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Welcome to Media Makeup Academy & Agency (MMAA)
Established 1998

Media Makeup Academy & Agency (provider code: 2316) is a registered training organisation with the
South Australian Department of Further Education, Employment, Science and Technology for the
delivery & assessment of Nationally Recognised Training in Certificate Il in Makeup Services
WRB20204, Photographic Makeup and Styling, Certificate IV in Makeup CUF40407, Diploma of
Specialist Makeup Services CUF50407 and Advanced Diploma of Design for Live Production, Theatre
and Events CUE60103.

We have put together this handbook to provide you with more information on how our courses are
conducted, what we are about and how - with your help - we can guide you towards achieving your
goals.

The Academy is located at: Shop 17
Renaissance Arcade
Pulteney St, Adelaide SA 5000

MMAA was set up to provide training and education for the Beauty & Media Industry, as well as
training for the under-employed or unemployed people of all ages and backgrounds, and to assist our
participants to continue their training and education and to find jobs.

Many of our participants have been able to obtain employment during their courses. Past participants
ring after they have completed their course and have also found employment.

MMAA is committed to ensuring that even more of our participants find employment in the shortest
possible time. Naturally, we can only do this if you do your part. If we work together there is a much
greater likelihood of success.

We pride ourselves with MMAA service offering individual attention. The comment from some
participants has been your courses are among the best | have ever attended. If you require
clarification of any matter relating to this or any other issue, please address your queries to your
Trainer at any time. We would also welcome any constructive comments on how we may improve our
operations or the service we provide.

So, Welcome to MMAA.

We look forward to the time when you find the job of your choice.

Tammy Mallyon & Bec Cochrane
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MMAA Code of Practice

This Code of Practice provides the basis for good practice in the marketing, operation, financing
and administration of education and training services by MMAA Training, a Registered Training
Organisation registered in South Australia by the Department of Further Education, Employment,
Science and Technology.

For the purposes of this Code C‘Dr‘ainee(:)refers to any person participating in education or training
delivered by this organisation. A @lientOis a person or organisation who may enter into a contract
with the registered training organisation for the delivery of education and training services.

Provision of Training and Assessment Services

¥ Our organisation has policies and management practices which maintain high professional
standards in the delivery of training and assessment services, and which safeguard the
interests and welfare of trainees and/or clients.

¥ Our organisation maintains a learning environment that is conducive to the success of
trainees.

¥ Our organisation has the capacity to deliver and assess the vocational qualifications for
which it has been registered, provide adequate facilities, and use methods and materials
appropriate to the learning and assessment needs of trainees.

¥  Our organisation monitors and assesses the performance and progress of its trainees.

¥ Our organisation ensures that teaching staff are not only suitably qualified but are also
sensitive to the cultural and learning needs of trainees, and it provides training for our staff
as required.

¥ Our organisation ensures that assessments are conducted in a manner, which meets the
endorsed components of the relevant Training Package(s) and/or accredited courses.

Our organisation is committed to access and equity principles and processes in the delivery of its
services.

Issuance of Qualifications

Our organisation issues qualifications and Statements of Attainment to trainees who meet the
required outcomes of a qualification or unit of competency, in accordance with the AQF
Implementation Handbook.

Marketing of Training and Assessment Services

¥ Our organisation markets and advertises its products and services in an ethical manner.

¥ Our organisation gains written permission from a trainee or client before using information
about that individual or organisation in any marketing materials.

¥ Our organisation accurately represents recognised training products and services to
prospective trainees and clients.

¥ Our organisation ensures trainees and clients are provided with full details of conditions in
any contract arrangements with the organisation.

¥ No false or misleading comparisons are drawn with any other training organisation or
qualification.
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Financial Standards

¥ Our organisation has measures to ensure that trainees and clients receive a refund of fees
for services not provided, including services not provided as a result of the financial failure
of the organisation.

¥ Our organisation has a refund policy that is fair and equitable and this policy is made
available to all trainees and clients prior to enrolment.

¥ Our organisation ensures that the contractual and financial relationship between the
trainee/client and the organisation is fully and properly documented, and that copies of the
documentation are made available to the trainee/client.

¥ Documentation includes: the rights and responsibilities of trainees, costs of training and
assessment services and issuance of qualifications, payment arrangements, refund
conditions and any other matters that place obligations on trainees or clients.

Provision of Information

¥ Our organisation supplies accurate, relevant and up-to-date information to prospective
trainees and clients covering but not limited to the matters listed in Attachment A to this
Code.

¥ Our organisation supplies this information to trainees and clients prior to enrolment and
regularly reviews all information provided to ensure its accuracy and relevance.

Recruitment

Our organisation conducts recruitment of trainees at all times in an ethical and responsible
manner. Our organisation ensures that the educational background of intending trainees is
assessed by suitably qualified staff and/or agents, and provides for the training of such staff and
agents, as appropriate. If unsure of their Literacy levels etc we will provide assessment service
either through MMAA or another RTO with staff professionally qualified to conduct LLN
assessment.

Support Services

Our organisation provides adequate protection for the health, safety and welfare of trainees and,
without limiting the ordinary meaning of such expression; this includes adequate and appropriate
support services in terms of academic and personal counselling. This will be provided by MMAA
trainers. Throughout the course MMAA will provide support to our participants between scheduled
workshops or scheduled days of training.

Record Keeping

Our organisation keeps complete and accurate records of the attendance and progress of trainees,
as well as financial records that reflect all payments and charges and the balance due, and
provides copies of these records to trainees on request.

