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Contact Details

Australian College of Equine Podiotherapy
Head Office Address: Mayfield Barehoofcare Centre

470 Middle Creek Road. Yarck Vic. 3719

Phone: (061) 03 5773 4358

Website: www.equinepodiotherapy.com.au

Email: admin@equinepodiotherapy.com.au

Facebook: facebook.com/Equine Podiotherapy

Regular Office Hours: Tuesday and Thursdays 8.30am – 3.30pm

Alexandra Community Hub
Registered Training Organisation Number 3730

Address: 38A Downey Street
Alexandra Vic. 3714

Phone: (03) 5772 1238

Email: admin@alexhub.com.au

Regular Office Hours: Monday to Thursday 9:00am – 4:00pm
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The Australian College of Equine Podiotherapy

Welcomes You

Welcome to Australian College of Equine Podiotherapy (ACEP).

The following information is provided to assist you in ensuring a smooth start to your
training and introduction into the Equine Industry.

Please take the time to read through it carefully.

The Diploma of Equine Podiotherapy Course that you are about to undertake is the only
nationally accredited Diploma of its kind in Australia. The ACEP Diploma course is
delivered through Alexandra Community Hub (ACH) RTO Number:3730.

The college was initiated due to the foresight of its directors. After 25 years’ experience
in the equine industry, it was obvious to them that there was a growing need for quality
holistic hoof care professionals.

This course is unique and has been specifically designed with all of the units
contextualised to suit the modality of Equine Podiotherapy. The directors are proud of
the professionals they have selected to assist with the delivery of this course and have
no doubt that the depth of the scientific evidence-based material and the professionalism
of the instructors will be implemental in shaping professional Equine Podiotherapists who
will have a long and fulfilling career in this field.

It was due to changes in the equine industry and the development of new trends that
the developers of this course saw the need for a new career path in hoof care.  A need
for a specialist therapist with knowledge and skills, able to work with other equine health
care professionals, and armed with the skills and knowledge that far exceeds what has
been traditionally offered in equine hoof care.  As an Equine Podiotherapist you will be
that person.

We hope that as an Equine Podiotherapist you will network with other equine industry
professionals in the future. That you will freely share your extensive knowledge of the
hoof and its functions with others through workshops, articles and seminars and will set
an example for other practitioners to follow by delivering the very best hoof care
practices available.

The Australian College of Equine Podiotherapy along with ACH hopes you enjoy this
course, and that as a future Equine Podiotherapist you have a long and fulfilling career in
equine hoof care. Enjoy, learn, share and take advantage of the opportunity to be part
of an internationally recognised equine profession.
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Introduction from Alexandra Community
Hub

Alexandra Community Hub (ACH) would like to take this opportunity to welcome you and
wish you every success in your training.

This handbook provides you with helpful information on issues relevant to your study
and the support that will be provided to you. We are well aware of the commitment
required by you as you undertake study and some of the challenges that you may
encounter along the way. ACH Board members and staff are here to support and help
you to enjoy and find success with your studies. Please feel free to discuss any concerns
with us or with ACEPT.

As a Registered Training Organisation, ACH is committed to ensuring that the training
provided is of the highest quality. The training you are undertaking is recognised at a
national level and complies with the Standards for Registered Training Organisations
2015.

ACH is committed to lifelong learning and we view your commitment in undertaking
training as an important way for you to improve your personal and professional skills and
knowledge.

Please do not hesitate to contact our office if you wish to discuss any issues at any time.

ACH Responsibilities
ACH will:

 Maintain systems for recording student enrolments, completion, assessment
outcomes (including Recognition of Prior Learning), results, qualifications issued,
grievances and the archiving of records.

 Supply the relevant governing body with delivery and student details including
enrolments, participation and completions in accordance with SVTS & ASQA
requirements.

 Determine student’s eligibility for funding under the Skills First VET Funding
Contract and arrange for funded places to be offered to eligible individuals.

 Issue Nationally Recognised Qualifications in accordance with the Australian
Qualifications Framework.

 Maintain confidentiality of all records.
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General Information

Mission Statement

To provide a professional training environment that will produce specialist equine
podiotherapists who have a complete understanding of equine orthopaedics.

