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Student Tutorials

Face to Face and Distance Education

What is Face to Face and Distance Education? The Academy of Celebrancy
Australia provides high quality adult education to student celebrants and
practicing celebrants. There are 2 main ways a student can study with us either
Face to Face — in a classroom situation &/or via Distance/On-line Education — a
self passed learning environment.

Face to face sessions are run for Marriage Celebrancy in QLD, NSW and VIC
each month and other states periodically. Distance/Online students can also
utilize face to face sessions. Other course are ran periodically visit
http://www.celebrancy.edu.au/timetable for more information on our current
classroom timetables.

Distance/On-line Education is interactive, engaging, self paced and mostly web
based. Distance education allows the assessor time to review student
submissions and respond, with a full history of trainer/student communication.

Trainer Contact

How do | stay in contact with my trainer? All face to face students will have
unlimited access to their face to face trainer and assessors during face to face
sessions.

After face to face classes students will be moved onto a distance trainer and
assessor. The distance trainer will provide unlimited online access to information,
guestions and answers.

All submissions and questions are answered within 1-5 business days (currently
averaging 48/72 hour response time).

If you require telephone support, you will need to request this via your SRS. Your
trainer will arrange a time with you to call, so please have a pen and your list
ready!

Mail and Faxing

The Academy of Celebrancy Australia only accepts student’s submissions via the
SRS or via fax, no mail submissions will be accepted unless pre-approved by
management. All faxes must be sent on the 1300 886 935 number with the fax
cover sheet (provided within your SRS) to ensure the submission is successfully
sent to your SRS. All pages should be marked with your full name and your
student ID.
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Attorney Generals Marriage Celebrants Program

The Academy of Celebrancy Australia® is a leading provider of the required
accredited courses that are a prerequisite to the application process.

You need to complete the CHCMCEL401A (Plan, conduct and review a marriage
ceremony) course before you can apply to the AG’s Dept for registrations as a
marriage celebrant.

The Attorney-General's Department is responsible for the administration of the
Commonwealth Marriage Act 1961. The Marriage Celebrants Program was
established in 1973. It enables the appointment of suitably qualified people to
perform marriages and provides couples with a meaningful alternative to Registry
Office and mainstream church weddings. The Department also authorises
Marriage Celebrants who do not belong to a recognised denomination.

The Government undertook an extensive 4-year review of the Marriage
Celebrants Program commencing in 1996. The review carefully considered the
opinions and experiences of Marriage Celebrants, celebrant organisations and
the marrying couples who use celebrant services. The review identified a number
of deficiencies in the program requiring reform.

A package of reforms was developed that aim to raise the professional standards
in celebrancy services provided by Marriage Celebrants appointed under the
program. The reforms will broaden and enhance the role of celebrants to include
the provision of information on pre-marriage and other relationship services. This
aims to ensure celebrants play an important role in developing longer lasting
family relationships and stronger communities within Australia.

The then Attorney-General, the Hon Daryl Williams AM QC MP, announced that
the changes by the way of amendments to the Marriage Act 1961 would
commence on 1 September 2003.

Aspiring celebrants will need to have completed an approved, competency-based
training course or have been independently assessed against the competencies
in order to be eligible to apply.

Once an aspiring celebrant completes an approved training course or
assessment, there will be an additional requirement to demonstrate to the
Registrar of Marriage Celebrants that the 'fit and proper person’ criteria set out in
the Marriage Amendment Act 2002 has been met. The requirements of the 'fit
and proper person' test are as follows.

Fit and Proper Person Test

whether you have a sufficient knowledge of the law relating to the
solemnisation of marriages by Marriage Celebrants;
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whether you are committed to advising couples of the availability of
relationship support services;

whether you are of good standing in the community;

whether you have been convicted of an offence punishable by
imprisonment for one year or longer, against a law of the
Commonwealth,

whether you have an actual or potential conflict of interest between
your practice, or proposed practice, as a Marriage Celebrant and
your business interests or interests such as employment or
hobbies;

whether your registration as a Marriage Celebrant would be likely to
result in your gaining a benefit in respect of another business you
own, control or carry out;

whether you will fulfil your obligations as a Marriage Celebrant; and
any other matter the Registrar considers relevant to whether you
are a fit and proper person to be a Marriage Celebrant.