Quality Control

Our organisation seeks feedback from our trainees and clients on their satisfaction with services
they have received and seeks to improve its services in accordance with their expectations.
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ENROLMENT

Participant Selection Policy

Participants wishing to apply for a Certificate I, Photographic Makeup and Styling, Cert. IV or a
Diploma Course with MMAA will need to have passed a minimum of Year 10 Secondary Education or
higher, a recognised equivalent or relevant industry experience. Participants wishing to apply for the
Advanced Diploma need to have passed a minimum of Year 11 Secondary Education or higher,
studied Art, a recognised equivalent or relevant industry experience. Participants are required to
present relevant Certificates/Documents to support education levels and skills.

Enrolment & induction procedure
The following steps outline the processes of enrolment.

Step 1 Participant Enquiry by telephone or email
Step 2 Direct the enquiry to the media makeup website or send a course brochure
Step 3 To apply for these courses the participant is required to contact the academy and

make an appointment with the Course coordinator. The prospective participant must
bring in the Qegistration of interestorm (located at the back of the course brochure),
copy of resume, school report and a copy of MMAA Gtudent handbook&locument (can
be downloaded from the website),

Step 4 At the appointment the content and activities of the course will be explained, policies
and procedures of the academy will be discussed and the prospective participant@
ability will be assessed.

Step 5 If accepted into the course, the participant will fill out an enrolment form at the
academy and pay the deposit required confirming a placement in the course. MMAA
use a standard enrolment form, which requires the signature of both the participant
and person responsible to the funding body. Payment of all course fees and material
costs are the responsibility of the funding body; however personal stationery,
computer equipment, camera, colour wheel, makeup cape and hand towels is the
participants own responsibility.

* SACE students pay the material cost of $400.00 on enrolment as their deposit and
their school is invoiced for the course fees.

Step 6 On enrolment the participant will receive a copy of the database enrolment, all units of
competency, a receipt of payment, course check list for orientation day (first day of
course commencement) and a photograph will be taken for identifications purposes.

Refund Policy

A twenty percent (20%) deposit of the *course cost is required on enrolment to confirm a position in the
course. The deposit is part of the total *course cost. The deposit is refundable up until three weeks
prior to the *course start date, after which it is not refundable. In the event of a deposit refund, an
administration fee of $100.00 will be deducted from the deposit amount.

If a student withdraws from the *course prior to the *course start date but after the three week deposit
deadline the deposit is non refundable, however any further pre paid *course fees will be refunded,
less a $100 admin fee. The student may defer their *course to another intake date within a one year
period from the initial *course start date. If the student chooses to defer their training to another
*course start date within a one year period then the *course fees are payable as previously arranged
for the original enrolment, plus extra course fees & material costs if required for the deferred *course
start date (unless negotiated otherwise with the managing director).

If a student withdraws from the *course after commencement of the *course, then the student is
required to pay any fees owing for the total *course cost. No pre paid fees will be refunded to the
student unless they can provide a medical certificate or show extreme personal hardship. In that case,
fees may be refunded on a pro-rata basis, for example if 50% of the program has been delivered then
50% of the fee paid minus the original 20% deposit will be refunded. All refunds claims will be paid to
the student within a fortnight from the date of approval from MMAA.

* Course - includes all Certificates, skill Sets and Diplomas that are included in the term Course in the enrolment form.
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SACE patrticipants are required to pay a $400.00 material cost deposit on enrolment which is non
refundable. If however the participant is unable to start the course they may defer their training to
another intake date with in a one year period from the initial course start date.

MMAA is a member of ACPET (Australian Council for Private Education and Training), which provides
tuition assurance to all participants. This means that if in the event MMAA is unable to continue
operating a course, ACEPT will arrange the relocation to a comparable course. For further details
contact MMAA or go to www.acpet.edu.au

Financial Policy
MMAA reserves the right to refuse the continuation of enrolment if invoices are not paid by the
due date or unless suitable arrangements have been made.

MMAA reserves the right to defer any outstanding course assessments, and therefore the
issuance of Qualifications, until payment of outstanding course fees are paid. If in the event
assessments are deferred for this reason then the participant is responsible for paying for their
assessments. If the participant does not pay the outstanding fees within the agreed payment
time frame, unless suitable arrangements have been made, then MMAA reserves the right to
pass on the outstanding fees to a debt collector, which will incur extra fees.

Prices of Courses

The actual costs of training are monitored on a regular basis, taking into account current market trends
in employment and employer requirements, CPI, equivalent competitor price structures as against
perceived competitor success rates. It is important to MMAA to keep our prices both affordable and
reasonable in order to maximise both public and industry access.

Material Costs

All Material costs are payable on day one of the course Cert. Il commencement. At the beginning of
Certificate 1l the apron, t-shirts, makeup kit, textbook and makeup brushes are handed out to the
participants. At the beginning of Photographic Makeup and Styling the hairstyling kits, Hair text book
and airbrush gun & compressors are handed out and on commencement of Cert. IV level the SFX kits
and Character Text books are handed out. All kit materials are purchased at very competitive prices
and the retail value of most kits is over & above the cost to students.

All participants need to supply their own artist® colour wheel (from art supply stores), a camera (if
digital ensure it is at least 4 mega pixels), 2 dark coloured hand towels and a makeup/hairdressing
cape (ensure it is a full length cape).

Participants completing CPhotographic Makeup and StylingOare required to supply their own
laptop computer with Photoshop. Photoshop CS3 software may be purchased from any Next
Byte Store, at a student price of approx $229.00. Proof of student enrolment will need to be
provided to Adobe (contact details on the Photoshop software packaging) prior to use on the
laptop.

Extra material costs that a participant may incur are stationery needs such as folders, A4 blank & lined
paper, carbon & tracing paper, pens, pencils (lead & coloured), sketching charcoal,A4 sketch pad,
ruler and eraser. During the courses a participant will be asked to research for assignments and
complete in house photo shoots for which some costs may incur for resources.

