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About Odyssey Institute

Introduction

Odyssey Institute is a Registered Training Organisation within the Odyssey Institute of Studies and provides
accredited training across a wide range of areas including drug and alcohol services and vocations.

This student handbook is for those interested in undertaking training with Odyssey Institute (Ol). It explains the
rationale of our course design and delivery, and defines competency based training. The handbook also includes
details of training offered, e-learning, course guidelines and financial considerations. Applicants are advised to read
the handbook before applying for a course. To apply for a course please go to: www.odysseyinstitute.edu.au

Mission Statement — Odyssey Institute

For more than two decades, Odyssey House Victoria (OHV) has provided a range of treatment interventions for
people with substance use issues. As part of the Odyssey Institute, Ol continues to develop and deliver training that
draws on the clinical experience in a wide range of services in the Alcohol and Other Drugs (AOD) sector. Ol has a
continuing commitment to competency based training and assessment.

Quality Control Training

All training delivered by Ol is undertaken in accordance with the Australian Qualifications Training Framework
Standards 2007.

Training Expertise and Experience

OHV has established expertise and a commitment to workplace training and assessment of workers competencies.
Ol’s training arose from this field of expertise as part of Odyssey Institute of Studies. Ol has extensive experience in
developing and facilitating high quality accredited training in a range of areas associated with the provision of
services to people who use alcohol and/or other drugs.

Contact Information

Student Administration Training Manager
Contact: Fiona Muratore Michael Ried

Phone: 0394207644 0394207622

Email: fmuratore@odyssey.org.au mried@odyssey.org.au

Industry Skills Requirements

Ol provides training within the Community Services industry. The AOD sector has been involved in determining the
skills required in competency based training in nationally accredited AOD qualifications. The term ‘competencies’,
describes the required application of knowledge, skills and personal attributes needed in a specific area of work.
These competencies provide the basis for a nationally consistent approach to the training of workers.

Units of Competency
All units of competency have the same basic layout which include;

Elements

These outline activities associated with the specific competency.

Performance Criteria

These are the criteria that indicate the necessary standard of the activity to be undertaken

Range of Variables

This section provides information to clarify the circumstances and content involved. Note that some list necessary
components (“include...”), and some provide options (“may include...”)
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Underpinning knowledge

This section identifies knowledge and theory underpinning the exercise of competencies in the workplace.

Underpinning Skills

These are generic skills required to exercise the competencies in the workplace.

For further information regarding competency based training and the Australian Qualifications Framework you can

visiting: www.ntis.gov.au

Application to Courses

Application Process

Applying for a course is simple. There are four steps.

Step 1. Select a course
Step 2. Select a mode of payment
Step 3. Complete online application form

Step 4. Enclose notarised copies of all previous qualifications and academic transcripts.

Please note: applications which include direct credit transfers will not be processed without the relevant notarised
documentation.

Acceptance into a Course

Step 1. Once a participant has been accepted into a course they will receive a tax invoice and letter of acceptance
(including a payment structure), via email.

Step 2. Once a participant's deposit has been received by student administration, participants will then receive their

login details for the online classroom via email.
Step 3. Once a participant has completed the online orientation, they will then be given access to their classroom.

Please note: Enrolment will not be deemed as complete until a deposit is received.

Notarised Copies

Ol requires a notarised copy of academic transcripts, certificates or statements of attainment that are relevant to
their enrolment, at the time of application. A notarised copy is a photocopy of the original document that has been
stamped and signed as a true copy. Please note that any documents that are submitted to Ol will not be returned.

Selection Process

A selection criteria is specified for each of the courses provided by Ol on our website. This is the entry requirement
under normal circumstances for each course of training. However, Ol will also consider other applications for a
course of training where the applicant can demonstrate adequate and appropriate professional experience and is
deemed as capable of completing the proposed course of training.

Applicants may be required to attend either a face to face or telephone interview where appropriate. Where a
course of training is not deemed appropriate for an individual applicant, Ol will speak to the individual and provide
information and guidance in order that the applicant can attain their training goals.

