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WELCOME TO FIRE AND SAFETY AUSTRALIA 
 

Welcome to Australia’s leading provider of fire and safety training and emergency response staffing solutions. Fire and 
Safety Australia (FSA) also includes the National Safety Council of Australia (NSCA) brand to provide further national 
reach. With over 100 trainers covering every major capital city, the blend of the training that FSA offers makes us your 
one stop shop for all your training needs. The combined FSA offering will incorporate 220 staff across every major capital 
city in Australia, further extending our capabilities to our National Clients. 

 

Our teams have staffed major construction, Gas Plants, and Mining Operations, responding to emergency incidents and 
keeping over thousands of people safe across these projects.  

 

As specialists in ‘tailored training’, we currently tailor training courses for many large national clients including Fortescue, 
Ventia, BHP, BMA Coal, Rio Tinto, XStrata, Cement Australia, Thiess, nbn Co, Bunnings, Inpex, Harvey Norman, Crown 
Casino, Santos, MCG and many many more. You can be assured that we can meet your national training requirements. 

 

As an organisation with a commitment to improving safety, we are always available to talk safety and provide advice on 
improving safety at our clients’ work sites. As we have a national presence, we can truly provide your company with a 
‘one stop shop’ for all of your fire and safety Training, Emergency Response Staffing, Equipment and Workplace 
Procedures. 

 

We are proud to be able to provide Workplace Health and Safety 
training in every major capital city including your workplace Health and 
Safety Representatives courses. 

 

We are experts in tailoring training to the requirements of our clients to 
ensure active student engagement and ‘hands on’ practical training. 

We provide a range of training courses to organisations wishing to 
increase the safety-related competencies of their personnel both 
directly and indirectly through our partnering organisations.   

 

Some of our training leads to nationally recognised qualifications and units of competency, and where applicable, our 
practical training environment closely resembles and simulates the workplace. This provides students with the 
opportunity to receive training and obtain competency with practical ‘hands on’ activities.    

 

The purpose of this Handbook is to provide you with information on: 

• The structure and operations of FSA  

• Training and assessment  

• Procedures for recognition of prior learning and credit transfer 

• Complaints and appeals processes 

• Policies regarding wellbeing, safety and discrimination 

• Student services and the privacy of your information 

 

This Handbook, however, does not provide you with detailed information about any specific course offered by FSA. That 
information is contained in our website. You can find all our courses and services on our website at 
www.fireandsafetyaustralia.com.au. 

 

FSA is regulated by the Australian Skills Quality Authority (ASQA) that assures nationally consistent, high-quality training 
and assessment services for the clients of Australia’s vocational education and training (VET) system.  

Our purpose is ‘to forever change safety in 
the world, one experience at a time’. We 

believe in hands on ‘memorable’ and 
practical fire, safety and rescue training. 
We recruit only the best people, and we 

truly love what we do! 

http://www.fireandsafetyaustralia.com.au/
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Our team exists to help you keep you and your team safe. Please talk to 
us about putting together a site-specific tailored training program to 
ensure that your team retains the fire and safety skills and knowledge 
required to keep safe at work. 

 
The staff at FSA are available to answer any questions that you may have 
regarding the information in this Handbook and can be contacted on the 
details below. 

FSA fast facts 

Contact details 
Fire and Safety Australia Pty Ltd 
1300 885 530 
www.fireandsafetyaustralia.com 
admin@fireandsafetyaustralia.com.au  
 

Our locations 

 
 
 

  

FSA fast facts!  

• In 2025 alone, we issued 
88,577 accredited units and 
supported 20,000 shifts in 
emergency response. But 
these numbers tell only part 
of the story. Behind each unit 
and every shift are lives 
changed, teams empowered, 
and workplaces made safer. 
Our experience spans across 
various industries, equipping 
us with the knowledge and 
expertise to tackle any safety 
challenge your organisation 
may face. 

• We have a national team of 
over 250 people and training 
facilities located in every State 
and Territory of Australia and 
we have over 300+ years of 
combined emergency services 
and safety experience. 

• We are experts in tailoring 
training to the requirements 
of our customers to ensure 
active Student engagement 
and ‘hands on’ practical 
training. 

http://www.fireandsafetyaustralia.com/
mailto:admin@fireandsafetyaustralia.com.au
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WHY CHOOSE FSA? 
Our training courses 
We provide nationally recognised training in all States and Territories Australia wide. We have a dedicated training team 
with well over 300+ years of emergency services and safety experience. We can tailor our training courses to the 
requirements of your site, and we ensure that all training includes a substantial amount of ‘hands on’ and practical 
training. After all, we learn best by doing rather than saying. 

 

• First Aid - All Levels including 
Mental Health First Aid 

• Psychological First Aid 

• Fire Extinguisher  

• Fire Team training 

• Warden and Chief Warden  

• AIIMS Leadership Training 

• QLD Fire Safety Adviser 

• Compartment Fire-Based  

• Confined Space Entry  

• Confined Space Rescue  

• Spotter training 

• Gas Test Atmospheres 

• Breathing Apparatus  

• Hazardous Substances in the 
Workplace 

• HAZMAT training 

• Height Safety  

• Tower and Vertical Rescue  

• Road Crash Rescue  

• ERT training 

• Risk Assessment / JSA training 

• Permit to Work  

• Manual Handling  

• Driver Safety  

• EWP Operations and Rescue  

• Forklift training 

• WH&S training for Supervisors 

• Health and Safety Committee 

• Health and Safety Rep 
(including ComCare) 

 

• Standard 11 Mine Induction  

• G2 Risk Management  

• G189 Mining Supervisor  

• Cert IV Emergency Response 
Coordination Training 

• Cert III Emergency Response 
and Rescue training 

• Cert II & III Public Safety 
(Firefighting & Emergency 
Operations)  

• Cert IV WHS 

• Electrical Supply Industry 
Training 

• Safely Access the Rail Corridor  

 

 

Our consultancy services 
We provide experienced safety and emergency response consultants to help you work through problem areas. We 
provide solutions and answers to our clients, not just observations. 
 