A checklist of all materials required for classes will be given to the participant on enrolment.

Assignments/Assessments and External Study

Throughout the course program the participant is required to complete homework and to practice their
practical application techniques outside their contact study hours.

Assignments are issued with allocated time away from the classroom to enable the participant to
research and complete the assignment with access to external industry resources. These
assignments are a part of the course program and are not considered to be holiday breaks.

The Practical assessments, which are a part of the course program, must be completed within the
course time frame. Any practical assessments not completed within this time frame will be charged at
$40 per hour for an assessor (unless other arrangements have been made with the course co-
ordinator).
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Models

Participants are required to bring in models for some practical classes. This enables the participant to
work with different client® needs and to complete more applications in class time. It is a requirement
that each participant be willing to be a model for other participants in the classroom, unless other
suitable arrangements have been made with MMAA management.

Internet Policy

Rules Governing Use of academy internet services

Media Makeup Academy has set limits on use of large files of still or moving images or sound and on
downloading files in any medium. Media Makeup Academy also reserves the right to limit the amount
of time an individual user can devote to a single session. The student must comply with all applicable
federal, state and local laws, including laws governing the transmission and dissemination of
information while accessing the Internet, and with all Media Makeup Academy policies and
procedures.

Users may not:

¥ Use the network to make unauthorised entry into other computational, informational or
communication services or resources.

Distribute unsolicited advertising.

Invade the privacy of others.

Make any attempt to damage computer equipment or software.

Engage in any activity that is harassing or defamatory.

Use the Internet for any illegal activity, including violation of copyright or other rights of third
parties, or in a manner inconsistent with Media Makeup Academy@® policies and procedures.

K K K K K

Violations may result in loss of access. Unlawful activities will be dealt with in an appropriate manner.

Public Users' Security

Users should be aware that the Internet is not a secure medium and that third parties may be able to
obtain information regarding users' activities. Media Makeup Academy does not accept responsibility
for any viruses obtained whilst using the internet.

Compliance
MMAA reserves the right to take appropriate action to insure compliance with this policy.

Orientation

On commencement of the course, the first class will be @rientationOat which the participant will
receive any Gtudent handbookQupdates and a course strategy book & training record book for Cert. II.
All participants will be taken on a tour of the premises and the facilities, exits, fire extinguishers, first
aid kit and weekly planner folders will be shown. The course strategy & training record book will be
discussed and assessments outlined for the duration of training.

This orientation process is repeated on day one of every certificate level to ensure each participant
understands the requirements of training and expectations.

Course Upgrade

In the event the participant wishes to upgrade from one course to a longer course, after
commencement of the initial start date of all courses, then an administration fee is payable of $100.00.
The student is then informed in writing of the differences of course costs, deposit, material costs and
the amounts payable on commencement of the course upgrade. The deposit difference is due prior to
commencement of the course upgrade, and the material costs are due on day one of the new course
starting. The participant must read the Gtudent handbookOprior to upgrading to another course and
sign the form to ensure they understand and agree to abide by the policies and procedures, including
the refund policy.

Government Funding

Contact you@e nearest Centrelink or Government Body to be assessed for eligibility of Financial
Assistance.
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Finance Options
Part payment of course fees are available to students on a weekly, fortnightly or monthly basis and
these are listed in the course brochure.

Course details

Hours

Full time participant hours are from 8.30am until 1.00pm or 1.00pm to 5.30pm Monday to Thursday.
Average contact hours per week are 20.

For Part time participants the hours are: 6.00pm to 8.30pm Tuesday and Wednesday or 6.00pm to
8.30pm Monday and Thursday.

SACE hours are Fridays 9am to 4pm and Monday evenings 6pm to 8pm.

Office hours are from 8.30am to 5.00pm Monday to Friday. Facilities and equipment are available
during these hours subject to timetable restrictions.

Career Opportunities

At any time whilst your course is in session, we will provide you with information for career planning
and job seeking. MMAA recognises that everyone needs to have an array of skills to suit a variety of
applications. To this end we maintain a resource library on career choice, job-seeking techniques,
employer manuals and brochures, study and application techniques. Job opportunities are posted on
the media makeup website and the pin up board next to the library for those seeking work in the
cosmetics & media industries.

Media Makeup operates as an employment agency providing hair & makeup services to the Media and
Wedding Industry. Students are given the opportunity to become a freelance artist and work in each of
these industry areas once they have completed their training and proven their communication skills,
makeup & hair skills to industry standard. Enquiries can be made through the staff at Media Makeup.

MMAA is also a Training Provider of career awareness, which allows the participant to make up a
competitive resume and letters of application, develop their interview skills and locate job
opportunities. This program is designed to encourage our participants to take full advantage of their
training with us.

Because such a significant percentage of our participants find employment, MMAA is continually
determined to maintain these high levels of employment.

Work Experience/Work Placement

All Participants are required to be available to complete work experience and some work placement
during their course program. This enables the participant to gain valuable work skills and
competencies to complete their courses at MMAA. The work experiences can lead to employment
opportunities in many different areas of the cosmetics/media industries. All participants will be
inducted into OH&S prior to workplace commencement and the work environment will be assessed for
safety. A supervisor will be designated in the workplace environment and the course co-ordinator will
liaise with you during your work placement.

Participant Personal Details

Participants are required to notify MMAA of any change to personal details, such as name, address,
phone number and availability for employment (for further information, see Academic Information -
Participant Records).

The Department of Further Education, Employment, Science and Technology collect the required
information on the participant enrolment form for use by the Commonwealth Department of Education
Science and training. This information is collected for the purpose of auditing participation and the
monitoring and reporting of training outcomes. The information you provide may be accessed by
officers of these two departments and by the National Centre for Vocational Education research
(NCVE) for the above purposes.
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Personal Conduct
The Academy has a personal code of conduct, which sets out the standards of behaviour that are
expected of all students in order to maintain the reputation of the Academy.