ACEP graduates will be able to use the knowledge, experience and observation skills
attained from the course to assess individual equine cases, implementing treatment
plans aiming for lifelong soundness.

Vision Statement

ACEP envisages that the equine industry will in due course only allow those with a
qualification to legally operate a service business for equine hoof care in Australia.

With the depth of experience and knowledge acquired at ACEP, graduates will not only
become a valued resource for horse owners, but also a referral resource for specialist
equine hoof care and will be sought-after by veterinarians, musculoskeletal therapists
and other hoof care providers.

Purpose of a Diploma in Equine Podiotherapy

Graduates of the course will have the skills and knowledge to practice as Equine
Podiotherapists. They may run their own hoof care practice providing regular
professional hoof care to a wide range of clients and/or work alongside veterinarians.
They will be able to use their thorough understanding of equine orthopaedics to deliver
positive outcomes to the horses they treat.

Graduates can also diversify and work in veterinary hospitals, in the field of equine
research, and through their interactions with the public they may seek to offer educational
short courses in this subject through workshops.

Equine Podiotherapist

An Equine Podiotherapist  (EPT) is a specialist in  the  modality  of  rehabilitative equine
hoof care; a professional whose knowledge of the hoof encompasses all aspects  of
anatomy, function and pathologies that can make horses unsound.

Equine Podiotherapists have an understanding of the latest research that applies to
rehabilitative hoof care; and also an understanding of the compensatory musculo-
skeletal issues that arise from living on chronically sore hooves.

An Equine Podiotherapist is a "hoof therapist" in every sense of the word.
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Skills of an Equine Podiotherapist

ACEP graduates are professional equine hoof trimmers who are able to competently deal
with any hoof management scenario they may be called to, encompassing the following
skills.

 A thorough understanding of equine hoof science

 A thorough working knowledge of functional anatomy

 A recognition of conformation, posture and movement

 An absolute recognition of what is normal for equine hoof form (balance)

 An understanding of the relationships between the feet, the limbs and the body

 An ability to recognize and respond appropriately to all manner of variations within
normal limits of hoof form (balance), whether that is difference in breed,
environment, or equestrian discipline (in other words corrective trimming)

 An ability to recognize and respond appropriately to all common  hoof pathologies
and when faced with less common hoof pathologies either know how to recognize
and respond or know where to find an answer.

 An ability to recognize when pathological situations are beyond the scope of the
trimmer and instead are part of either the vets’ or the body therapists’ domain

 An ability to communicate effectively with vets

 An ability to communicate effectively with horse owners

 An affinity with people (that means people skills)

 An ability to work as part of a team that may include a physical therapist (the
massage/physio/body therapist) and of course an occupational therapist (that
would be the properly trained rider).

 A thorough working knowledge of hoof protection systems that are alternative to
shoes

 A thorough understanding of the parameters of a healthy equine lifestyle

 An ability to consult on aspects of equine lifestyle

 An understanding of the complex links between nutrition and hoof health

 A thorough working knowledge of all occupational health and safety issues

 An ability to handle most horses (that means horse handling skills)

 An awareness of any horse handling limitations and when to seek help with
troubled horses

 An ability to properly run a small business, efficiently, profitably and fulfilling legal
requirements



8 Australian College of Equine Podiotherapy – SMS/Forms/VCID.SMS.04
Issued: 01/2020.v6; 08/2020.v11

Student Attendance and Behaviour

Students are required to follow all ACEP rules and instructions given by staff
representing the organisation and to act in a non-discriminatory manner at all times;
respect the rights of other students, staff and visitors.

Attendance at scheduled classes is compulsory. Students are responsible for notifying
the Australian College of Equine Podiotherapy if they are unable to attend a training
session for whatever reason.

Students are required to adhere to ACEP academic rules and regulations. If a student is
found to have acted in a way that the ACEP deems to be misconduct, the ACEP may
implement disciplinary action in the form of suspension or cancellation of a student’s
enrolment.

Students must behave and communicate with teaching staff, fellow students and visitors
in an appropriate manner that isn’t derogatory, insulting or offensive.  Any inappropriate
behaviour in this regard will not be tolerated, and your course may be suspended or
cancelled.

