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  Addendum (17 March 2020)  

 

COVID-19 Interim Arrangements - Student Welfare and Duty Care Policy (adjusted in line with Regulator’s COVID-19 guidelines)  

 
Due to COVID-19 pandemic, ASQA and Department of education have released certain measures for RTOs to adopt to continue to 
enrol students and train them. TMG College Australia has amended the Training and Assessment strategy in conjunction with the 
regulator’s guidelines and this must be read in terms of restrictions implemented by the Victorian Government due to the pandemic 
or its impacts because of the pandemic. For more details, please read Appendix A attached to this TAS.  
 
Due to the COVID-19 pandemic, TMG College Australia recognises that for the best interest of its students it will switch to virtual 
delivery for courses already in progress and starting.  
 
TMG College Australia has started a robust online delivery to assure that students would not be affected by the unforeseen challenges 
created as consequence of the COVID-19 pandemic. For this online pre-enrolment, enrolment, training delivery, assessment, and 
student support delivery project, TMG College Australia has set up a core team of management staff, comprised of one Compliance 
manager, Students Administration Manager, an eLearning technology specialist, a Training Manager, and an IT architect. This team 
is purposed to design, implement, and moderate the infrastructure and ultrastructure for moving all TMGs functions online. The best 
interest of students and support comes at the heart of the process.  
 
The plan comprises three scopes, namely: 
Scope 1: Redesigning the Pre-Training Review, LLN, Enrolment, Eligibility check, Training and Assessment process to conduct online. 
Scope 2: Setting up a well-staffed and equipped student support desk and educators. 
Scope 3: Prepare, transfer, and support students from traditional face to face (F2F) to virtual and simulated (online and practical) 
courses. 
 
Well-staffed and well-equipped student support desk and educators 

TMG College Australia has set up a support desk equipped with human capital and high-quality technology to assist its students in 
smoothly migrating to their virtual courses. The support and delivery desk constitutes two parts. 
a) Student Support Desk and  
b) Educators. 
 
Student Support Staff. The student support staff comprises of  
a)  Student Welfare Officers specialised in counselling and Student mentors, 
b)  Students Technical Support specialised in Information Technology and Canvas,  
c)  Admission, Account Managing and Administration Managers specialised in Training Plan and Pre-Training Consultation, and  
d) Compliance staff specialised in course materials and regulations. 
 
The staff who are acting as support desk are operating from the TMG College campuses or working from home due to any restrictions. 
They are equipped with the necessary technologies and communication networks. As students’ enquiries are online, to 
accommodate and support students on a timely manner, the support Zendesk has been set to start ticket system to respond to the 
queries in a timely manner.  
 
THE TMG switch modern, PBX is used to switch calls from one line to another, even between campuses. The alert for ‘busy line’ or 
‘missed call’ ensures no query is missed by staff. Accordingly, the support desk is providing a wide range of support programs to 
students; this includes technical assistance and support with issues related to computer systems, LMS-CANVAS, assessment submission, 
course progress support, and providing counselling service when they are feeling stressed or anxious due to COVID -19.  
The support desk has also adjusted the training plans to enable students the flexibility to get on top of things.  
Similarly, assessment submission due dates have been revised to make students’ migration to blended delivery easier. The support 
desk, in consultation with trainers, are advising students of the new assignment submission dates (if applicable) and task extensions 
procedures where required and applicable. The support desk understands it is a difficult time for everyone, including the students, 
hence they are showing deep sympathy; nevertheless, they also know that the support provided should not compromise the integrity 
and quality of TMG College Training outcome. 
 
Preparing, transferring, and supporting students from face to face (F2F) to online courses 
The primary focus of TMG College Australia has been always to maximise human potential. With greater reason, the new requirements 
to transfer to online delivery has made it even more important for TMG College Australia to put the best interest of students at the 
centre of its priority. 
 
TMG College Australia earmarked a large budget to roll out the online delivery project. It has been ascertained that students will 
need to be provided full support as they self-teach the platform, as it will be rather new to them. TMG College Australia Canvas has 
been designed with a user-friendly interface. Students will be able to think critically through the interactive environments. This platform 
will allow them to complete their studies in the full required capacity, thus exiting as skilled professionals. 
 