• Workplace emergency procedures (developing and reviewing) 

• Evacuation drills and simulations 

• Acting as your Fire Safety Adviser (QLD)  

• Working at height audits, procedures and risk assessments  

• Confined space identification audits, procedures and risk assessments 

• Rescue plans 

• Emergency response team procedures 
 

National accreditation and ISO9001-2015 Quality Accreditation 
• We deliver training courses that are nationally recognised through the Australian Qualifications 

Framework (AQF). 

• We are a Registered Training Organisation (RT0:22250) under Australian Skills Quality Authority 
(ASQA) 

• Our Quality Management System is accredited to ISO9001-2015. 
 

Our experience 
Our trainers are former firefighters, emergency services workers, defence / military personnel, medical and paramedical 
staff or safety professionals. Our team have all ‘been there and done that’ and can relate their decades of experience to 
your classes in an enthusiastic and professional manner. Each year we train over 50,000 individual Students across every 
State and Territory in Australia and we are on target to continue this trend.  
 



 
Student Handbook 2026 RTO 22250 

 

 

Version 13.1 
Fire and Safety Australia Pty Ltd 1300 88 55 30 - www.fsaus.com.au 

 
PAGE 5 

Putting our clients first with flexible training options 
Our team is committed to putting the interests and needs of our clients first. Often, we fly our team around Australia to 
meet the needs of our clients at short notice.  

 

We take the time to learn your organisation, safety procedures and your specific equipment. We can tailor our training 
delivery directly to your requirements and are able to contextualise training to your organisational requirements whilst 
maintaining the required outcomes for the endorsed Qualification or Unit(s) of Competency. 

 

Our promise to you 
At FSA, we believe that safety training should do more than tick a box, it should build confidence that lasts. That’s why 
we stand behind every course with our 100% Training Confidence Guarantee – we back your team’s success: If any of 
your team are not confident after completing our training, we’ll provide one free follow-up course place in any available 
public training course within 3 months. 

 

Our commitment to you 
We are committed to providing high quality training courses and services which safeguard the interest and welfare of 
VET Students. We are also committed to ensuring that Students, employers and industry have the utmost confidence in 
the integrity, currency and value of certification documents issued by FSA. We do this by providing: 

• current and best practice information and skills for the qualifications for which it has been registered; 

• professional, specialist, skilled and culturally aware Trainers and Assessors with relevant qualifications and 
vocational competence; 

• high quality training material that meets the requirements of training packages and Vocational Education and 
Training (VET) accredited courses; 

• equipment that is commonly used within industry; 

• flexible and responsive training provided at FSA’s training facilities or client’s workplaces/sites appropriate to 
the learning and assessment needs of Students; 

• fair, flexible, valid and reliable assessment tools and methods; 

• continuous improvement processes developed from constant monitoring, reviewing and acting on Students 
and stakeholder’s feedback to provide best practice and relevant services. 

 

We also undertake regular reviews of our management systems, provide opportunities for our staff to undertake 
professional development and encourage feedback from our staff, partners and Students to improve our RTO operations. 

 

Standards for Registered Training Organisations 2025 
As a Registered Training Organisation (RTO) we are regulated by ASQA and comply with the Outcome Standards for RTO’s 
2025.  

 

For detailed information about the Standards please visit Department of Employment and Workplace Relations. 

https://www.dewr.gov.au/standards-for-rtos
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POLICIES AND PROCEDURES 
Relevant RTO policies and procedures are summarised on the following pages.  You can obtain further information on the 
below Policies by clicking the links.  

• Policy 1 – Training and Assessment 

• Policy 1.1 Use of Artificial Intelligence (AI) in Training and Assessment 

• Policy 2 – Recognition of Prior Learning (RPL) 

• Policy 3 – Credit Transfer 

• Policy 4 – Facilities, Resources and Equipment Management 

• Policy 5 – Student Information 

• Policy 6 – Student Training Support, Diversity, Inclusion and Wellbeing 

• Policy 7 – Complaints and Appeals 

• Policy 8 – Workforce Management, T&A Credentials 

• Policy 9 – Governance, Leadership and Accountability 

• Policy 9a – Student Records  

• Policy 10 – Risk Management  
 
 

TRAINING SERVICES 
FSA, as an RTO, provides services for a range of clients through a fee for service arrangement throughout Australia and 
recognises the importance and benefits of combining industry experience when striving to deliver programs of the 
highest quality and relevance to the client. Therefore, all trainers and assessors engaged by FSA have demonstrated 
significant industry experience in addition to obtaining training qualifications, allowing them to provide a professional, 
well-rounded learning environment for students. Trainers are equipped with the skills to ensure their teaching methods 
are suitable for all students, utilising simple “every day” language, where appropriate, to communicate information most 
effectively.  

