TERM ACRONYM DEFINITION 

Artificial 

intelligence AI 

The ability for a computer to think and learn, enabling it to perform 

tasks typically done by people, such as processing language, 

problem-solving, and learning. 

Australian 

qualification 

framework AQF 

The framework for regulated qualifications in the australian 

education and training system, as agreed by the australian 

government, state and territory ministerial council with 

responsibility for higher education. 

Australian skills 

quality authority ASQA 

The agency established in 2011 to support the national vet 

regulator in their decision-making. 

Competency-based 
 

A method of training which develops the skills, knowledge, and 

attitudes required to achieve competency. 

Language, literacy 

and numeracy LLN 

Refers to the words used to communicate (language), the ability to 

read and write and comprehension of what was read (literacy), and 

the ability to use numbers (numeracy). 

National centre for 

vocational 

education research NCVER 

The national professional body responsible for collecting, 

managing, analysing, and communicating research and statistics on 

the australian vocational education and training (vet) sector. 

Nationally 

recognised training NRT 

Any program or training that leads to vocational qualifications and 

credentials recognised across Australia. 

Recognition of 

prior learning RPL 

A process that assesses an individual’s formal, non-formal, and 

informal learning to determine the extent to which the individual 

meets the requirements specified in the training package or vet 

accredited course. 

Registered training 

organisations RTO 

A training organisation listed on the national register as a 

registered training organisation. 

Scope of 

registration SOR 

The activities a registered training organisation is registered to do, 

such as provide training and assessments resulting in the issue of 

vet qualifications or vet statement of attainment; or provide 

assessments resulting in the issue of vet qualifications or vet 

statement of attainment. 
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TERM ACRONYM DEFINITION 

Statement of 

attainment SOA 

A statement issued to a person confirming that they have satisfied 

the requirements of a specified unit or units of competency. 
 

Training package TP 

Training packages are developed to meet the training needs of an 

industry, or group of industries. Each training package is made up 

of three components – units of competency, qualification 

framework levels, and assessment guidelines. 

Unique student 

identifier USI 

Identifies an individual who accesses vocational education and 

training over his or her lifetime. 

Vocational 

education and 

training VET 

Refers to training that helps a person develop skills and knowledge 

needed for a specific industry and workplace role. The vet system 

is competency-based meaning it is based on a consistent 

application of workplace skills standards which are set out in units 

of competency within training packages and accredited courses. 

 

 

 