It is expected that students:

 Are committed for their own learning and take responsibility to monitor their
progress.

 Bring an open and enquiring mind and enthusiasm to their studies.

 Notify ACEP of any changes of address or contact details immediately.

 Do not call or advertise themselves as an Equine Podiotherapist until they have
gained their full qualification.

 Inform clients they are currently trimming for that they are not as yet qualified as
an Equine Podiotherapist.

 Do not use the words Equine Podiotherapist in any portion of your business name
until qualified.

 Advise the owners of all horses they use for case studies that they are students in
training.

 Ensure their mobile phones are turned to silent during all classes.
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Location - How to find us - Maps

Australian College of Equine Podiotherapy, “Mayfield Barehoof Care Centre”
470 Middle Creek Road Yarck. Victoria

Map indicating location of Yarck in relation to Melbourne, and Mayfield at 470 Middle
Creek Road Yarck.

Black arrow shows Maroondah Highway
turn off to
Middle Creek Road, Yarck
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Location - How to find us - Directions

From Alexandra
Take the Goulburn Valley Highway north of the town (straight down the main street to Mansfield
(within the township the Hwy is called Grant St)). Pass the turn off to Yea - do not take this
turn. After about 10 minutes driving you reach an overpass that will place you on the Maroondah
Hwy which takes you to the town called Yarck. Go straight through Yarck. About 3km north of
Yarck on the Maroondah Hwy you will pass a rest stop on the left. The next dirt road after this rest
stop on the left is the dirt road called Middle Creek Road (opposite on the right the dirt road is
called Creightons Lane). Turn left down Middle Creek Road. After 4.5 km there is a sharp 90
degree turn to the left and 200m further on there is a red mail box with 470 and Bowe on it and
the driveway is on the right. There is a sign on the gate saying ‘Mayfield Barehoofcare centre’.

From Yarra Glen
Drive to Yea, turn right just as you are entering the town down Millers Road and follow the signs
to Mansfield. Pass through Molesworth. After about 15 minutes driving you will come to a town
called Yarck. Go straight through Yarck. About 3km north of Yarck on the Maroondah Hwy you will
pass a rest stop on the left. The next dirt road after this rest stop on the left is the dirt road called
Middle Creek Road (opposite on the right the dirt road is called Creightons Lane). Turn left down
Middle Creek Road. After 4.5 km there is a sharp 90 degree turn to the left and 200m further on
there is a red mail box with 470 and Bowe on it and the driveway is on the right. There is a sign on
the gate saying ‘Mayfield Barehoofcare centre’.

From Hume highway travelling north from Melbourne
Take the Tallarook exit (if you miss this you can exit at Seymour) and follow the signs to Yea. Go
straight through Yea, following the highway and signs towards Mansfield pass through Molesworth.
Go straight through Yarck. About 3km north of Yarck on the Maroondah Hwy you will pass a rest
stop on the left. The next dirt road after this rest stop on the left is the dirt road called Middle
Creek Road (opposite on the right the dirt road is called Creightons Road). Turn left down Middle
Creek Road. After 4.5 km there is a sharp 90 degree turn to the left and 200m further on there is
a red mail box with 470 and Bowe on it and the driveway is on the right. There is a sign on the
gate saying ‘Mayfield Barehoofcare Centre’.

From Hume Highway travelling South from Wodonga
There are two highway exit options, either turn off at Benalla (straight flat road) and turn right at
Maindample or turn off at Euroa (picturesque but windy) and turn right at Merton. You will drive
over a big hill called the Merton Gap. Upon descending and reaching flat straight highway ahead
you will see a bitumen road to the right called Kanumbra- Gobur Road. Turn right into this road.
After travelling about 3km (you will go over another hill) the bitumen road curves to the right.
Drive straight ahead onto the dirt road called Middle Creek Road (pass a bus shelter on your right
at start of road). After 200m Middle Creek Road turns to the left and there is a small dirt road
straight ahead, do not take this. About 3 km along the Middle Creek Road you will see Mayfield
Barehoofcare Centre on the left with white buildings and red roofs and lots of horses. Take the
right angle corner to the left and once you go over the bridge the entrance is 200metres on the
left. There is a red mail box with 470 and Bowe on it and a sign on the gate saying Mayfield
Barehoofcare Centre.