 

As a student, your feedback is critical to our continuous improvement. Along with the formal feedback, students are 
encouraged to give feedback throughout their enrolment. 

 

Contractual agreement 
Students who enrol in a training program with FSA should be aware that they are entering into a contractual agreement. 
With a view to ensuring all students are fully aware of their rights and obligations, FSA has designed agreements, course 
registration booking forms, enrolment forms, service agreements or similar using a logical format and simple English.  

 

This may include, but is not limited to: 

• Wording that allows the prospective student to know what they are agreeing to 

• Clearly explained disclaimers, no misleading or deceptive behaviour 

• No actions, omissions or dialogue (written or verbal) that may force or coerce the student 

• Fair dealings for disadvantaged students 

• The FSA Student Code of Conduct 

 
 
 
 
 
 
 
 
 
 
 
 

https://fireandsafetyaustralia.app.axcelerate.com/showDoc.cfm?DocID=522401
https://fireandsafetyaustralia.app.axcelerate.com/showDoc.cfm?DocID=522402
https://fireandsafetyaustralia.app.axcelerate.com/showDoc.cfm?DocID=522404
https://fireandsafetyaustralia.app.axcelerate.com/showDoc.cfm?DocID=522405
https://fireandsafetyaustralia.app.axcelerate.com/showDoc.cfm?DocID=522406
https://fireandsafetyaustralia.app.axcelerate.com/showDoc.cfm?DocID=522408
https://fireandsafetyaustralia.app.axcelerate.com/showDoc.cfm?DocID=522409
https://fireandsafetyaustralia.app.axcelerate.com/showDoc.cfm?DocID=522410
https://fireandsafetyaustralia.app.axcelerate.com/showDoc.cfm?DocID=522411
https://fireandsafetyaustralia.app.axcelerate.com/showDoc.cfm?DocID=522412
https://fireandsafetyaustralia.app.axcelerate.com/showDoc.cfm?DocID=522413
https://fireandsafetyaustralia.app.axcelerate.com/showDoc.cfm?DocID=522403
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FSA Student Code of Conduct 
The purpose of this code is to outline the way in which students of FSA should conduct themselves during their 
participation in training and assessment and outlines students’ rights and responsibilities.   

All students have the right to: 

• Be treated fairly and with respect by all students 
and staff. 

• Learn in a supportive, diverse and inclusive 
environment that is free from harassment, 
discrimination and victimisation. 

• Learn in a healthy and safe environment where the 
risks to personal health and safety are minimised.  

• Have their personal details and records kept 
private and secure according to our Information 
Privacy Policy. 

• Access the information FSA holds about them. 

• Have their complaints and appeals dealt with fairly, 
promptly, confidentially and without retribution. 

 

• Make appeals about procedural and assessment 
decisions. 

• Receive training, assessment and support services 
that meet their individual needs. 

• Be given clear and accurate information about their 
course, training and assessment arrangements and 
their progress. 

• Access the support needed to participate 
effectively in their training program. 

• Provide feedback to FSA on the client services, 
training, assessment and support services they 
receive. 

• Students under the age of 18 are to have guardian 
consent. 

All students, throughout their training and involvement with FSA must: 

• Treat all people with fairness and respect and not 
do anything that could offend, embarrass or 
threaten others. 

• Not harass, victimise, discriminate against or 
disrupt others. 

• Treat all others and their property with respect. 

• Respect the opinions and backgrounds of others.  

• Follow all safety policies and procedures as 
directed by staff. 

• Report any perceived safety risks as they become 
known. 

• Not bring into any premises used for training 
purposes, any articles or items that may threaten 
the safety of self or others. 

• Notify us if any of their personal or contact details 
change. 

• Provide relevant and accurate information to FSA in 
a timely manner. 

• Approach their course with due personal 
commitment and integrity. 

• Complete all assessment tasks, learning activities 
and assignments honestly and without plagiarism 
or infringing on Copyright. 

• Hand in all assessment tasks, assignments and 
other evidence of their work with a completed and 
signed cover sheet. 

• Make regular contact with their Trainer/Assessor. 

• Prepare appropriately for all assessment tasks, 
visits and training sessions. 

• Notify FSA if any difficulties arise as part of their 
involvement in the program. 

• Notify FSA if they are unable to attend a training 
session for any reason in accordance with FSA’s 
cancellation policy. 

• Make payments for their training within agreed 
timeframes, where relevant. 

 

For further information, please click here for the FSA Student Code of Conduct. 

Use of Artificial Intelligence (AI) Tools 
FSA supports the responsible use of technology to enhance learning; however, all assessment work must reflect the 
student’s own skills, knowledge, and understanding. The use of Artificial Intelligence (AI) tools such as ChatGPT, Copilot 
or similar systems to generate, modify or complete assessment answers is not permitted unless explicitly approved by 
your Trainer and Assessor.  