This policy will be beneficial to both you and MMAA in creating a positive and co-operative working
environment. If you are unsure of any of the following policy details, please feel free to discuss them
with your Trainer or the Course Co-ordinator.

Interaction with Colleagues

Participants shall work cooperatively with colleagues, support and learn from each other and accept
differences in personal style.

Participants shall respect, and seek when necessary, the professional opinions of colleagues in their
area of competence, and acknowledge their contribution.

Ethical Behaviour

Participants shall comply with all lawful and reasonable directions given. Complaints arising out of
such directions shall be discussed, and attempted to be resolved, with your trainer. Participants
dissatisfied with the outcome can lodge a personal grievance to have the matter resolved. Participants
must continue to carry out any lawful and reasonable directions that may be given until the matter is
resolved (Refer to Grievance/Disciplinary Policy).

Participants are encouraged to report to a trainer any behaviour by another participant they consider to
be unethical. This may include behaviour that you believe violates any law, rule or regulation or
represents corrupt conduct, substantial mismanagement of public resources, or is a danger to public
health or safety or to the environment. Reports of such shall be protected against reprisals providing
the claim is based on a reasonable belief, is reported to an appropriate person and is not vexatious
(Refer to Equal Employment Opportunity Policy).

Participants decision making and professional conduct shall be consistent with the provisions of Equal
Opportunity legislation. Participants shall ensure they observe the EEO principles, exhibit appropriate
behaviours and provide a work environment free from harassment (including sexual), bullying and
discrimination.

Material that is fraudulent, harassing, embarrassing, sexually explicit, profane, obscene, intimidating,
defamatory or otherwise unlawful or inappropriate must not be sent by e-mail or other forms of
electronic communication or displayed or stored on computer (Refer to Internet policy)

Dress & Personal Hygiene

One of the main pre-requisites an employer has of an employee is personal presentation to enhance
the company image and profile. MMAA requires all participants to wear their uniform of black long
sleeve or short sleeve t-shirt at the Academy and during any work experience at all times. The black
apron is to be worn when a makeup service is being provided. These are supplied by the Academy
and are charged to the participant as material costs. All other clothing worn with the uniform must be
black/grey or white in colour. Clothes should be clean, ironed and without holes. Participants need to
maintain their grooming and clothing to the standard of the cosmetics workplace; neat, clean dress is
required along with an acceptable level of personal hygiene. Casual clothing is not acceptable. For
example, the following are not considered appropriate workplace dress standard: tracksuits, denim
jeans, running shoes, rubber thongs, hats, scarves or beachwear. Participants not adhering to this
policy will be requested to leave the training facility in order to change their dress.

Diploma and Advanced Diploma participants are required to adhere to extra OH&S dress
requirements, which will be addressed at induction (day one) of the diploma and advanced diploma
course program.

*MMAA request that stiletto heels are not worn on the premises. This is due to the wooden
floorboards being damaged from the heels.
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Industry Standards

It is not considered appropriate industry behaviour to consume alcohol, drugs, smoke or chew gum.
Please refrain from doing these things on the training premises for the duration of the course, including
on-the-job training.

A non-smoking policy exists within the building. Smoking is permitted only outside of the building, and
all cigarette butts are to be placed in the ash tray provided. If this policy is not adhered to, dismissal
procedures may be implemented.

Punctuality & Course Attendance

It is expected that you are punctual in your attendance for every day of the program. You are also
expected to return from lunch and tea breaks at the designated times. In the interests of both
participants and trainers, we will ask anyone who is late for a session to report to the Admin Office
prior to attending the session. If participants are continually late without notifying the academy, or
notify the academy with unsubstantial excuses (eg. missing the bus every morning or stuck in traffic
every morning) then the participant will be asked to return home and marked absent for a day.

Absenteeism

To get the most out of your training, we assume you will attend all components of the course. If you
are going to be late or absent, you must advise the centre by 8.30am for full time morning class
participants, 1.00pm for full time afternoon class participants and 6.00pm for part time participants.

SACE participants must contact the academy as well as their school prior to class start time.

In the event of absenteeism it is the responsibility of the participant to catch up on the work missed in
their own time. Any absenteeism of more than one day must be accompanied by a medical certificate.
Additional tutorial support may be arranged at the student® own expense. Private tuition is charged at
$40/hour. If the participant is absent for more than 10% of the course program and has not caught up
on missed classes then MMAA management reserves the right to defer the participantsCcourse
attendance until all training is updated by the participant.

Counselling Services

MMAA recognises that a variety of problems have the potential to affect participant® training
performance and impact on functional relationships within the training environment. Access to internal
and external confidential counselling services provides assistance to resolve or alleviate problems.
Further information about the external counselling service provider can be obtained from the resource
library.

Breach of policy process

The process will depend on the nature and circumstances of an event. Serious offences could result
in a summary dismissal. Use of other counselling procedures will normally be progressive and reflect
the seriousness of the behaviour.

There will be circumstances where an act of misconduct is serious, but not so serious as to constitute
dismissal. In this case a participant or staff member will be given a final written warning in the first
instance.

All disciplinary action is confidential. Copies of all forms, letters, records of interview will be retained on
the staff or student file.