Recognition of Prior Learning (RPL)

Recognition of prior learning is a form of assessment, which involves the course participant gathering evidence from
their work and previous studies which demonstrates their knowledge and skills in all performance criteria for a unit
of competency.
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Applicants may choose to complete a unit of competency via the recognition method of assessment. Such applicants
are required to enroll as normal. Evidence is submitted to the course facilitator and usually involves an interview to
conclude. Recognition Assessment Tools and Candidate Kits are available in the online classroom for participants to
download.

Applicants for recognition of prior learning (RPL) will need to provide the following types of documentary evidence:

Training and education qualifications.

Client data: e.g. assessments, case studies, group reports, referrals, treatment plans, incident reports.
Agency protocols and procedures, e.g. OH&S, risk management.

Third party reports, curriculum vitae.

Your written responses to a standard set of questions and

o vk wnN R

Evidence from other areas, e.g., training you have delivered or developed.

Assessment of RPL is based upon mapping the evidence supplied to the elements, performance criteria, essential
skills and knowledge indicated in the unit of competency applied for.

It is strongly recommended that students sending in their evidence portfolios use registered post to ensure its safe
arrival.

Please Note: Course participants may complete any individual or group of units via the RPL method. They are NOT
entitled to complete a unit by a combined method of coursework and recognition evidence.

It is also important to note that undertaking the recognition process will not reduce the overall cost of the course as
assessors will still be required to examine and assess submitted evidence of current competence. Undertaking
recognition may however enable the training participant to complete their chosen course more quickly.

Please be aware that evidence submitted for RPL cannot be returned. Applicants are encouraged to keep copies of
their whole portfolio.

Direct Credit Transfers

Applicants who have qualifications in other competency based training may gain recognition of any units which are
at the same or higher level of qualification to that contained within their course. Applicants with direct credit
transfers will receive a reduction of fees per unit.

At the point of application it is expected that the participants will inform the registrar of any direct credit transfers

that they might have. To obtain a direct credit transfer, the applicant must attach any academic transcripts or
records of prior learning to their application.

Please note: Statement of Attainment courses are not complete certificates or diplomas. Statement of Attainment
are units that make up part of a certificate or diploma and can be used as direct credit transfers or recognition in
related future training.

First Aid Qualification

Participants are required to provide Ol with a copy of their current First Aid Certificate (Level 1 HLTFA301B Apply
First Aid) or above.

The first aid component must be gained externally to Ol at the participants own cost.

Please note: participants are charged only for the units they undertake with Ol and therefore are not charged for
First Aid within course fees. A written case must be put forward to the Senior trainer for consideration, showing
justification for not supplying a First Aid certificate.

Essential skills and knowledge in this qualification include:-
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Cardio Pulmonary Resuscitation (CPR)

Bandaging

Managing Toxic Substances

Managing Bleeding

Managing Broken bones

Managing Consciousness

Managing Choking and Knowledge of Coma Positions

E R ]

First Aid Certificates must be received by Ol in order to receive any of the following:

I Four Core Statement of Attainment in AOD
9 Certificate IV in AOD Work
9 Diplomain AOD Work *

*Any Diploma participant undertaking the elective unit CHCAODIC will need to supply a First aid certificate.

SUBSIDISED FUNDING

The state government provides funding to RTO’s to deliver training in areas where they believe there is unmet
demand and sector need. This is managed through the Skills for Growth and Skills for Victoria programs, resulting is
decreased fees for students.

The eligibility criteria include:
Australian citizen or permanent resident living in Victoria

Temporary protection visa holders

=A =4 =

East Timorese Asylum seekers

9 People whose training is not funded under any other State or Commonwealth Government program.
In addition, to be eligible for Skills for Victoria funding, students:

' Must be enrolled in a course at Diploma or higher level

Must not possess qualifications at Diploma or higher level

Consult with the Student Administration officer for further information.

Financial Policies and Procedures

Fees and Charges

Please see the Apply page on our website for a full list of course fees:

http:// www.odysseyinstitute.edu.au/apply.html

Payment Methods

Applicants are required to submit a deposit two weeks prior to commencing study. Payments are made via monthly
installments or upfront payments (by employers only) and can be made via our secure PayPal website, direct deposit
or cheque.