Using AI tools to produce assessment responses, paraphrase answers or misrepresent work as your own is considered 
academic misconduct under the FSA Student Code of Conduct and may lead to disciplinary action. Students should 
always seek clarification before using AI tools in their studies to ensure compliance with assessment integrity standards. 

https://firesafetyaustralia.sharepoint.com/sites/QualityandCompliance/Shared%20Documents/04%20-%20Standards,%20Acts%20&%20Codes/FSA%20RTO%20POLICIES%202025/RTO%20POLICY%205%20-%20Student%20Information/Procedure%205.6%20Student%20Code%20of%20Conduct%20v1.1%20Nov%202025.pdf


 

Student Handbook 2026 RTO 22250 
 

 

PAGE 8 
Fire and Safety Australia Pty Ltd - 1300 88 55 30 - www.fsaus.com.au 

 
Version 13.1 

DISCIPLINE 
FSA make every effort to practice co-operation and mutual respect in all internal and external dealings to uphold high 
quality, professional training and assessment services. The same disciplined behaviour is expected of students as a 
contribution to a functional learning environment, and as a sign of respect to staff and fellow Students.  Any trainer or 
staff member who is dissatisfied with the behaviour or performance of a student has the authority to: 

• Warn the student that their behaviour is unsuitable, or 

• Ask a student to leave the class, without refund or acceptance into another course, or 

• Immediately cancel the class. 
 

Breaches of the disciplinary standards will result in discussion between the relevant trainer and FSA, and appropriate 
action will be taken. In summary, FSA will provide: 

• Training programs and services that promote inclusion and are free from discrimination 

• Opportunity for consultation between staff and students, so that all aspects of individual circumstances can be 
taken into consideration when planning training programs. 

• Consideration of the views of students’ community, government agencies and organisations, and industry 
when planning training programs. 

 

STUDENT OVERVIEW 
What courses can I study with FSA? 
FSA adheres to the Outcome Standards for Registered Training Organisations 2025 where relevant programs align to 
Nationally Recognised Units of Competency and Qualifications contained in training packages, ensuring best practice in 
service and delivery at all times.   
 
Other non-endorsed courses are available, and these include programs such as Health and Safety Representative courses 
– these too, adhere to various individual authorising bodies. 
 
See our Website, Capability Statement or speak with our Customer Success team for further information. 
 

How is training delivered? 
Training courses are delivered by: 

• Face to face classroom training 

• On-site training using actual equipment 

• Self-paced external learning 

• Trainer led On-line learning 

 

What is a pre-requisite? 
A pre-requisite is a specified training and assessment condition that must be completed prior to enrolment.  Pre-
requisites are specific to individual courses and not all courses have a prescribed pre-requisite. Please refer to our 
website for detailed course pre-requisite information.  
 
Evidence of required Pre-requisites must be provided prior to commencement of training in a format that meets the 
Outcome Standards for RTOs 2025 – a Statement of Attainment as issued by an RTO that may be verified with the issuing 
RTO and/or a USI Transcript. For further information on how to access / provide permission to a USI Transcript please 
refer to Appendix A. 
 
Please ensure that you are aware that you will need to provide evidence if you are attending any training course with a 
prescribed pre-requisite, your booking confirmation will advise you of this. 
 
 
 
 

https://fireandsafetyaustralia.com.au/courses/
https://fireandsafetyaustralia.app.axcelerate.com/showDoc.cfm?DocID=521751
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What is an entry requirement? 
An entry requirement is a requirement set by FSA and must be achieved or provided, prior to the commencement of a 
course. For example, all Students require a USI for nationally recognised training - or to meet AS1715:2009, a Student in 
a Breathing Apparatus course is required to be clean-shaven.   
 
Entry requirements differ for each course.  Please refer to our website for detailed entry requirement information. 

 

How do I register? 
Registration for all public courses is done via our website or by calling us on 1300 885 530, we will then provide you with 
the relevant information on your chosen course / training product along with enrolment forms and any other relevant 
documentation. 
 

COURSE REGISTRATION AND ENROLMENT 
It is preferred that your course registration is completed online, allowing FSA to “pre-register” you for your chosen 
course.  Completion of any online course registration / enrolment / onboarding does not constitute an automatic 
acceptance.  

 

FSA’s training courses have pre-requisites and/or entry requirements that must be met prior to confirmed enrolment, 
and co-requisites that may be completed as part of a course; this includes students having the Language, Literacy, Digital 
and Numeracy (LLN) skills to complete the course or being at a level of fitness in order to participate safely.  

 

For this purpose, FSA has a requirement that students complete a LLDN evaluation and Fitness to Participate declaration 
prior to course commencement for all accredited courses so FSA can provide appropriate levels of learning support.   

 

FSA is unable to provide special assistance with either theoretical or practical component course/s that may be required 
to meet individual needs, unless requested and agreed to in advance.  In the event of a student requiring specific 
assistance, they will be referred back to their employer (if appropriate) or be referred to external agencies/ services e.g. 
LLDN support services.  

 

Course Physical requirements 
FSA delivers training and assessment for a wide variety of courses and training products, both accredited and non-
accredited, and as such the physical requirements for each course / training product also varies from low (for theory 
based courses) to high (for physically demanding courses). Please ensure you review the physical requirements for your 
course to ensure that it is suitable for you, and you can meet the physical capabilities. This information is available on our 
website in the Pre-requisite section of each course page as well as in your booking confirmation email or by contacting 
us. 
 

Selection and admission 
Some of our nationally accredited courses include entry requirements that Students must meet and these are outlined in 
the detailed course information on our website.    

 

Students are to comply with their employer’s stated Fitness for Work policy whilst attending any training course with 
FSA.  Trainers reserve the right to suspend from a training course any Student(s) that is disruptive or displays unsafe 
behavior.  