When will | be Reqistered?

If and when the Attorney-General approves your registration you will typically be
registered within 3 months.

Performance Reviews

All celebrants will undergo a performance review a maximum of every 5 years.
Reviews will be based on consideration of matters such as any complaints
received, compliance with the Code of Practice and satisfying requirements for
ongoing professional development. Reviews may be conducted more regularly if
required.

Complaints

A mechanism has been developed to deal with complaints against celebrants.
Celebrants will have a right to be advised of the complaint against them and to
put whatever material they think appropriate to the Registrar before any final
decisions are made.

Sanctions may include a caution, a requirement that further professional

development be undertaken, and the suspension of a celebrant for a given period
of time and only as a last resort, the revocation of authorisation.

Special or one-off ceremonies or participation in a ceremony

Applications will not be accepted for authorisation to solemnise a single
ceremony, or to solemnise marriages for friends and relatives. However, persons
not authorised as Marriage Celebrants may participate in aspects of a marriage
ceremony as long as an authorised Marriage Celebrant is present and fulfils all
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legal requirements for solemnising the marriage.

The authorised Marriage Celebrant must do the following:

To consent to be present as the responsible authorised Marriage
Celebrant;

To take a public role in the ceremony;

To identify themselves to the assembled parties, witnesses and
guests as the celebrant authorised to solemnise the marriage;

To be responsible for ensuring the validity of the marriage
according to law;

To say the words required by section 46 in the presence of the
parties, the formal witnesses and the guests before the marriage is
solemnised,;

To be in close proximity (i.e. nearby) when the vows required by
section 45(2) are exchanged because it is the exchange of vows
that constitutes the marriage and the authorised celebrant should
ensure that they see and hear the vows exchanged;

To be available to intervene (and exercise the responsibility to
intervene) if events demonstrate the need for it elsewhere in the
ceremony;

To be part of the ceremonial group or in close proximity to it; and to
sign the papers required by the Act.

* Source: Attorney-General's Department

Length of Activity Submissions for CHCMCEL401A Stud ents

Below is a full list of what is the expected response need for each activity within
the CHCMCEL401A Course. If you have any questions please ask your trainer.

Activity = A
1 sentences = per question
1 paragraph = per question equivalent to 80 words

Al 1 - 2 sentences

A2 1 sentences to 1 paragraph

A3 1 - 2 sentences

A4 1- 2 sentences

A5 Feedback forms approx 15 questions in length and a statement of fees
including contact details, statement reason, sign off’s and refund details.
A6 1 paragraph for each question

A7 1 paragraph for each question

A8 1 paragraph for each question

A9 1 paragraph for each question

A10 1 - 2 sentences
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All 1 - 2 sentences

A12 1 paragraph for each question
A13 3-4 paragraphs for each question
Al4 1 paragraph for each question

Al15 1 — 2 sentences for each question - Please note that a nationally accredited
translator or interpreter is advisable to be present when conducting ceremonies for clients who
have English as a second language and where English skills are not strong or used at all.

Al16 1 — 2 paragraphs for each question

Al7 a telephone sheet asking approx 15 questions

Al8 1- 2 sentences

A19 a Interview sheet asking approx 15 questions

A20 1 — 2 sentences for questions, 2 pages on relationship education services, 1
ceremonial checklist and approx 2 paragraphs on yourself

A21 1 paragraph for each question

A22 (1 being a performance) 2 full ceremonial scripts word for word. Approx 600
words.

A23 1 — 2 paragraphs for each question

A24 Complete each field within each form

A25 Create a database and 1-2 sentence responses

A26 1 — 2 sentence responses and 2 diagrams

A27 Simulated assessment approx 15 minutes

A28 Simulated assessment approx 20 minutes

A29 1 feedback form and 1 — 2 sentences

A30 1 Course evaluation form

Accessing the Student Response System (SRS)

What is the Student Response System? The SRS is an online account for your
course within the Academy of Celebrancy’s website. You can gain access to this
account once you are enrolled in any of our courses.

All you require to login is your username and password provided to you by your
trainer or within enroliment information.

You can submit your activities and assessments to your online trainer anytime,
anywhere.