11 Australian College of Equine Podiotherapy – SMS/Forms/VCID.SMS.04
Issued: 01/2020.v6; 08/2020.v11

Course Orientation

Course Texts

These following texts are supplied as part of your course reference material
 Equine Laminitis Current Concepts RIRDC by Chris Pollitt
 Equine Laminitis Managing pasture to reduce risk RIRDC by Chris Pollitt & Kathryn

A. Watts
 Introduction to Horse Biology by Zoe Davis
 Lameness – printed by The Lyons Press
 The Pony that did not die by Andrew and Nicky Bowe
 First Response by Amanda Edwards

Lecturers will suggest additional texts that you may wish to add to your collection.

Assessments

Assessments for this course are done by ongoing evaluations of all of your work. They
include class work (activities), written assignments, a workplace logbook and
case studies.

Additional assessment tasks may also be set during the practical days.  They are not
meant to stress you but are a way for the lecturers to evaluate how you are going, and if
you need assistance with any particular subject.

If you feel unsure about any aspects of this course, please let your lecturer know.  They
are here to help you throughout the course and afterwards during your case studies.

As part of the learning process and professional development there are a few
expectations we have of you.  The lecturer will conduct assessments as they observe
you:

 Be eager to learn.
 Ask as many questions you feel necessary to help you with the learning process.
 Be punctual to class; a quality that every professional must have.
 Be courteous and supportive to staff and fellow students, everyone learns in a

different way.
 Do not smoke during any class or practical session.
 Always turn your mobile phone to silent mode during class and practical times.

This is not a request!! It is the sign of a professional and shows respect for
your lecturer and your fellow students.

Completing Assessments

Activities are assessments that are generally completed in class. Any activity not
completed in class will require you to complete them in your own time. Assignments are
to be completed in your own time.
Answers are a mixture of;

 True of false
 Single word answers
 Short answers - requiring a concise paragraph of explanation
 Longer answers and essays

Training Plan
The Training Plan is an official document with detailed information on assessments and
due dates, and this must be signed by the student and the training institute before the
commencement of the course. This will be handed to students on enrolment:

 22290VIC Diploma of Equine Podiotherapy – Training Plan
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Assessment Guidelines

The following submission guidelines apply to all student work that is submitted to
trainers/lecturers. The presentation of the assessment and work is important.

Ask yourself the following:
 Does my work have an attached unit record result sheet containing the required

details, completed and signed?
 Are my assignments ready to be submitted in hard copy and electronically on

a data stick which I’ve supplied?
 Have all the questions been answered?
 Have all tasks been completed to a satisfactory standard?
 Is my work well presented and clearly set out?
 Is my work free of grammatical and spelling mistakes?
 Is my work on only one sided A4 paper?
 Is my work typed or neatly hand written in pen (no pencil or texta)?
 Does my work have page numbers on every page?
 Does my work have a footer at the base of each page with my name and the unit

name?
 Is my work securely bound using a bull dog clip/paperclip or single staple?
 Is my work referenced according to the guidelines in the student handbook?

Important notes:
 PLEASE DO NOT use multiple staples.
 PLEASE DO NOT stick or staple pictures onto pages
 PLEASE DO NOT bind the Student Assessment Workbooks in any way.
 PLEASE DO NOT submit pages that are torn from a binder book.
 PLEASE DO NOT put individual pages in plastic sleeves.
 Work will not be accepted after the due date unless a formal request for

extension has been submitted and approved

Please remember to:
 Include all tasks or questions in the Student Assessment workbook.
 Keep a digital and printed copy at home.
 Confirm by email that you have posted your assessments and follow up that it

has been received – Do not assume.

All tasks must be completed to a satisfactory standard to gain a pass in the units
described.
Please read the Assessment Instructions – Student sheet

If you have any questions in relation to the assessment of the units please ask your
course coordinator.
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Assignment Criteria for Equine Podiotherapy Students

Within the program there are several assignments and tasks that must be successfully
completed prior to receiving your award.  It is essential you keep as close to the word
limit as possible.  This is part of your learning.  Your lecturers will tell you when
assignments fall due at the time they hand them out in class.  Otherwise assume they
are due no later than two weeks before your next block.