 

Some training courses provided may involve physical exertion in conditions that can be mentally and physically stressful.  
In some courses, it will be inappropriate for injured workers or workers currently involved in Worker’s Compensation 
claims or rehabilitation activities as part of a return-to-work plan, to participate.   

 

Our trainers reserve the right to suspend from their training courses Students who are unable to actively participate in 
the course activities as a result of injury.  Should this situation arise, immediate and discreet contact will be made with 
the client contact to discuss future training options for the individual concerned.  

https://fireandsafetyaustralia.com.au/all-courses/
https://fireandsafetyaustralia.com.au/courses/
https://fireandsafetyaustralia.com.au/all-courses/
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Where corporate clients enrol their employees into courses, it is the responsibility of the client (employer) to provide 
complete and accurate student details via the pre-attendance list. This enables FSA to advise each student of the course / 
training product requirements so they are aware of these requirements and can advise of their suitability based on 
physical and entry and prerequisite requirements. 

 

If the client does not meet this obligation, the responsibility for confirming the student’s suitability to participate in the 
training rests solely with the client. It is therefore the client’s duty to ensure that all nominated employees meet the 
relevant pre-entry and prerequisite conditions prior to course commencement. 

 

Technology and Learner Portals 
As we progress through the digital age, technology is playing an increasingly important role within training and 
assessment. We recommend you have an internet connection allowing you access to your online Learner Portal for 
course resources and information, enrolment forms, awards etc.  
 
On confirmation of your registration, you will receive a welcome email with a link to create your Learner Portal login. The 
link, your login and password are unique to you so please don’t share it with anyone else. Within this Learner Portal you 
can complete your personal information, provide your entry / pre-requisite information, access Trainer led Online 
learning links, course learning materials and complete any online assessments (if relevant). 
 
Where your training programme is being delivered via Trainer led Online Learning, you will also require a webcam and 
audio to enable you to fully participate in your course.  
 

FSA’s Green Initiative 
FSA has gone digital!  As a part of this initiative, our Student Handbook will be available 
electronically in your Learner Portal and program assessments will be done via tablets or 
laptops.  FSA will provide you with a tablet for use during your course, or you may choose 
to bring and use your own device.  

 

You will need to be pre-registered for your course so we can provide you with access to your learner portal prior to your 
day/s of training. Our Trainers and Customer Success Team can assist you, if required.  

 

Students under the age of 18 
FSA requires any Student who is under the age of 18 to complete an ‘Underage Letter’ that is to be signed by their 
parent/guardian in order for them to attend any training course. This process is to be completed prior to the training 
taking place. 

 

Language, Literacy, Digital and Numeracy (LLDN) 
FSA course information and learning materials may contain written documentation and limited numerical calculation 
requirements. We recognise that not all students will have the same level of ability in relation to reading, writing and 
performing calculations. As entry requirements to participate in training, you need LLDN skills to successfully complete 
the course. For example, in many of the courses we offer you will need to be able to read and apply standard operating 
procedures, other courses may require you to research, access and understand Codes of Practice or Legislation Acts and 
Regulations on the internet, with other courses requiring the ability to carry out mathematical calculations.  

 

Prior to the commencement of your course, you will be required to complete a LLDN Survey, either through a 3rd party 
(LLN Robot) for qualification courses at Cert IV and above, or through FSAs Learner Portal’s LLDN assessment section.   

 

 

  

https://fireandsafetyaustralia.app.axcelerate.com/showDoc.cfm?DocID=435366
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COURSE REQUIREMENTS 
Enclosed shoes are required for all courses. Students are to wear normal work clothes to their 
course; however some courses will have specific PPE and/or dress requirements which may 
include enclosed safety footwear, hi-vis long pants/shirt etc. – especially if your course is of 
industrial or rescue nature.  You will be advised of your course requirements in your Booking 
Confirmation.   

 

Students who do not comply with the required PPE/dress requirements may be refused 
admission to their course.  Our trainers reserve the right to suspend from training courses, 
Students who are dressed inappropriately for the training they are undertaking and those 
who appear to be affected by alcohol or drugs, where a 0% tolerance is to be adhered to. (If 
you are taking prescription medication that may affect your ability to participate safely, please 
speak with your trainer PRIOR to the commencement of your training.) 

 

Courses will commence at the listed time.  Due to the nature of the training, students shall be in attendance for the full 
duration of the course. Students who arrive after the scheduled start time may not be admitted.  If a student is running 
late, they are requested to contact FSA to notify of estimated time of arrival.  At the start of each day of training, 
students are required to sign a Course Attendance Register. In the event this is not signed students may be classed as 
absent.  

 

Unique Student Identifier (USI) 
From January 1 2015 anyone undertaking nationally recognised training will need to provide the RTO with their Unique 
Student Identifier (USI) number. A USI number is a reference number made up of ten (10) numbers and letters that gives 
Student’s access to their USI Transcript and can be created at www.usi.gov.au . A USI will allow an individual's USI 
account to be linked to the National Vocational Education and Training (VET) Data Collection allowing an individual to see 
all of their training results from all providers including all completed training units and qualifications, from 2015 onwards.  

 

You may be asked to provide access to your USI Transcript as part of any pre-requisites and/or entry requirements to 
FSA’s courses. FSA will make a maximum of two attempts post course to obtain and verify a Student’s USI, and will 
continue to hold the Student’s Statement of Attainment or Qualification Certificate until USI details are provided and 
verified. For further information Students are recommended to read details at the USI website prior to application. 