Financial Hardship
In the case of Government funded courses the Chief Executive Officer reserves the right to waive or reduce fees for
participants who experience genuine hardship. Participants will be required in the first instance to request this
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dispensation in writing to the Manager, Workforce Development and Training.

Withdrawal and Refunds

Participants must notify Odyssey Institute of their decision to withdraw from a course in writing. Notification of
withdrawal should be made to the Training Unit, Odyssey House, Victoria, 660 Bridge Rd, Richmond, 3121, or faxed
to: (03) 9425-9537. Participants can obtain a withdrawal proforma from Ol administration.

Participants who withdraw from a course of study within the first 2 weeks of course commencement will be
refunded 50 percent of their fees paid. Withdrawal after this timeframe results in forfeiture of any fees paid. Any
refund due will be payable by cheque within three weeks of notification of the participants withdrawal.

A Statement of Attainment for all units of competency completed will be sent to participants who withdraw prior to
completion of a course of study.

Late Payment of Fees

All participants whose courses are not paid by their employer are expected to pay for their course on a monthly
installment basis. It is the responsibility of the participant to maintain consistency in payments. In the instance

Where a participant misses payments and does not inform Ol administration within one week of expected due
payment, access to course material and progression through the course will be at the discretion of Ol management.
In the instance where a training participant has completed all the assessment tasks for all course units but has not
completed their monthly payments for the complete course, a statement of attainment or certificate will not be
issued until the course is paid in full. Nonpayment for 2 months will result in access to the online classroom being
suspended until payments are received.

Course Guidelines

Deferring from courses

Participants must notify Odyssey Institute of their decision to defer from a course in writing. Notification to defer
should be made to the Training Unit, Odyssey House, Victoria, 660 Bridge Rd, Richmond, 3121, or faxed to: (03)
9425-9537. Participants can obtain a proforma to defer from Ol administration.

Participants who choose to defer have 12 months from the date that they have deferred to resume their studies. Ol
will place deferred students into the next available enrolment period from the date the participant wishes to return.

If participants have completed a whole unit in the time before they have deferred, this result will be transferred over
to the new enrolment. In the event that a participant has partially completed a unit, these assessments will be taken
into consideration in the new enrolment. One deferment only is allowed per course.

Non-Completion of Course Work

It is expected that all participants enrolled in Ol courses will comply with the submission dates in the Training Plan
+++and follow the suggested guidelines for hours of study for each course. This information is outlined on the
website under your chosen course.

In the event of any technical difficulties or unforeseen circumstances that may cause impediments to a participants
study, Ol will adjust timeframes as necessary.

Qualifications and Statements of Attainment

Participants who successfully complete all the requirements of their course will receive the appropriate statement of
attainment or certificate.

In cases where a participant does not complete the full requirements of the course, a Statement of Attainment for
the individual units of competency successfully completed will be issued.

Please Note: Participants will be charged a fee of $55 for replacement copies of lost or missing Statements of
Attainment or Certificates.
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General Course Information

The VRQA guidelines detail several specific requirements which may apply to your circumstances. The guidelines
require that students must not study for more than 8 hours in any one day and full time students must not study
outside the hours of 0800 hours to 2200 hours on any day.

Student Safety
Student safety is an important concern of Odyssey Institute and we remind you not to give out personal or security

information online.

Where courses are scheduled for face to face sessions we aim to hold the sessions in normal business hours and
locate the sessions near to public transport with satisfactory parking. If you have questions or concerns about
locations or venues please contact Student Administration by phoning 9420 7644.

Grievance Procedure
Policy

1. The Complaints and Appeals Policy and Procedure document will be made available to all
students.

2. Students may raise any matters of concern relating to training delivery and assessment,
the quality of the teaching, student amenities, discrimination, sexual harassment and other
issues, which may arise.

3. All complaints and appeals will be handled professionally and confidentially in order to
achieve a satisfactory resolution.