Based on this conceptual framework, the following principles were taken as TMG College Australia’s guidance of online delivery: 
 
Based on the evidence gathered, the IT Department adopted onboarding automation to suit the creation of student Office365 
accounts with limited access. It was decided that Microsoft Teams would be the platform used for TMG College Australia's Virtual 
Classroom for financial and administrative reasons. 
Please see Appendix A for detailed amendments of the Training and Assessment Strategy.  
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1. Title and Policy Number                  
TMGP 39 Student Welfare and Duty of Care Policy and Procedure 

2. Purpose 
Student Welfare is a cornerstone of all the TMG College Australia’s policies, programs, and 
activities. It addresses the health, safety, security, well-being, and guidance of Students and 
recognises that all Students need care and support as they grow towards maturity. Welfare 
encompasses the physical, social, emotional, and educational growth of Students. 
 
International Students require additional support services as they are living and studying in an 
unfamiliar environment and TMG College Australia strives to ensure the mental and physical 
wellbeing of International Students.  
 
The purpose of the Student Welfare and Duty of Care Policy is therefore to ensure that TMG 
College Australia: 
 

• Reaffirms and stresses that it has a legal duty to take reasonable steps to protect 
Students in their charge from risks of injury that are reasonably foreseeable. 

• Creates and continually improves an environment that provides a sense of belonging 
and promotes well-being. 

• Ensures strategies for primary prevention are established and built into the TMG College 
Australia’s programs. 

• Plans and implements early intervention strategies to reduce risk and strengthen the 
coping skills of vulnerable Students. 

• Provides Staff with appropriate support to fulfil their duty of care and Student welfare 
responsibilities. 

• Assists each Student to achieve their learning goals and make satisfactory progress in the 
course in which they are enrolled by offering a range of support services where relevant.  

• Gives International Students information on, or access to, an orientation program about 
living and studying in Australia, including information about safety at TMG College 
Australia and while living in Australia. 

• Has a Critical Incident Management Policy available to Students. 

3. Policy   
TMG College Australia has an extensive Orientation Program that provides comprehensive 
information about Student Support services and support Staff. These services are provided at no 
additional cost to the Student. 
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TMG College Australia’s Orientation Program provides Students with information about:  

• Support services available to assist International Students to help them adjust to study 
and life in Australia.  
• English language and study assistance programs.  
• Relevant legal services.  
• emergency and health services. 
• TMG College Australia’s facilities and resources.  
• TMG College Australia’s complaints and appeals processes.  
• Requirements for course attendance and progress,  
• Support services available to assist International Students with general or personal 
circumstances that are adversely affecting their education in Australia; and  
• Services International Students can access for information on their employment rights 
and conditions, and how to resolve workplace issues, such as through the Fair Work 
Ombudsman. 
• Personal security and safety advice. 
• Information how to seek assistance for, and report, an incident that significantly 
impacts on their wellbeing, including critical incidents 
• Provide International Students with, or refer them to (including electronically), general 
information on safety and awareness relevant to life in Australia, such as beach safety or 
the etiquette and laws concerning smoking in Australia. 

 
Any Student may access any Student support services offered by TMG College Australia if they 
have recognised that they would benefit from some form of assistance. Students should speak 
to the Student Welfare Officer who will be able to provide the assistance required or will refer 
them to the appropriate service. 
 
TMG College Australia has early intervention processes in place to identify Students that would 
potentially benefit from additional support services based on either academic performance or 
behaviour.  These Students will be offered support and referrals where necessary.   

4. Responsibility 
The Student Welfare Officer, and CEO of TMG College Australia and all TMG College Australia 
staff are responsible for the implementation of this Policy. 
 
As the world responds to the recent outbreak of the coronavirus (COVID-19), TMG College 
Australia understands that students in our community may be experiencing feelings of 
increased anxiety and distress.  
 
Accordingly, as TMG College Australia continue to deliver our training and assessment, Student 
Mentors will assist students in taking better care of their wellbeing and finding a balance in their 
life through the following six ways:  
 
1. Take notice about students’ situation 
Notice how TMG College Australia students feel right now and try naming the feelings. It’s okay 
not to be okay. This challenge brings many feelings like uncertainty, health concerns, or feeling 
isolated.  
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2. Connect with them and encourage them to stay connected with others 
We all need each other's support to grow and flourish, and though we might not be able see 
each other face to face, we can still spend time with our family, friends, clubs, and societies 
online.  
 