 

Global Wind Organisation (GWO) 
Global Wind Organisation (GWO) Basic Safety Training (BST) courses require Students to have set up their Winda access 
and to provide their Winda ID on enrolment into their course or no later than day one (1) of their course.   

 

When enrolling into GWO BST Refreshers or Advanced Rescue Training (ART), Winda IDs are required on enrolment to 
verify that Students meet the mandatory entry requirements as set by GWO; this includes current BST qualifications.  

 

Where a Student’s Winda ID is not provided, and therefore their eligibility is not verified, FSA cannot guarantee the 
accreditation being accepted on the Winda database.  

 

 

  

Note: 
All fire extinguisher 

courses do require long 
pants, long sleeves and 

enclosed shoes to 
participate in any live 
fire practical exercise. 

 

http://www.usi.gov.au/
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Total course fee  
Each course, unit of competency or accredited course offered by FSA has a specific course fee. The course fee is the 
maximum fee that may be charged to the student for their selected training product. 
 

It is FSA's policy that the course fee will be all inclusive. Students will not be 'surprised' by unexpected requirements, fees 
or expenses.  Inclusions are: 

• All training 

• Support and coaching 

• Specified learning resources 

• Classrooms and facilities 

• Use of equipment  

• Access to Learner Portal pre and post course 
 

 

Where additional resources normally associated with a program of study are required (reference material, research 
documents, own computer for example) the student will be clearly advised of exactly what is required in advance 
through their Booking / Enrolment Confirmation. 
 

Corporate client payment terms are 14 days from issuance of invoice and where relevant, Purchase Orders must be 
provided with the completed booking form. 

 

Note: where parking fees apply for public car parks, these fees will be the responsibility of the course student.  
 

Payment required in advance/enrolment fee 
All courses require a payment in advance, unless otherwise indicated through payment terms or compliance 
requirements. No course places will be reserved or held until payment terms are met and the course must be paid for in 
full before a Certificate/Statement of Attainment can be released unless agreed between FSA and the client / student. 
 

In accordance with RTO standards where a student/individual is paying for the course themselves, a payment of up to 
but no more than $1,500 will need to be paid prior to the commencement of training to secure a student’s training place. 
The remainder of the course fee will be invoiced after commencement of the course or on completion, for further 
information please contact us. 
 

FSA accepts the following payment methods: 

• Credit Cards (VISA, MASTERCARD) 

• Direct Electronic Funds Transfer into our bank account 

• Company, Personal or Bank Cheque 
 

Payment plans 
Certificate IV in WHS (student/individual) 

• 50% due upon enrolment  

• 25% due 30 days after enrolment  

• 25% due 60 days after enrolment  

 

Certificate III in Emergency Response and Rescue (student/individual) 

• $1500 in pre-paid fees, due upon enrolment 

• The remainder due at commencement of course, this can be paid with a payment plan over multiple invoices. 
Please contact us to discuss this further. 

 

To enrol with a payment plan, please purchase this course online, in the payment section select ‘pay by Purchase Order’ 
and write ‘Payment Plan Requested’ – our team will contact you for the payment plan payment.  
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Re-assessment fee  
Students who are deemed Not Yet Competent (NYC) may be offered the opportunity to undertake a re-assessment at no 
cost.  If this results in a further NYC outcome the student may be required to re-sit the course/unit again and full fees will 
apply.  That’s why we stand behind every course with our 100% Training Confidence Guarantee – we back your team’s 
success: If any of your team are not confident after completing our training, we’ll provide one free follow-up course place 
in any available scheduled public training course within 3 months. 

 

Exception: High Risk Work Licence courses, where fees may apply for each re-assessment attempt. 
 

CANCELLATION/RESCHEDULING POLICY 
General Conditions 

• No refunds or fee reductions for non-attendance unless agreed in writing. 

• No refund if a Student is turned away due to drug or alcohol impairment. 

• If required pre-requisite evidence is not submitted by the course start date, the Student may: 

o Proceed as non-accredited (Certificate of Attendance only), or 

o Reschedule at 100% of the course fee. 

 

Cancellations & Rescheduling: 
• 14 days or less (including weekends): 50% of the course fee applies 

• 7 days or less (including weekends): 100% of the course fee applies 

• Name changes (7 days or less): $50 + GST per change 

 

Mental Health First Aid (MHFA) & AIIMS Courses: 
• 0–14 days or less (including weekends): 100% of the course fee applies 

 

Student training record 
See FSA’s Student Information Policy and FSA’s Privacy Policy for further information on student training records. 

Sufficient information to re-issue certificates, testamur and Statements of Attainment will be retained.  

 

FSA considers Student privacy to be of utmost importance and will practice a high standard of care and concern in 
maintaining Student privacy in all aspects of business operations. FSA will comply with all legislative requirements 
including the Privacy Act 1988 (Commonwealth) and Australian Privacy Principles (2001). www.oaic.gov.au/. 

 

Training equipment  
During the conduct of some training courses, Students will be issued or be given access to safety equipment. This 
equipment is to be used in accordance with the instructions given by the trainer.  In the event a piece of equipment is 
not used appropriately, this may result in equipment becoming unserviceable and, more importantly, becoming unsafe 
for the student or next user.   