Housekeeping

Tea & coffee making facilities and filtered drinking water are provided, however all drinking implements
must be cleaned and put away before leaving the premises. It is part of the course curriculum to keep
the training centre clean and hygienic at all times. Therefore it is the responsibility of the individual to
dispose of rubbish; and, of the group to maintain a clean training environment. This includes food or
drink (other than water) is to be consumed during breaks and not in carpeted training rooms or during
session times. The training rooms and locker room are to be tidied before leaving each day. Any
rubbish is to be placed in the bins provided and emptied into the green bin located in the Mansions
TavernCOrubbish area in the lane way. Resources are to be returned to their appropriate places.
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General

As a courtesy to the occupants of the ground floor and their clients in the building, we request that
participants enter and exit the premises quietly. Belongings left on the premises are done so at the
participants risk. Lockers are provided for personal belongings and training materials. A $10 deposit
is required for the locker key and returned to the participant when the key is returned at the end of the
course. All mobile phones are to be switched off during class times, unless prior arrangements are
made with the trainer, and handbags & mobile phones must be placed in the lockers for security during
class times.

MMAA is unable to give participants medicines for any reason. This includes aspirin and other
headache-relieving preparations; so participants may need to keep their own supply. If there is a need
to have personal medicines on hand we request that participants inform the principal of any
medical/health conditions for first aid support.

ACADEMIC INFORMATION

Credit Transfer & Recognition of prior learning (RPL)

As required by the Australian Quality Training Framework (AQTF) we recognise qualifications and
statements of attainment issued by Registered Training Organisations (RTO) throughout Australia. It
will be the responsibility of the Training Manager to cite original parchments presented by the
candidate. If it is a photocopy, then the copy must be a certified copy only.

Credit Transfer refers to cases where the student has already achieved an equivalent qualification or
unit(s) of competency from another RTO. If this is the case then we recognise this achievement and
will provide appropriate credit transfer into our qualification for the student.

Definition - Recognition of Prior Learning (RPL) Recognition of Prior Learning refers to the
acknowledgment of skills and knowledge held as a result of formal training, work experience and /or
life experience.O

Basically, if people can show they have the competencies to the standard, it does not matter how they
acquire them, and should be able to have them recognised. The term Recognition of Prior Learning

(RPL) is used to include RPL process itself, the principles guiding the process and the mechanisms
and structures established to support its provision.

All accredited courses that MMAA conducts will allow for RPL.
This policy adopts the following principles:

a) Competence: RPL will focus on the competencies a person has acquired as a result of both formal
and informal training and experience - not how, when or where the learning occurred.

b) Access: Every individual may have his or her prior learning recognised.
c¢) Fairness: All participants must be confident that the RPL process is fair.
d) Support: Individuals applying for RPL must be given adequate support. Personnel involved in the
assessment of candidates must be trained to support applicants so that an efficient and effective

service is maintained.

e) All participants will be provided information about the RPL process.
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RPL Appeals

Where an applicant is dissatisfied with the Credit transfer/RPL decision, an application for
reconsideration can be lodged with the office. This can be done by letter to the Manager of the
organisation, if the applicant wishes to discuss the situation Ms Mallyon can be contacted on
08 82233233 or in writing to :

Tammy Mallyon
Media Makeup Academy & Agency
PO Box 3090, Rundle Mall. SA 5000

Where the applicant remains dissatisfied with the decision of the Credit transfer/RPL application, the
applicant can refer the matter to:

DFEEST- Quality Branch

Level 4

11-29 Waymouth Street SA 5000
ph: 08 8226 3065

SACE

MMAA as a Registered Training Organisation offers Certificate Il in Makeup Services WRB20204 to
year 10, 11 and year 12 school participants as a part of SACE.

Participants interested in this program need to contact their VET Co-ordinator for further information.

Our Staff

Trainers at MMAA are selected specifically for their expertise in the delivery of training in their areas of
technical knowledge and experience, and will generally have a qualification of an equivalent or higher
level relevant to the unit of competency/content taught and a minimum of 3 years of recent industry
experience. Staff must also necessarily have a high standard of communication skills, (interpersonal,
oral and written) and personal presentation appropriate to the standards set by the industry. This
includes the ability to assess the previously acquired competencies of students for the purposes of
RPL.

Issuance of Qualifications

MMAA issues Recognised Qualifications (Certificates and / or Statements of Attainment outlining
either accredited courses or units of competency) and may from time to time issue Statements of
Attendance. Recognised Qualifications are issued to persons who successfully achieve the training
outcomes of a Nationally Accredited course, full qualification or units of competency in accordance
with the requirements in the AQF Implementation Handbook. Statements of Attendance or
Acknowledgements of Attendance are issued to persons who undertake any non-accredited seminars
and professional development sessions. The two certificates are distinctly different and should never
be confused.

Each certificate for a nationally accredited course (within our scope of registration) must be uniquely
numbered. The Managing Director must sign each certificate. No other person is authorised to sign on
the behalf of the RTO. No certificate containing the Nationally Recognised Training logo and the
business training provider number is to be produced or issued to any student or other persons for any
course or qualification that is not listed in the scope of registration. The RTO must include on its
Qualifications and Statements of Attainment the Business Name and National Provider Number and
NRT (Nationally Recognised Training) logo in accordance with the terms outlined in the AQTF.

Certificates for acknowledging training can be issued for non-accredited courses (such as induction,
professional development, or other non accredited training) but these certificates cannot contain any
logos or acknowledgement by any registration and accreditation body or other training authorities.
Certificates for non-accredited courses are not to display the Registered Training Organisation
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provider number or in any way infer that the training has been Nationally Accredited. Again, only those
persons authorised to issue these certificates may do so.

MMAA has a standard format for Certificates and Statements of Attainment and Acknowledgement of
Attendance that must be used at all times. Personnel are not permitted to use any certificates other
than the standard format specified by the business.

Our Policies

Access and Equity

While the Company reserves the right to select only those students it wishes to invite to attend training,
student applications should only be rejected when:

In the opinion of the Manager the applicant does not possess the required language literacy and
numeracy skills at the required AQF level outlined in the relevant Training Packages key competency
statement.