Assignments are assessed by considering the following points:

Presentation Relevance
Originality Understanding
Logical Argument Referencing Research used

How to list Reference Sources for Assignments

There are various ways of setting out bibliographies and references used in an
assignment.

During this course please reference your work using the Harvard or author-date system
for books, articles and ‘non-books’. For detailed information the Harvard Reference
System, please view the Appendix Document:

- Harvard Reference List Overview

Your bibliography should describe an item (e.g. book, journal article, video or internet
source) in sufficient detail so that others may identify and consult it should they wish to.

Your bibliography should appear at the end of your essay/report with entries listed
alphabetically. If you have used sources from the internet, these should be also listed in
your bibliography.

REFERENCING A BOOK Examples
The details required, in order, are:

1. name (s) of authors(s), compiler(s)
or the institution responsible

2. year of publication
3. title of publication and subtitle if any

(all titles must be underlined or
italicised with sentence style
capitalisation as below)

4. series title and individual volume, if
any

5. edition, if other than the first
6. publisher
7. place of publication
8. page number(s) if applicable

One author
Woodward, JA 1997, Writing research
papers: investigating resources in
cyberspace, NTC Publishing Group,
Lincolnwood, III.

More than one author
Lamble, J & Morris, S 2001, Online
and personal: the reality of Internet
relationships, Finch Publishing, Lane
Cove, NSW.

TO HELP YOU LATER

When taking down any information or copying from the internet note the source
immediately and develop a template to assist you.
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Plagiarism and Copyright
To avoid plagiarism when copying or paraphrasing information from a source, students
must include a citation (acknowledging the author of that idea or information).

Intentional or not, plagiarism is illegal, whether it is using someone else's words, ideas,
photographs, artwork, music or other creation from a print source or an electronic
source such as CD-ROM or the Internet. If you wish to use their work, you must
acknowledge its source and the author.

Ensure that all your references to another person’s work are correctly acknowledged.
Always place the author, date, page number and title of publication next to the
information or ideas you have sourced.

If you have used the exact words from another source, you must also use quotation
marks to show you are quoting that source. Ensure that you have a full list of references
in alphabetical order recorded at the end of your assignment under Bibliographies and
References.

Please always check that this material can be used, not all authors allow the use of the
work, especially in the case of photographs.

Grading for Case Study Portfolio

Competency is not necessarily measured by producing miraculous changes with
deformed hooves. Lecturers are looking at your observational skills relevant to the
scientific principles upon which Equine Podiotherapy is based and the suitability of your
subsequent hoof trimming parameters and future recommendations.

Your Case Studies must reflect only the trimming parameters and techniques you have
been taught.  It is not acceptable to include the use of alternative trimming methods
such as trimming with grinders etc, these are not methods that are recommended or
taught in this course. Case Studies that include alternative methods will not be marked.

Research articles and handouts issued in class

During this course you will be given published research articles on hoof care.  They are
meant to help you gain an understanding of the various projects and industry trends.

Some articles will contain aspects on hoof care practices and methods not shared by
your course developers; you are encouraged to discuss these and to question the reason
why they have been included in your course material.

It is vital you have knowledge of the various traditional and historical treatments for hoof
problems, as this will enable you to discuss with horse owners and attending
veterinarians why you feel alternative rehabilitation should be considered.

These articles are offered as an overview of what it is happening in this fast evolving
industry and to assist you in learning critical thinking skills when reading research
material.

What to do if you have a question for your lecturers

Your lecturers understand that the nature of the delivery of this course often means you
will have questions for them outside of class times. They are here to help and support
you whenever you need assistance.
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If you have urgent questions about any subject or an assignment you are welcome to
call them, but please respect their “home time”. Call during business hours if possible.
Be patient as often they are away from home and out of mobile reception so it might be
a day for two before they receive your message.

If your question is not urgent it is best to submit an email and send it directly to your
lecturer for that particular subject.  Please address the email to your lecturer’s email
address and cc administration (admin@equinepodiotherapy.com.au) and type Dip EPT –
STUDENT QUESTION - <subject of question> in the Subject line of the email.  Please
include your name and contact details on the bottom.  An obscure email address is not
enough!  If you do not receive an answer, please contact administration at the College
so it can be followed up.