All equipment will be inspected prior to, during and after use. On most occasions, this may be factored into the training. 
In the event a piece of equipment is found to be faulty or damaged the item shall be removed from service and the 
trainer is to be informed immediately. If a piece of equipment is purposely damaged or treated in a manner not in 
accordance with the instructions given by the trainer, a fee may be charged. 

 

 

 

 

 

 

Extenuating 
circumstances 

can be discussed 
with 

Management 

https://firesafetyaustralia.sharepoint.com/sites/QualityandCompliance/Shared%20Documents/04%20-%20Standards,%20Acts%20&%20Codes/FSA%20RTO%20POLICIES%202025/RTO%20POLICY%205%20-%20Student%20Information/Policy%205%20-%20Student%20Information%20Policy_V1.2%20Oct%202025.pdf
https://fireandsafetyaustralia.com.au/privacy-policy/
http://www.oaic.gov.au/
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FLEXIBLE DELIVERY AND ASSESSMENT 
FSA recognises that some people are better suited to learning via teaching methods not usually obtained in the 
traditional classroom setting so has processes in place to assist with identifying these needs. With some reasonable 
adjustments to teaching and assessment methods, a student who is experiencing difficulty learning and achieving the 
desired results in the traditional setting may show considerable improvements. Any reasonable adjustments made to the 
teaching and or assessment process of the course must not affect the required outcome. 

 

Acceptable adjustments to teaching and assessment methods may include but are not limited to; having a trainer read 
assessment materials to students, having a student’s spoken responses to assessment questions recorded or allowing a 
Student to sit for an assessment alone in a different room. In accordance with the AQF, FSA is not permitted to change 
the contents of an assessment where the changes depart from the requirements of a unit(s) of competency from a 
national training package. 

 

FSA staff will pursue any reasonable means within their ability to assist students in achieving the required competency 
standards. In the event that a student’s needs exceed the capacity of the support services FSA can offer, they will be 
referred back to their employer (if appropriate) or to an appropriate external agency. 

 

RECOGNITION OF PRIOR LEARNING AND CREDIT 
TRANSFER 
 
Students who believe they have already obtained current skills and knowledge, irrespective of how they were acquired 
(formal training, workplace experience), that would otherwise be covered in the qualification/unit of competency for 
which they intend to attain, may apply for RPL at the time of enrolment.  

 
Credit transfer refers to the transferral of academic credit obtained by Students through participation in nationally 
recognised training with other RTOs, towards a qualification or programme offered by FSA. FSA will recognise AQF 
qualifications and Statements of Attainment issued by any other RTO with which they will verify the credential.  
 
Initial application fee applies for all RPL and Credit Transfer applications.  This includes an initial review to deem whether 
you are a suitable candidate for RPL process, and the fee must be paid on your application for RPL.  Please contact us for 
further information on the fees and processes for RPL and / or Credit Transfer. The initial fee is $250.00 per application. 
 
For those Students who are deemed suitable for RPL / Credit Transfer in their application, this initial application fee will 
contribute to the cost of the full fee for RPL / Credit Transfer. 
 
These fees include the initial application, consultation, either in person or via phone, with the suitably qualified assessor, 
the RPL assessment and (if successful) certification. Where the Student is not able to achieve the full qualification 
through RPL and gap training is required, a training plan and costing structure will be mutually agreed upon. The basis of 
the cost structure will be pro-rata on a unit-by-unit basis based on the scheduled course fee. 
 

AWARDS 
FSA issues Certificates of Attendance (for non-accredited courses), Statements of Attainment and Certificates (for 
nationally recognised training).  

 

Upon successful completion of a course or qualification the student will receive an electronic Statement of Attainment or 
a certificate within 30 calendar days of completion of training services (this includes completion of all financial 
arrangements), with printed copies being available on request.  

 

If you require a replacement Statement of Attainment or certificate, please email us or visit your learner portal.  

 

* Bulk certificate re-production for corporate clients may be subject to an administration fee.  
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COMPLAINTS AND APPEALS 
FSA have a defined complaints and appeals policy and process that will ensure student’s complaints and appeals are 
addressed effectively and efficiently. All students have access to rigorous, fair and timely complaint and appeal 
processes, any complaints or appeals will be reviewed as part of the continuous improvement process and where 
corrective action has been highlighted, it will be implemented as a priority. 

 

Complaints 
Complaints from Students must be made in writing and emailed to QID@fsaus.com.au. The complaint should specifically 
address the area that the student is unhappy with. FSA will acknowledge receipt of the complaint within five (5) working 
days and respond in writing to the student within 10 days of receiving the written complaint. If you would like further 
information regarding Complaints and Appeals, refer to our policy which you can find on our website. 

 

Appeals 
In the case of a Student’s appeal against specific assessment decisions, the student should first discuss the decision(s) 
with the relevant trainer or assessor and request re-evaluation. The trainer or assessor will hear the student’s appeal, 
make fair judgement to the best of their ability as to whether change(s) are required and then discuss their final decision 
with the Student.  

 

If the Student is still dissatisfied with the trainer or assessor’s decision, they have the right to take the appeal to the RTO 
Manager. 

• It is the responsibility of FSA management to ensure adherence to the appeal procedure and that a resolution 
is sought in all reasonable circumstances. This includes informing and assisting Students with the appeal 
procedure and supply of appeal forms. 