3. Encourage the students to learn 
We tell our students that they have the skills and resilience. We tell students to have confidence 
that things will improve and that they are learning new skills that will help them in their life and 
work. 
 
4. Encouraging students to be active 
We advise our students that now is the time to weave self-care into their daily life as they adjust 
to this new way of studying and living. To develop a routine that supports their mind and body, 
with time for regular breaks. And be realistic about what they can do each day.  
 
5. Our student mentors encourage our students to give 
There are others like them who might be waiting for someone to reach out. When they care for 
others and exercise compassion, it's good for their own wellbeing. 
 
6. Stay Positive  
Our student mentors will advise students though this circumstance is unpleasant, but it will pass. 
What you say to yourself is important. Listen to the things you are saying to yourself and change 
negative comments to be more helpful and realistic. 
 
Student Mentors Support 

• TMG College Australia provides the opportunity for students to participate in services or 
provide access to services designed to assist students in meeting course requirements 
and maintaining their attendance. 

• TMG College Australia provides the opportunity for students to access welfare-related 
support services to assist with issues that may arise during their study, including course 
progress and attendance requirements and accommodation issues. These services are 
provided at no additional cost to the student. If TMG College Australia refers the student 
to external support services, TMG will not charge for the referral. 

• TNG College Australia has a documented critical incident policy together with 
procedures that cover the action to be taken in the event of a critical incident, required 
follow-up to the incident, and records of the incident and action taken. Our Critical 
incident policy ensures the interests of the student and their families are managed 
appropriately and shows that TMG College Australia is prepared for such incidents and 
have a clear protocol to follow in what can be distressing and upsetting circumstances. 
(See Critical Incident Policy and Procedure. 

• TMG College Australia has established a department of student mentors with designated 
members of staff to be the official point of contact for students. The student mentor 
officers must have access to up-to-date details of TMG College Australia support 
services. 

• TMG College Australia provides sufficient student support personnel to meet the needs of 
the students enrolled with the College.  
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5. Procedure  
Identifying Students  

1. Students are identified as requiring special assistance through the initial course 
application process and will be referred to the Student Welfare Officer and relevant 
Trainer to discuss any reasonable adjustments and support required. 
 

2. Students may be identified at the time of undertaking the Language, Literacy and 
Numeracy (LLN) Assessment during enrolment. 

 
3. Students may refer themselves to their Trainer or Student Welfare Officer should they 

recognise the need for additional support or reasonable adjustment.  In this instance 
Students must be referred to the Student Welfare Officer and the Student Welfare 
Officer will record the discussion using the TMG Student Counselling Form. 

 
4. TMG College Australia has a rigorous Course Progress Policy and Procedure in place to 

identify Students at risk of not achieving satisfactory course progress, and of 
implementing early intervention strategies to assist them. 

 
5. Trainers and other staff may also advise the Student Welfare Officer Coordinator of 

possible at-risk Students because of behaviour, poor class attendance or participation. 

6.  Student Support Services Information 
Orientation 

 

All new Students attend an Orientation Program on arrival at TMG College Australia.  The 
Orientation Program advises Students of their rights, responsibilities, study information and also of 
the support services available to them at TMG College Australia which include: 
 

• Facilities and resources  
• Complaints and appeals processes  
• Counselling and psychological services 
• Academic Skills assistance 
• Reasonable Adjustment 
• Fees, Refunds, and any other administration charges  
• Course Progress and Intervention strategies  
• Careers and Employment 

 

This information is also included in their Student Handbook and on the TMG College Australia 
website www.tmg.edu.au/  
 
 
Post-Orientation   

 

1. Student support services are made available to TMG College Australia Students for the 
duration of their course.  
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2. Academic, language and learning support is offered by TMG College Australia. 

All means used to identify Students who may have specific support needs must comply with 
TMG College Australia’s Privacy Policy and Personal Information Policy.  Students must be 
informed of how any personal information collected will be used, to whom it may be disclosed 
and, where possible, personal information should be collected directly from the relevant 
Student.  Refer to the Privacy Policy for more information. 