The applicant is unable to meet the financial commitment required to attend training.

A copy of the Anti Discrimination Act 1977 is held on file in the training offices and all policy and
procedure regarding Access and Equity must be cross checked against the Act for compliance.

In selecting/accepting attendance at training courses the Company will ensure it conforms in every
way to legislation related to anti-discrimination and equal opportunity. It will also ensure it positively
accommodates the principles associated with dealing with the disabled or disadvantaged, minority
groups and women. Allowance will be made to ensure these groups are in no way discriminated
against or disadvantaged.

Any applicant who believes they have been unfairly treated in any way whatsoever in the selection
process will have access to the appeals process as detailed in section Appeal and Complaints.

Quality Assurance

By establishing Quality Assurance as an integral part of all our daily operations, MMAA is able to meet
- and surpass - the needs and expectations of our funding bodies, industry and most importantly, our
clients.

English language, Literacy & Numeracy support

In line with our Access and Equity Policy which states that we encourage and will support any person
who wishes to undertake a training program, we will provide all the necessary assistance for
participants wishing to undertake training and who may have difficulty with Language Literacy and
Numeracy (LLN) requirements of the course of study or units of competencies to be achieved.

All trainers/assessors must have an understanding of this policy and its underlying principles before
facilitating a learning program or conducting an assessment of clients.

Participants who may potentially have a difficulty with the LLN requirements of a course will be
assessed prior to the commencement of the learning program.

The nature of the difficulty may be determined at a pre-course interview or counselling session and if
detected then following options; depending on the severity of the learning difficulty, may require

A). Additional coaching throughout the training course. A personalized training plan that considers the
LLN requirements within each unit, interpreting implications of the LLN issues in assessment for
competencies from the training package will be developed. The training plan will be reviewed with
feedback from the client, trainer, specialist and others as required.

B). Engagement of the services of a LLN specialist to determine the LLN level and degree of support
required

If a client chooses option A or B there may be an additional service fee that will be negotiated with the
client.
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If a trainer detects that a client is experiencing learning difficulties once the course has commenced
then the following options may apply:

a) The trainer/facilitator may provide additional assistance to the learner. This may be through peer
support and or additional coaching during or after sessions of training.

b) Refer the client to the Program Coordinator to discuss further options available to meet the
client/student needs.

If during the interview process or the course program it is decided by Media Makeup Academy that the
participant needs English language support, they will be required to attend the South Australian
College of English for an assessment of their English language ability. Testing is carried out every
Monday from 9.00am to 11.00am at the cost to the participant of $140.

The College would be able to then provide English tuition to those whose ability is less than the level
required to undertake courses at Media Makeup Academy.

For more information contact:

South Australian College of English

254 North Terrace

Adelaide, SA 5000

Ph: 08 8232 0335

Fax: 08 8223 7206

Training Delivery and Assessment Policy

MMAA is committed to high standards in the provision of training and assessment. The organisation
only uses qualified staff, facilities, equipment and materials to provide the training and/or assessment
services within scope of registration and to accommodate client needs, delivery methods and
assessment requirements.

The organisation ensures that in developing, adapting or delivering training and/or assessment
products and services, the following:

¥ methods used to identify learning needs, and methods for designing training and
assessment, are documented;

¥ the requirements of the Training Package or accredited course are met;

¥ language, literacy and numeracy requirements are developed to suit the individual needs
of each client using allowable adjustment;

¥ delivery modes and training and assessment materials will meet the needs of a diverse
range of clients;

¥ where assessment or training is conducted in the workplace, the organisation will
negotiate the delivery and assessment strategy with the employer and learners, work with
the employer to integrate any on-the-job training and assessment; and schedule
workplace visits to monitor/review the training and assessment; and

¥ where assessment or training is conducted on-line or by distance, the organisation has
effective strategies for learner support, monitoring and assessment.

The organisation® assessments meet the requirements of the endorsed components of Training
Packages and the outcomes specified in accredited courses within the scope of registration.

The organisation ensures that all assessments:

¥ comply with the Assessment Guidelines included in the applicable nationally endorsed
Training Packages or the assessment requirements specified in accredited courses;

¥ comply with the principles of validity, reliability, fairness and flexibility;
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provide for applicants to be informed of the context and purpose of the assessment and
the assessment process;

where relevant, focus on the application of knowledge and skill to the standard of
performance required in the workplace and cover all aspects of workplace performance,
including task skills, task management skills, contingency management skills and job role
environment skills;

involve the evaluation of sufficient evidence to enable judgments to be made about
whether competency has been attained;

strategies are reviewed by industry on a regular basis (at least annually);

provide for feedback to the applicant about the outcomes of the assessment
process and guidance on future options;

are equitable for all persons, taking account of cultural and linguistic needs;
provide for reassessment on appeal; and

RPL is offered to all applicants on enrolment.

Assessment Procedures

Step 1

Step 2

Step 3

Step 4

Step 5

Step 6

Participants are given on commencement of each course level a Qearning &
Assessment StrategyObooklet which contains a summary of all assessment
requirements for each unit of competency.

An assessment sheet, listing all requirements, will be handed out and explained to the
participant prior to commencing each assessment. It is the responsibility of the
participant to hand the sheet in to the course coordinator with every completed
assessment for marking.

A Oraining Record BookOwhich lists every unit of competency for that particular
course will be given to the participant. This book is for recording learning activities
achieved in the classroom or on the job. It is the responsibility of the participant to
keep this in their possession at all times and assessors will request access to update
the achievement of units of competency.

All completed assessment marking sheets are copied and filed at Media Makeup, and
completed units of competency are recorded on the student data base. These can be
accessed by participants at any time.