• All appeals will be reviewed at the monthly management meeting and, if appropriate, result in a continuous 
improvement process. 

 

Refer to our Complaints and Appeals Policy. Provide Feedback or lodge a complaint or appeal here. 

 

CEASING OPERATION 
In the event that FSA ceases to operate, student enrolment records will be transferred to ASQA in the appropriate format 
and detail as specified by the department at the time of ceasing RTO operations.  FSA will ensure that any confidential 
information acquired by the business, individuals or committees or organisations acting on behalf of the RTO FSA is 
securely stored. 

 

WORKPLACE HEALTH AND SAFETY (WHS) 
The WHS Act 2011 outlines the requirements of an organisation in establishing and maintaining workplace health and 
safety standards. In order to meet these requirements, FSA has initiated procedures, policies, guidelines and work 
instructions, practicing an on-going commitment to workplace health and safety.  
 
FSA management is responsible for providing the following standards as part of the RTO’s commitment to employees and 
clients: 

• a safe workplace, with a safe system of work; 

• adequate workplace health and safety professional development for FSA Students, employees, management 
and stakeholders; 

• properly maintained facilities and equipment; 

• a clean, tidy, suitably designed workplace with the safe storage of goods such as chemicals (if relevant). 
 
 
 
 

https://fsa.kndtesting.com.au/wp-content/uploads/2025/11/Feedback-Complaints-and-Appeals-Policy.pdf
https://fireandsafetyaustralia.app.axcelerate.com/showDoc.cfm?DocID=522410
https://fireandsafetyaustralia.com.au/?page_id=55777&preview=true
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ACCESS AND EQUITY 
FSA access and equity policies are in place to ensure that training opportunities are offered to all people on an equal and 
fair basis in all circumstances, irrespective of their gender, culture, linguistic background, race, socio-economic 
background, disability, age, marital status, pregnancy, sexual orientation or carer’s responsibilities. 

 

Practicing these policies will guarantee that any Student who meets FSA entry requirements will be accepted into any 
training programs. If any Student or staff member has issues or questions regarding access and equity, or believes they 
have been treated unfairly, they will be directed to FSA’s management for consultation. 

 

Student support, welfare and guidance 
FSA has processes to help identify where additional support may be required and will assist all Students in their efforts to 
complete training programs by all methods available, practical and reasonable.   

In the event that a student is experiencing personal difficulties, training staff will encourage the student to contact FSA 
who will provide discreet, personalised and confidential assistance as according to the nature of the difficulties.   

In the event that a student’s needs exceed the capacity of the support services FSA can offer, they will be referred back 
to their employer and/or to an appropriate external agency. Any referral to an external agency will be at the cost to the 
student. 

Extensive information regarding support agencies, resources and services may be sourced online. FSA staff members will 
assist students to source appropriate support. 

DISCLAIMER 
This Student Handbook contains information that is correct at the time of printing. Changes to legislation and/or FSA 
policies may impact on the currency of information included.  
 
FSA reserves the right to vary and update information without notice.  
 
You are advised to seek any updated information by contacting FSA.  
 
This Handbook has been prepared as a resource to assist Students to understand their own obligations along with those 
of FSA. Please carefully read through the information contained in this Handbook.  
 
All Students need to read, understand, be familiar with, and follow the policies and procedures outlined in this 
Handbook. 
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APPENDIX A: HOW TO ACCESS/PROVIDE 
PERMISSION TO A USI TRANSCRIPT 
 

If you have been requested to provide evidence of a Pre-requisite or Pre-entry requirement you can do so via your USI 
Transcript. There are two options available to do this: 
 
Option 1 – Download your USI Transcript to send to the RTO who require the evidence 
Option 2 – Provide permission for the RTO who require the evidence to access your USI Transcript 
 

Option 1: Download a copy of your USI transcript  
1. Go to www.usi.gov.au 
2. Select Student Login 

3. Login using your USI/email and your password 
4. You will then see 6 green boxes that all have different options – choose View Transcript 

5. Select Download Transcript 

6. You will then get a pdf copy of your transcript 

7. Save the document 

8. Once you have done this, please email your USI Transcript to admin@fsaus.com.au to let us know that you 
have given FSA access to your USI Transcript 

 
 

Option 2: Provide Fire and Safety Australia (FSA) permission to access your 
USI Transcript 

1. Go to www.usi.gov.au 
2. Select Student Login 
3. Login using your USI/email and your password 
4. You will then see 6 green boxes that all have different options – choose Provide your USI 
5. Scroll down to ‘set up access to your USI account / permissions’ 
6. Select Add Organisation 
7. Enter organisation code: 22250 
8. Enter organisation name: Fire and Safety Australia Pty Ltd 
9. Search – this will search for the RTO that you would like to give permission to  
10. When FSA’s details come up select – ADD 
11. You then need to check boxes as to what permissions you would like to give the RTO, these include: 

• View Transcript 

• View Details 

• Update Details 
12. FSA only require to View Transcript in order to obtain the required evidence, we do not need to View or 

Update Details 
13. You can also add an expiry date as to when you would like the access / permission for the RTO to cease, this is 

up to you 
14. SAVE 
15. Once you have done this, please email admin@fsaus.com.au to let us know that you have given FSA access to 

your USI Transcript 
 

http://www.usi.gov.au/
mailto:admin@fsaus.com.au
http://www.usi.gov.au/
mailto:admin@fsaus.com.au