7. Monitoring, Evaluation and Review 
CEO or the delegated Manager must monitor, evaluate, and review this policy and relevant 
procedures on an ongoing basis and suggest appropriate changes to the Compliance and 
Quality Assurance Department for approval. 

8. Definitions and Abbreviations 
Term Meaning 

‘Duty of Care’ It is a duty imposed by the law to take care to minimise the 
risk of harm to another. 

Access and Equity Providing equal opportunity, equal treatment and equal 
redress for all individuals with whom TMG College Australia 
interacts.  Specifically, the provision of educational services 
and/or any selection process is based on the candidate’s 
suitability for the course and/or funding arrangement(s) 

Early Intervention 

Strategies 

Effective and appropriate support services e.g. counselling, 
academic skills for Students identified as being at risk of not 
achieving satisfactory course progress. 

Reasonable Adjustment Adjustments that can be made to the way in which evidence 
of Student performance can be collected to ensure that 
learners receive training, assessment and support services 
that meet their individual needs irrespective of 
ability/disability. 

Social Justice Implies fairness and mutual obligation in society: that we are 
responsible for one another, and that we should ensure that 
all have equal chances to succeed in life. 

9. COVID-19 Interim Arrangements 

Due to COVID-19 pandemic, ASQA and Department of education have released certain 
measures for RTO’s to adopt to continue to enrol students and train them. TMG College 
Australia has created a Policy and Procedure to guide Online Marketing, Pre-Training Review, 
Enrolment, Training and Assessment in this situation. This Policy should be read in conjunction 
with the COVID – 19 Online Marketing, Enrolment, Training and Assessment Policy and 
Procedure during any restrictions implemented by the Victorian Government due to the 
pandemic or its impacts because of the pandemic. 
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10. Revision Record 
 

Date Version Number Revision description/ Nature of change 

(change/reasons for change/comments) 

20/05/2013 1.0 Policy Created (First Draft)   

20/05/2014 2.0 Policy Reviewed To Incorporate Feedback 
From All Stakeholders And Legislative Changes  

20/05/2015 3.0 Policy Reviewed for ASQA Re-Registration 
Audit  

20/01/2016 4.0 Policy Reviewed to Incorporate Changes In 
2016. 

Jan 2017 4.1 Policy Reviewed and Revised with New Logo 

Jan 2018 5.0 Policy Reviewed as Per National Code 2018 

Jan 2019 6.0 Policy Reviewed  

Jan 2020 6.1 Policy Reviewed  

    March 2020 6.2  Policy Reviewed and Responsibilities added 

   May 2020 6.3 Policy Reviewed in in line with Regulator’s 
COVID-19 guidelines 

Please see Appendix A. attached to this policy.  

 

  
    Jan 2021 6.4  Policy Reviewed and Revised
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Appendix A 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Student Welfare Duty and Care 
(adjusted in line with Regulator’s COVID-19 

guidelines)
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Student Welfare and Duty of Care (adjusted in line with Regulator’s COVID-19 guidelines)  

Due to the COVID-19 pandemic, TMG College Australia recognises that for the best interest of its students it will 
switch to virtual delivery for courses already in progress and starting.  

TMG College Australia has started a robust online delivery to assure that students would not be affected by the 
unforeseen challenges created as consequence of the COVID-19 pandemic. For this online pre-enrolment, 
enrolment, training delivery, assessment, and student support delivery project, TMG College Australia has set up a 
core team of management staff, comprised of one Compliance manager, Students Administration Manager, an 
eLearning technology specialist, a Training Manager, and an IT architect. This team is purposed to design, implement, 
and moderate the infrastructure and ultrastructure for moving all TMGs functions online. 

The plan comprises three scopes, namely: 

Scope 1: Redesigning the Pre-Training Review, LLN, Enrolment, Eligibility check, Training and Assessment 
process to conduct online. 
Scope 2: Setting up a well-staffed and equipped student support desk and educators. 
Scope 3: Prepare, transfer, and support students from traditional face to face (F2F) to virtual and simulated (online 
and practical) courses. 

Scope 1: Redesigning the Pre-Training Review, LLN, Enrolment, Eligibility check, Training and Assessment 
process to conduct online. 
Before embarking into the online delivery, the core team redesigned the processes and structure while maintaining 
the integrity and quality of the pre – enrolment and enrolment process. TMG College Australia communicate updates 
to all Authorised delegates, marketing team and account managers in daily TEAMS meetings. 