Each participant is required to attend a @erformance reviewOduring their course
program and/or near completion of each course level. This is an overview of

the participant® achievements and an opportunity for the participant to discuss

any training concerns.

At the @erformance reviewQust prior to completion of the course, in the event a re-
submit date is set and is not met by the participant, then a $50 admin charge will apply
to set a new re-submit date.

A participant will be issued with a certificate or statement of attainment when:

- The performance reviews and assessments are completed

- All signed copies of assessments have been presented and are filed

- The overall competencies achieved are recorded on the computer data base
- All outstanding course fees have been paid
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Equal Opportunity

You can read more about our commitment to providing a reliable, quality learning environment in our
Code of Practice which follows. The MMAA Code of Practice was adopted from the standards set
down by DFEEST Quality Branch. Although we display our Code at our office, we consider it
important that each trainee receives a copy because it outlines our responsibilities to you.

Any further enquiries or concerns should be directed to Tammy Mallyon on Phone: 82233233.

Complaint Policy

All personal complaints will be handled in a fair and impartial manner according to process outlined in
this policy.

This formal complaints procedure has been provided to ensure all student complaints are heard fairly
and impatrtially to reach effective resolution.

All students are encouraged to adhere to this policy by bringing all problems and complaints firstly to
the attention of the trainer or course coordinator, or to the attention of the Manager.

The purpose of this policy is to give the trainers and students an opportunity to clear up problems,
misconceptions, disputes or misunderstandings of any kind.

It should be considered a formal method of assuring everyone just and suitable treatment. In order for
this procedure to be successful, everyone must want it to work and use it when informal methods
prove unsatisfactory.

The Complaints Procedure

All students who have complaints, problems, concerns or disputes with another student having to do
with specific course conditions, safety, unfair treatment, disciplinary actions, compensation,
interpretation of their course contract or any form of purported discrimination shall bring this issue to
the attention of the trainer, Course coordinator or Manager within seven (7) days of the incident. All
complaints will be discussed and documented by the Manager.

Within three (3) days following this initial discussion, the Manager will consider the matter and make
every effort to mutually resolve the situation to everyone® satisfaction.

¥ If the issue cannot be resolved mutually to everyone® satisfaction within that three (3) day
period, additional time to gather sufficient and more comprehensive information may be jointly
agreed upon.

¥ A meeting between the parties involved in the dispute will be held to try and resolve the issue.

¥ If the matter remains unresolved, the student may file a written complaint and submit it to the
Manager. The Manager will provide the student with an answer within ten (10) days of this
written report.

¥ If the issue is not resolved satisfactorily, the student may choose to contact the office of
DFEEST, Quality Branch Education Centre, 11-29 Waymouth Street, Adelaide SA 5000
Phone: 08 8226 0365

No student will be discriminated against or retaliated against for lodging a personal complaint.
Any discrimination or retaliation will result in disciplinary action, which may lead to termination of the
course contract.

Sexual Harassment Policy

It is the policy of MMAA to maintain a working environment free from all forms of sexual harassment or
intimidation. Any employee or participant who is subject to sexual harassment by a staff member,
trainer or fellow participant should contact the Manager. In a training situation, it is the responsibility of
the trainer to ensure that the training environment is free from all forms of sexual harassment or
intimidation.

All complaints of sexual harassment will be promptly and confidentially investigated. Any staff

member, trainer or participant who violates this policy will be subject to appropriate disciplinary action
up to and including discharge.
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Sexual Harassment Complaint Procedures
Students/trainers/staff who believe they are being harassed are requested to take the following actions:

Politely but firmly confront the harasser and ask him or her to stop. State how you feel about the
actions and explain how you feel intimidated or harassed by these actions. If practical, have a witness
present. Be specific about the exact behaviour you want stopped.

Any Staff/trainers/students who are uncomfortable with a face-to-face discussion with their harassers
may write their complaints in a letter or memo to that person. One copy should be retained by the
employee/student.

Trainers, students or staff who choose to express their complaints verbally, should document what
they have said and the responses made by the alleged harasser, and note the time and date of the
discussion. If the harassment does not stop, students/trainers/staff should immediately notify the
Manager and complain of the harassment, and share all documentation.

The Manager is expected to investigate the situation and report to the complainant. The investigation
shall be conducted without bias and no account shall be taken of any evidence of the person's sexual
experience or reputation.

All complaints will be handled in a timely and confidential manner. In no event will information
concerning the complaint be released by the manager to any third person or to anyone within the
organisation who is not involved in the investigation. The purpose of this provision is to maintain
impartiality and confidentiality. Both the complaining individual and the accused harasser have equal
privacy rights under the law.

Any student/trainer/staff proven guilty of sexual harassment shall receive immediate disciplinary action,
up to and including dismissal or exclusion form the course.

Sexual Harassment Corrective Action

After all the circumstances of the complaint, including responses of the alleged perpetrator and
witnesses, have been documented in detail, a determination will be made as to whether or not sexual
harassment has occurred. This determination may be made in conjunction with external advisors.

The complainant and other directly involved persons will be served notice of the company® disposition
in the matter.

Prompt corrective action, if warranted, will follow immediately. The Manager will take whatever steps
are practicable to prevent any repetition of such requests or behaviour.

Whenever any disciplinary action is taken against an accused harasser, the victim will be informed
only "corrective action was taken."

It shall be an ongoing policy of this store that all prior complainants be contacted by the Manager of the
organisation on a periodic basis; to be certain they are currently working in an environment free from
all forms of sexual harassment or intimidation.

Either the complainant or the alleged harasser has the right to appeal the determination of the
investigation if he or she indicates so in writing, and delivers the appeal to the Manager of the
organisation within 10 days of the determination.