How do | use the SRS?
Your student ID/Username:
And your password is:

1. Visit this direct link http://www.celebrancy.edu.au/

2. Select the Login key at the centre top of your screen

3. Enter your username and password in the fields and press Account
Login
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4. You will be taken to your personal Student Response System (SRS)

which looks like this

Fle Edi View Favortes Tools Help

& - [seochwb JAT]4 E - @ - [fHoslt - W - Ak Fovorkes - @ PCHeath Esoxes - (- A - B - @ @ - Links >
* R ‘ @ Traier Login - Student Detals - Leading provider of C.. [ | B - B - @ - [5hPage - G Tods -
I
Order your new PA system today and receive not only 20% off the RRP, but free delivery. Save money on hiring this 'l
cquipment, as we are sure it will be one of your most treasured assets. Order directly online from the below website
for fast defivery
http://www. celebrancy.edu.au/pasystems. asp
Sest regards,
Sample
Academy of Celebrancy Australia® Celebrant Trainer/Assessor
File attached: <None>  Activity Action: -
Reply: Your Student Number (Usezname) is: 103350 H
Your password is: samplestudent E
Dear Sample Student,
I nave assessimest, tems walting'wa bs wriveen co' @]
Subjects [jemsge vom sampie aer |[502222 ] %20 V0 v Rd
Mass  Please only use for Face to Face handover. Tick the activity boxes to
Update: force approval of exact activities (in full). Only tick the Activity box i the
Student has been assessed 100% competent in that activity.
00 |20 |0 |0 |0 es0 070 |0s 0 |ee O | 100
10|20 (30«0 |0 |0 |70 (180|190 | 200
20 |20 |20 |20 |2s0 |20 | 270 | 260 |20 0 | 300
Upload? Send Response
To return to the master area, click here. To view full record, click here.
Search for Text
[ |
e
o 3 @ tnternet Ruom -

5. The screen you see above is the message field you will use to
communicate with your trainer. Your trainer will communicate with you via
this SRS also enabling a full history of communication to be seen in one

location. An example is below.
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6. To upload a word document or other file to your trainer, simply type in a
small message for example “Hi, please find activity 1 attached”, then press
the “browse: button, select your file, and then press “open”. You will then
see a history of what you sent to your trainer.

You will then see a screen similar to this. Once ready, just press “Send
Response” and your message and/or file will be sent to the trainer.
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You will then always see the history of what you sent, and what the trainer
sends in this window.

7. You can expect a response from your trainer in 1-5 business days.
8. When you first enter your site, please scroll to the top of your screen to
ensure that all your contact information is correct.
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Downloading and Accessing Links

Within you SRS you may have several links provided under your contact details.
You can select any of these links to obtain information such as the Marriage Act
and regulations, Discrimination Act, Privacy Act, Trade Practices Act plus all links
to the course activities/assessment tasks.

Ensure you have the correct software for downloading information and
legislation.
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Student Handbook

Academy of Celebrancy Australia® is committed to providing quality training
products and services that meet or exceed the expectations of the Celebrancy
industry and students. To meet the commitment Academy of Celebrancy
Australia® will analyse, measure, standardise and evaluate all of its training and
assessment policies and activities as part of its Continuous Improvement Policy
and Procedures. Academy of Celebrancy Australia® will implement the policy
that includes:

Examination of how it conducts its training activities and it will strive to
make changes that will result in providing a better service.

The conduct of a rigorous annual internal audit that identifies opportunities
for improvement.

The implementation and maintenance of a Risk Management Policy.

The conduct of client satisfaction surveys to seek feedback on its
activities.

The encouragement to students, employers and trainers / assessors to
identify and suggest improvements at any time.

Current students of the Academy of Celebrancy Australia® may wish to

download the following policies. These are also provided in the Student
Enrollment Kit.

http://www.celebrancy.edu.au/policies.asp

Policy listing: Occupational Health & Safety
Access & Equity
Fees and Refunds
Payment Policy
Customer Complaints & Appeals
Student Discipline Policy
Code of Practice

Customer Complaints and Appeals Policy V2.0

Purpose:

This policy and procedure is to provide clear and practical guidelines to ensure
that complaints and appeals of students can be resolved in accordance with the
principles of natural justice, equitably and efficiently.