• TMG College Australia updated website, qualification flyers and marketing materials including delivery modes 
and styles by marketing team and reviewed by the GM Quality and Compliance and the CEO based on Scope of 
Registration, latest industry, and Training Package and COVID requirements. 

• Our marketing team communicated effectively with Councils, Community Groups, Industry stakeholders, Job 
services Providers, DES Providers, Parents Next and prospective students via telephone, email, TEAMS 
Meetings, Zoom Meetings with COVID requirements in respect of virtual classroom, work placement 
officer, Student Mentors, IT Support, and student support.  

• Business developers started to conduct the Pre -Training review over the phone for the prospective students and 
then forward this information to the enrolment team.  

• TMG College Australia implemented LLN robot to Conduct Language Literacy and Numeracy assessment which 
is mapped to ACSF requirements. 

• Enrolment officer sends all the pre -enrolment information to student via email as well as links to VET enrol and 
LLN robot. Digital copies of all documents including Information for Prospective Learner, Skills First Charter and 
Domestic Course Guide were made available. 

• VETenrol is implemented to complete online enrolment form by the student. 

• The Australian Government's Document Verification Service (DVS) that verifies key Government issued 
documents has been used by our Delegates to ensure documents. Enrolment officer checks the eligibility 
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documentation provided by students through Document Verification Service (DVS) or ensures the scanned IDs 
are coming from the student email. As an approved Gateway Service Provider (GSP), TMG College Australia 
access the DVS within IDMatrix. The DVS offers a reliable means of matching key document data with 
government records, making it easier for organisations to satisfy their identity verification obligations. This is as 
per the advice by the Department of Education. 

• The course units and sequence has been restructured and integrated into online Learning Management System 
(Canvas) to ensure that the course content fit online delivery and assessment. In line with the course redesigning, 
units have been enriched with activities such as reading assignments, pre assessment tests, and a self-paced 
teaching material. 

• In agreement with the course delivery diversification, a variety of mode of delivery such as TEAMS sessions, 
recorded webinars, instructional YouTube videos, self-testing quizzes have been integrated into CANVAS. 
Moreover, visual appeals have been added in the contents for e.g., additional headings, images, callout boxes, 
and coloured materials, all to increase engagement. 

• Regarding the student course progress monitoring, a new attendance monitoring system RTO + is implemented 
to capture student attendance with unit code, unit name, date and time stamp with trainer and student signatures. 

• Work placements were kept on hold.  

All these features ensure integrity and high-quality standards throughout TMG’s virtual course delivery. 

Scope 2: Well-staffed and well-equipped student support desk and educators 
TMG College Australia has set up a support desk equipped with human capital and high-quality technology to assist 
its students in smoothly migrating to their virtual courses. The support and delivery desk constitutes two parts. 

a) Student Support Desk and  

b) Educators. 
 

2.1 Student Support Staff. The student support staff comprises of  

a) Student Welfare Officers specialised in counselling and Student mentors, 

b) Students Technical Support specialised in Information Technology and Canvas,  

c) Admission, Account Managing and Administration Managers specialised in Training Plan and Pre-
Training Consultation, and  

d) Compliance staff specialised in course materials and regulations. 
 

The staff who are acting as support desk are operating from the TMG College campuses or working from home due 
to any restrictions. They are equipped with the necessary technologies and communication networks. As students’ 
enquiries are online, to accommodate and support students on a timely manner, the support Zendesk has been set 
to start ticket system to respond to the queries in a timely manner. As this modern, PBX is used to switch calls from 
one line to another, even between campuses. The alert for ‘busy line’ or ‘missed call’ ensures no query is missed by 
staff. Accordingly, the support desk is providing a wide range of support programs to students; this includes. 

technical assistance and support with issues related to computer systems, LMS-CANVAS, assessment submission, 
course progress support, and providing counselling service when they are feeling stressed or anxious due to 
COVID -19.  
The support desk has also adjusted the training plans to enable students the flexibility to get on top of things. 
Similarly, assessment submission due dates have been revised to make students’ migration to blended delivery 
easier. The support desk, in consultation with trainers, are advising students of the new assignment submission 
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dates (if applicable) and task extensions procedures where required and applicable. The support desk understands 
it is a difficult time for everyone, including the students, hence they are showing deep sympathy; nevertheless, they 
also know that the support provided should not compromise the integrity and quality of TMG College Training 
outcome. 