Equal Employment Opportunities Policy

This organisation is committed to maintaining and enhancing practices which eliminate all forms of
discrimination in employment matters and which eliminate barriers to the recruitment, retention,
development and promotion of its staff/trainers and students.

For further information Equal Opportunity Commission, telephone: (08) 8207 1977
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Occupational Health, Safety and Welfare

The objective of this policy is the maintenance of a healthy and safe workplace and the elimination of
workplace accidents. To achieve this goal, MMAA will strive towards the creation of a working
environment that is adapted as far as possible to meet the health and safety of all workers. The RTO
will maintain and promote the highest degree of support for the physical, mental and social well being
of each employee and student.

It is the responsibility of the Manager and all trainers to implement safe working procedures and
accident control measures to protect students working under this policy. In implementing this policy
MMAA expects employees and training contractors to:

¥ Follow all basic safety rules and perform their work in a safe and healthy manner.
¥ Support management by sharing in the process of maintaining a safe learning environment.
¥ Inform management of any unsafe situation or event immediately.

Students with disabilities Policy

MMAA as an education provider will treat all prospective students with a disability on the same basis as a
prospective student without a disability. A person with a disability is able to seek admission to, or apply for
enrolment on the same basis as a prospective student without a disability, including the right to reasonable
adjustment that are necessary to ensure that they are able to so enrol on the same basis as prospective
students without disabilities. If successful in gaining admission to a course a student with a disability will
have the right to participate in the course, and to use facilities and services, provided by MMAA, on the same
basis as students without disabilities, including the right to reasonable adjustments, where necessary, to
ensure they are able to participate in education and training as students without disabilities.

The RTO will provide reasonable adjustments to the enrolment process and course learning and assessment
strategies to the extent that they:

A) Do not impose unreasonable hardship on the RTO as defined by subsection3.4 (2) of the Disability
Standards for Education 2005.

B) Do not compromise the academic requirements of the course or the implementation and assessment
guidelines of the Training Package.

Disabled access is via Shop 17 on the ground floor. Disabled toilets are located in the arcade on the
ground floor.

Child Protection Policy

All employees and contractors of MMAA are mandated by law to report to the Department of Families and
Communities Child, Youth and Family Service any suspicion or observation of abuse of a student under the
age of 18 who is enrolled in a MMAA course.

All employees and contractors will undertake professional development in Mandatory Reporting. All new
employees will be inducted in the policy and procedure through the Staff Induction Program.

Procedure

Employees or contractors are to report or notify the manager of the RTO directly of this suspicion or
observation. The manager may request that this suspicion or observation be documented in the Mandatory
Reporting form. This report will outline the student® name, age, date of report and description of the
suspected or observed abuse. The report will be placed in the student® file.

Once reported, the manager or the staff member/contractor making the report will immediately notify the
Department of Families and Communities Child, Youth and Family Service on the hot line number 131478.
The employee or contractor may report the observation or suspicion directly to the Department of Families
and Communities Child, Youth and Family Service on the hot line number 131478 before notifying RTO
management.
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Dismissal Policy

In order to maintain high standards and to protect our hard-won reputation with industry, MMAA has
established the following policy.

If any participant does not abide by the policies and procedures then they may be dismissed.

If any participant feels they have been unfairly dismissed according to the dismissal Procedure then
they may contact DFEEST Quality Branch Education Centre, Ground Floor East, 31 Flinders Street,
Adelaide SA 5000 Phone: 08-8226 0365

Dismissal Procedure:
The Managing Director will conduct a hearing and consider evidence.

The Managing Director, in the hearing of the matters before her, shall comply with principles of natural
justice, and in particular;

shall give a participant in writing, details of the misconduct alleged against them,

shall give a participant the opportunity to be heard,

shall give a statement of reasons for any decision, which shall include an account of facts

and evidence on which the decision is based.

The Managing Director, on determining any complaint, may impose the following penalties;
a reprimand,
cancellation of enrolment in all subjects in which the participant is enrolled,
suspension for a period of the right to use any facility or building used by MMA,
prohibition from entering the premises or a specified part of the premises used by MMA.

Cut here
><

Participant® Signature Date

Participant® Full Name

Upon signature of this form, applicants agree to abide by the Media Makeup Academy Policies and
Procedures.

Witness Signature Date

Witness Full Name
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Personal Release Form

Ghe Media Makeup Academy and Agency CorporateO

I (full name)

of (address)

postcode

phone number ( h) (w) (mb)

Authorise and grant to Media Makeup Academy and Agency B which includes her successors and
assigns the right to:

Record me and any designs, images or works produced by me in any form whatsoever by way of
photograph, film audiotape and/or video tape for audio reproduction or a combination of either (0'he
Media Makeup Academy and Agency CorporateQ.

Edit Ohe Media Makeup Academy and Agency CorporateOinto a
Film,

Television programme

Television advert or promotion, and/or

Radio advertisement or promotion.

Website advertising

Photographic/Print advertising

Use my name and likeness, voice, biographic or other information concerning me.

Use and display any images, photographs or recordings containing my work or works attributable to
me in the course of my studies with Media Makeup Academy and Agency on the Media Makeup
Academy and Agency website.

Screen and broadcast 0Che Media Makeup Academy and Agency CorporateO

Use and license others to use 0'he Media Makeup Academy and Agency CorporateGin all media
throughout the world for the full period of copyright, including for the purposes of publicity, advertising,
sales and promotion of the Media Makeup Academy and Agency.

| hereby release Media Makeup Academy and Agency from any infringement or violation of personal
and/or property rights of any sort whatsoever based upon the use of the Media Makeup Academy and
Agency Corporate.

| acknowledge that Media Makeup Academy and Agency owns and shall own all rights, title and
interest (including copyright) in the Media Makeup Academy and Agency Corporate.

Agreed and accepted by the Releaser

Signature Date
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