4. All parties will have a clear understanding of the steps involved in the Complaints and
Appeals procedure.

5. All complaints and appeals will be managed fairly and equitably and as efficiently as
possible.

6. Odyssey Institute will resolve any complaints and appeals fairly and equitably within five (5)
working days.

7. The policy provides an avenue for most complaints and appeals to be addressed. However
in some cases alternative measures may need to be explored.

8. Odyssey Institute will encourage the parties to approach complaints and appeals with an
open view and to attempt to resolve problems through discussion and conciliation. Where
complaints and appeals cannot be resolved through discussion and conciliation

Procedure

1. The complaints and appeals procedures relating to the delivery of training and/or the
assessment involves the student initiating the following:

a. discussion with relevant teacher/trainer about the complaint or appeal;

b. if it is unable to be resolved, the complaint or appeal can be taken to the Training
Manager;
c. if it is unable to be resolved at this level, the complaint or appeal can then be

escalated to the Executive Director

Application for Extension

Participants who wish to apply for an extension must apply in writing to the student administrator, showing due
cause. Applications for extension will be granted on an individual basis at the discretion of the student
administrator.
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Plagiarism Policy:

Odyssey Institute (Ol) encourages students to work together. It is viewed as supportive learning, which enhances the
learning material and facilitation provided within the classroom environment. Ol do however take a serious view
when presented with assessment tasks that are deemed as plagiarised from another student’s work. The deliberate
misrepresentation of other people’s work as a student’s own work.

Plagiarism can take form in a number of ways:

Copying material from texts without appropriate referencing
Submitting work that has been done by another student
Direct duplication of another students work

A student allows their work to be copied directly by another

Paraphrasing of another’s work with minor changes but with the essential meaning, form or ideas
maintained

=2 =242

Piecing together sections of work which has been compiled by another student

The process facilitators will follow if they are alerted to suspected plagiarism is:

The class facilitator would request the student to resubmit and/or have an alternative assessment tasks or
extra questions added to the task.

Please Note: Ol reserves the right to deem the student not yet competent on an assessment task if they cannot
provide evidence of knowledge

Access to Student Records

Odyssey Institute maintains privacy of Student Records and they are only made available to staff for the purpose of
facilitating the process of tuition, including training, administrative processes and contractual auditing.

Students may apply to view their training records by contacting the Student Administration officer by phoning 9420
7644 or email to studentadmin@odyssey.org.au

A Guide to Studying Online

All courses listed in this guide are delivered via the Odyssey Institute online Campus.

Advantages to studying online with Ol include:
9 Undertaking training with experienced AOD clinicians who have worked in a range of settings.
9 Access to an interactive online classroom, where participants can take part in lectures, hold discussions
with other class participants and training facilitators and submit assessment tasks online.
9 Training participants can access their training and complete assessment at a time and place that is most
suitable to their needs.

Support provided for your E-Learning:

M A manual of instructions for the online classroom
Access to an IT help-desk
Access to course facilitators online, via telephone or in person
Course material developed and facilitated by experienced clinicians
Assessment and subject content paced in weekly installments
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Clinical and communication skills combined in simulated casework
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Online materials include all lecture and tutorial content, reading materials and assessment tasks

Student Feedback

Odyssey Institute is committed to providing ongoing quality improvement and students are encouraged to

provide feedback on any aspect of dealings with Odyssey Institute to assist with this. Mechanisms to provide

feedback include, completion of surveys located on the Moodle or via VRQA website or email to student

administrator or course facilitator. Comments or queries on course material and/or assessment can be made

any time by phone or email. Odyssey Institute will endeavour to respond to all queries within 3 working days

and to incorporate feedback into future planning and improvement goals.

Courses offered by Odyssey Institute

)l
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Certificate IV Alcohol and other drug work
Diploma in Community Services (Alcohol and other drug work)
Course in Dual Diagnosis
TAAO4 — Certificate IV Assessment and Workplace Training
Professional Development Courses (non accredited)
O Motivational Interviewing
O Introductory counselling skills
o Amphetamine Type Stimulants (seeking accreditation in 2010)
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