 
2.2 Educators and their New Role 
All educators have been provided a training to make them prepared to deliver the online courses. The educators have 
been trained in techniques and strategies that empower students to stay motivated and engaged with online learning. 
In line with their training, the educators have created a series of webinars and face to face trainings to encourage 
student engagement whilst learning online. The educators are also bringing lessons to life by making their sessions 
interactive during a live lesson. They are also connecting with students individually so that they can gauge how each 
student is faring in their online progress. 
 
TMG College Australia ensured that the educators have access to all the resources and support to supplement and 
augment the courses they offer online. 
The senior management team have developed a series of Webinars and Professional Development sessions to help 
the educators utilise best practice when managing their time and delivering courses online. 
 
Scope 3: Preparing, transferring, and supporting students from face to face (F2F) to online courses 
The primary focus of TMG College Australia has been always to maximise human potential. With greater reason, the 
new requirements to transfer to online delivery has made it even more important for TMG College Australia to put the 
best interest of students at the centre of its priority. 
 
TMG College Australia earmarked a large budget to roll out the online delivery project. It has been ascertained that 
students will need to be provided full support as they self-teach the platform, as it will be rather new to them. TMG 
College Australia Canvas has been designed with a user-friendly interface. Students will be able to think critically 
through the interactive environments. This platform will allow them to complete their studies in the full required 
capacity, thus exiting as skilled professionals. 
 
Based on this conceptual framework, the following principles were taken as TMG College Australia’s guidance of 
online delivery: 
 
During the end week of February of 2020, TMG College Australia's IT Department began investigating industry-
standard practice regarding student email accounts, virtual classroom platforms, and the associated security risks 
and costs involved in each potential method. 
 
Based on the evidence gathered, the IT Department began adapting the existing staff onboarding automation to suit 
the creation of student Office365 accounts with limited access. It was decided that Microsoft Teams would be the 
platform used for TMG College Australia's Virtual Classroom for financial and administrative reasons. 
 
At the announcement of Victoria's lockdown, the IT Department was able to run the student onboarding automation 
and successfully created approximately 2,500 student Office365 accounts in a few hours.  
 
The research, preparation, scripting, and training that the IT Department facilitated allowed all of TMG College 
Australia's classes to switch to Virtual Classroom delivery from the first day of the lockdown. 
 
When the lockdown was announced, TMG College Australia was researching moving to paperless assessments. The 
announcement forced the IT and LMS Departments to devise a combined strategy whereby all assessment tools 
were uploaded to Canvas as writable documents and with that function students and trainers were able to complete 
and mark these assessments. 
 
Training was delivered to all trainers on the use of Adobe Acrobat Reader's "Fill and Sign" function and all required 
aspects of Microsoft Teams, including running and recording meetings and maintaining their class lists in Teams. 
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During Victoria's lockdown, students and trainers alike had access to IT support by email or phone, with remote 
assistance available as required. 
 
A digital version of TMG College Australia's existing paper-based processes was implemented to move to a fully 
online delivery model. 
 
The Enrolment form was migrated to VETenrol with CloudCheck DVS used for Identity Document Verification and 
LLN Robot to replace the paper LLN test. 
 
RTO+ was implemented as an attendance tracking tool, linked to VETtrak and containing the ability to send emails 
and SMS messages on missed attendance. 
 
In conjunction with the IT and LMS Departments, TMG College Australia's Resource Department liaised with textbook 
publishers to provide eBook versions of all required texts to TMG's students. This includes: 
 
3.1 Canvas That Accommodates Interactive Learning 
TMG College Australia online delivery has been designed to be more engaging, by introducing interactive learning 
systems. Canvas has been devised with features that have screen-sharing tools, permitting students to share and 
discuss their own presentations.  
 
3.2 Canvas that allows students to connect with their educators individually for students to gauge their course 
progress and can connect individually with their educators without seeing them in person, Canvas have tools that 
enable students to connect individually with their trainer. That way students are getting a 1:1 support in a chat, by 
creating a safe space for students to ask their questions and get the extra help they need. 
 