Scope:

This customer complaints and appeals policy applies to all current and active
students enrolled with Academy of Celebrancy Australia®.
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Definitions:

Complaints and Appeals include but are not restricted to matters of concern to a
student relating to training delivery and assessment; the quality of the training;
student support and materials; discrimination; and sexual harassment.

Natural Justice is concerned with ensuring procedural fairness:

- Decisions and processes should be free from bias.

- All parties have the right to be heard.

- The respondent has a right to know of what s/he is accused

- All parties are advised of the decision and the reasons for the decision.
Policy:

Academy of Celebrancy Australia® believes that a complaint is an opportunity for
internal improvement. Any student who has a complaint or appeal has the right to
raise the complaint or appeal and expect that every effort will be made to resolve
it in accordance with this policy, without prejudice or fear of reprisal or
victimisation. The student has the right to present the complaint or appeal in
writing.

Academy of Celebrancy Australia® will manage all complaints and appeals fairly,
equitably and efficiently. It will encourage the parties to approach the complaint
or appeal with an open mind and to resolve problems in writing. Where a
complaint or appeal cannot be resolved to the student’s satisfaction, Academy of
Celebrancy Australia® acknowledges the need for an appropriate external and
independent person. The independent person will look at the original complaint,
the response from the Academy, and may ask for additional information of either
party. The independent person will then make a decision as to whether or not in
his/her opinion the complaint was handled fairly and/or whether the decision
should still stand. They may also vary the decision and recommend other forms
of mediation.

Confidentiality will be maintained throughout the process of making and resolving
complaints. Academy of Celebrancy Australia® seeks to protect the rights and
privacy of all involved and to facilitate the return to a comfortable and productive
work environment.

All students and trainers are provided with a copy of the Customer Complaints
and Appeals Policy and Procedure in their information folders. The information
also contains details of external authorities that they may approach.

Procedure:

Should a student have a complaint or appeal, the following steps are to be
followed:
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1. The student should put the following information relating to the complaint or
appeal in writing:

- description of the complaint or appeal
- steps you have taken to deal with the it

- what you would like to happen to fix the problem and prevent it from happening
again.

- full name, date of birth, and postal address.

2. The student should bring the complaint or appeal to the attention of the
enterprise training contact. In most instances this will be the Trainer.

3. If the complaint or appeal is not dealt with to the student’s satisfaction, s/he
may bring it to the attention of the dedicated Complaints Manager in writing. This
may be sent via email to cel.complaints@celebrancy.edu.au, mail or fax. The
dedicated mailing address for postal complaints is:

Kaye Hartog

Academy of Celebrancy Australia®
Complaints Manager

2A ST ALBANS TCE
SEMAPHORE PARK, SA 5019

3a. Upon receipt of a complaint by email, the start date will be noted as the date
the email was received and the student will be sent the following automatic reply.

Dear customer,

Thank you for sending your complaint to our team. Your feedback,
comments and concerns are extremely valuable to us.

If you have not already done so, could you please include your full
name, student number, date of birth and postal address so we can
associate this with your complaint.

We aim to respond to all complaints by mail within 21 days of
receipt, and on many occasions it is much sooner. Your complaint
will be handled by our dedicated Complaint Manager, Ms. Kaye
Hartog.

Sincerely,
Academy of Celebrancy Australia®

3b. If the complaint is sent via mail or fax, the start date will be noted as the date
the fax was received.
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4. The written complaint will be officially responded to within 21 days of receipt.
The complaint manager may contact the student if s/he requires any further
information.

5. Should the issue still not be resolved to the student’s satisfaction, Academy of
Celebrancy Australia® will make arrangements for an independent external
person to resolve the issue upon request of the student if the request has been
made within 28 days from the response. The independent person will look at the
original complaint and the response from the Academy and may ask for
additional information of either party. The independent person will then make a
decision as to whether or not in his/her opinion the complaint was handled fairly
and/or the decision should stand. They may also provide other alternatives for
resolution or mediation.

6. All parties involved will receive a written statement of the outcomes, including
reasons for the decision.

7. All documentation relating to complaints or appeal outcomes will be archived
for audit purposes.

8. Academy of Celebrancy Australia®'s Training Manager* will be the person
responsible for the implementation and maintenance of the policy.

* Training Manager, CEO or any other appointed internal resource.

ACA — Student Tutorials
Version 1: 2009
13.1