3.3 Canvas that help students possess the necessary qualities to perform well online. To help students who might 
have some difficulty in their digital literacy, Canvas includes training for students, tips on how to easily navigate easily, 
YouTube demos on how to use Canvas, etc. We have included reference links to resources and tips for our students 
to help them be successful online learners. 
 
Moreover, the content is designed with simple and clear instructions. The course and unit guidelines clearly outline 
what TMG College Australia’s expectations are. To that end, all students are provided with clearly outlined FAQs that 
provide clear manuals and instructions on Canvas, assessment submission, zoom recorded webinars etc.  
 
The student participation per unit is recorded when they log in to Canvas. 
Student attendance is recorded via RTO + with unit code, time stamp and trainer & student signature. 
 
Practical Assessments 
Some units of competency require assessment to be conducted in a workplace by observation, this could be done in 
following ways: 

1. Trainer and Assessor attend the workplace where possible and all evidence to be gathered as per the 
requirement of the unit. 

2. Where trainer is unable to attend a workplace to conduct training or assessment, consideration should be 
given to remote observation via other mediums. For example, the trainer can: 

use video recordings (from recording on a phone to more complex technologies) 
use Zoom, Skype, and other video conferencing software. 

3. If a student is working at their normal place of work, assessors can view that student’s participation in activities 
remotely and, using the same observation checklists they have when on site, continue to make valid and 
sufficient judgements. 

 
It may be necessary to defer conducting the observations until such time as the RTO can effectively undertake this 
process. If a trainer is feeling unwell, or is required to self-isolate, they must not attend any location. 
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Notice to be sent to students.  
 
Evidence of Participation 

 
Due to the COVID-19 pandemic and TMG College Australia's commitment to our students it has been 
necessary for us to make changes in the manner in which our courses will be delivered. 
 
In order for there to be as little disruption as possible to your learning journey, TMG College Australia will 
switch to distance delivery for courses already in progress and for those that are or will be starting.  
 
When assessing the suitability of a move to distance delivery of a course, TMG College has:  

� analysed the requirements of the training package of the course 
� considered your best interest and needs. 
� ensured you will gain all relevant skills and knowledge by providing you access to suitable resources, 

facilities, and trainers. 

Accordingly, please note the following important points regarding your attendance and mode of evidence of 
participation. 

1. The requirements of attendance specified in your enrolment agreement and in 11.5 (a)-(g) of schedule 1 
of Skill First Contract remain unchanged.  

Despite the change of mode of delivery, you are required to attend all your classes as per your training plan.  
 

2. TMG College Australia will continue to gather the evidence of your participation through the following 
three means.  
 
a) RTO Plus. TMG College Australia has enhanced its attendance monitoring systems by introducing the 
digital platform RTO+.  RTO+ has the facility to record attendance, electronically.   
 
Once you have digitally signed your attendance on RTO+, it is then endorsed by your Trainer and Assessor 
and pushed to VETtrak, and TMG College Australia's Student Management System (SMS).  
 
b) CANVAS. The Student Support Officers will continue to monitor your log in onto CANVAS, the newly 
introduced virtual Learning Management System (LMS).   
 
You should be aware, that logging into the LMS by itself is not sufficient to assess your course progress and 
completion. Accordingly, TMG College Australia will closely monitor the level of your engagement in the 
learning and assessment portal as well as through your Canvas activity. 
  
To encourage your participation and discussion with your peers we have created a collaborative forum within 
CANVAS and a CANVAS embedded email portal for your convenience.  
 
Communication log. In addition to points a and b, all communications that you exchange with TMG College, 
your trainer and the student support officers, will be recorded as part of your evidence of participation. This 
might include but is not limited to emails, TEAMS communication, Letters of engagements, Warning Letters 
Canvas collaborative works, etc. 
  
Records. For all attendances TMG College Australia will continue to record and collect evidence as detailed 
in your training plan. TMG College Australia will gather, analyse and interpret your attendance and course 
progress according to the three methods that are outlined in points a, b, and c.  
 
Accordingly, when/if required you will be sent engagement and re engagement letters, support of progression 
and if required warning letters highlighting lack of course progress.  
 

   How will the change in mode of delivery affect your course 
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TMG College Australia reminds you that although the manner of course delivery has changed, nothing has 
changed regarding your obligation to attend the virtual classes.  
 
What is required from you 
 
To obtain the same quality outcomes that is detailed in your course outline, you are required to attend 
the amount of learning that is described in your training plan and enrolment agreement.  
For more information on the overall changes in the Course Structure, Additional Student Support 
arrangements, please see the attached document.  

 

Changes in Training Plan.  

 

As you are aware, the Covid-19 pandemic is beginning to have a significant effect on how we live our daily 
lives. 
 
TMG College Australia recognises that it is likely that restrictions will continue to have a serious impact, for 
some time, on how your course is delivered. 
 
To ensure as little disruption to your learning journey as possible we have decided, in the circumstances, it is 
in the best interest of our students that we switch to distance delivery for courses already in progress.  
 
When assessing the suitability of a move to distance delivery of a course, TMG College has:  

� analysed the requirements of the training package of the course 
� considered your best interest and needs. 
� ensured you will gain all relevant skills and knowledge by providing you access to suitable resources, 

facilities, and trainers. 
� rearranged any work placement requirements to take place at a later stage 

Accordingly, TMG College Australia is advising you that the following changes will be implemented, effective as of 
28 March 2020.  

 
a) Mode of Delivery  

 
The mode of delivery will be virtual through TEAMS, and Canvas. To continue delivering high quality training 
TMG College Australia has made the following adjustments: 
  
• The course contents and delivery plan are restructured to deliver theoretical-based units before practical-

based units. Any changes will be reflected in your training plan which is attached.  
• Training will focus on training and delivery of content, including simulated environments, and delaying 

assessment if required. 
• The LMS team has developed the resources and online learning content. To assist you with any questions 

that you may have and to continue to provide you with on-going support, our LMS Support team will be 
available for you to contact, seven days a week. Our trained staff will be available during your virtual classes 
for a one-to-one support. 

• TMG College Australia has put in place a support and progression plan to ensure you are able to progress at 
the rate required to develop the required skills and knowledge. If you need any help in digital literacy or laptop 
support, please let our student support service know so we can arrange for you to receive a laptop, on loan, 
from TMG. 

b) How will the change in mode of delivery affect your course 
 

• TMG College Australia has taken steps to ensure that the transition to virtual learning and training delivery will 
be of the same quality outcomes for learners that would otherwise be achieved. 
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• TMG College Australia is confident that its delivery and assessment practices will produce job-ready 
graduates that align to training package requirements. 
 

c) What is required from you 
• return to a face-to-face delivery (unfortunately, we cannot predict when this will be). Please notify TMG 

College Australia should you opt to defer your course until then or if you would like to discuss with us the 
possibility of withdrawing from your course.  

• In determining your competency, we will ensure that your assessments address all assessment requirements 
of a unit of competency. Please note the requirement of rule of evidence is the same whether assessment is 
conducted face-to-face or through a virtual delivery mode. 

• TMG College believes that students share the responsibility to progress through the VET course. Therefore, 
we strongly encourage you to complete learning and other course requirements through virtual delivery to 
ensure you are developing required competencies and are able to take part in assessments. 

• If you are happy to proceed as outlined above, you need do nothing. If, however, you have any questions or 
concerns, please let us know by April 4, 2020. This formal communication will be attached to your training 
plan, you are welcome to sign at a later date where necessary. 

For more information on the overall changes in the Course Structure, Additional Student Support arrangements 
please see the attached document.  

Note: As announced by the Victoria State Government, sixty-seven new cases of coronavirus (COVID-19) were 
confirmed yesterday – bringing the total number of cases in Victoria to 296. Please protect yourself and your family. 
Hands should be washed regularly with soap and water. If you feel any symptoms, the Victorian Department of 
Health and Human Services has a hotline for public information on COVID-19 which is 1800 675 398.  

Issuing Certificates 

1. If the student successfully completes all units for a VET qualification, he/she will be issued with a qualification 
certificate and Record of Results either electronically or via post. 

2. If the student complete one or more units from a VET qualification, student will be issued with a Statement of 
Attainment either electronically or via post. 
When assessing the suitability of a move to distance delivery of a course, TMG College has:  

� analysed the requirements of the training package of course. 
� considered your best interest and needs. 
� ensured you will gain all relevant skills and knowledge by providing you access to suitable resources, facilities, 

and trainers. 

 

 
 