Administration help

For questions regarding your enrolment, fees, or notification of address changes etc,
please email the administration office at admin@equinepodiotherapy.com.au

Conflict Resolution: The Australian College of Equine Podiotherapy directors and
lecturers are here to help you succeed in your new career path.  We fully understand it is
a challenging career both physically and emotionally.  Please do not hesitate to approach
any of your lecturers if you have any problems or need support during this course.

If you have any issues that are worrying you, or you encounter anything that makes you
feel uncomfortable during your time with us please contact me at once so it can be
resolved quickly.

Australian College of Equine Podiotherapy
Ph: 03 5773 4358
admin@equinepodiotherapy.com.au

General study tips

 Transcribe your notes the night after you take them.  This is when they are fresh in
your memory.

 When doing practical trimming, take photos to help you remember – be sure to set
your camera so that a date is placed on the picture. Always save a second copy of
your photos. While taking photos don’t forget OHS.

 If you have a question write it down so you remember to ask your lecturer.
 Remember to reference your information.  You may need the information later when

writing an article or assignment.
 Set aside time to study.
 Prepare a study guide and list what you want to achieve in what time frame.
 When writing assignments, list key points and be clear in your mind what you are

going to write about before you begin.
 Keep a list of the dates major assignments are due and check them off as you

complete them. Set achievable goals and dates.
 Don’t leave everything till the last minute!
 Keep accurate records and list the horses’ details and dates of photographs. If you

see several horses that day it is best to write the horse’s name on a piece of paper in
large print, then place it on the ground near the hoof you are photographing. This
makes it easier to recognise which horse you photographed. That way you won’t end
up with a lot of hoof pictures of chestnut legs and no memory of when or why they
were taken!
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Returning to study tips

If you are returning to study after a long break it can seem a bit daunting, don’t be put
off, you will find that life experience often sets you up with the discipline you will need to
be a great student again.

You will have (1) immediate goals, and (2) long term goals.  To help prioritize these
write down on a sheet of paper the two type of goals.

Immediate goals:
Set guidelines for study times and case studies.
Take records of every horse you see, as they may be a potential case study.

Stick to your study times. Plan your time well to allow the correct amount of time to
accurately finish your assignments. If you need to re-organise your study times be
honest with yourself.

Long term goals:
All immediate goals lead to you achieving your long-term goal of being a successful
Equine Podiotherapist. Recognising the importance of making the effort to be involved
will help you grasp the bigger picture and achieve success.

Ask for help even if you feel:

 as if you are a failure
 silly compared to others in the class
 inadequate

No one can fail if you put in the work, it is not a competition, and if everyone knew
everything they wouldn’t have enrolled in the course.

If you feel that you don’t understand what you are being taught, let your tutor or
lecturer know immediately. This will enable them to give you the support and help you
need.  Sometimes just clarifying one point can make a world of difference to your
understanding of an entire subject.

Your lecturers in this course are teaching you because they want to, they have a desire
to improve equine hoof care in Australia.  Every question helps the entire class learn
more.  Don’t be afraid to ask as many as you need to.  You have paid for this privilege!!!

Education & the ability to debate:

Listen carefully and fully to other people’s points of view and their opinions before you
respond. It is important to acknowledge all points of view.
Remember you will meet a lot of people in your work as an Equine Podiotherapist who
may not agree with you.  Be patient and go back to the facts, the anatomy-based truths
that you do know.  Read widely and often on your subject so that you can converse with
others about the strong and weak points of latest and various methods of treatment.

Collect useful information during your study time:

The objective of study is to retain important facts. Do this when writing your class notes:
 Assess the information, don’t just copy it.  Go through it later and add comments to

help you remember fine details.
 Does it make sense to you?  If not, ask questions at the next lesson.
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Developing good essay writing skills

Writing essays is a process made easier if you follow these steps.

Step 1 The Introduction (150 words) Detail what you are going to write about.
List key points you are going to raise and inform the reader what you are
proposing.

Step 2 The Body (700 words) You may wish to discuss 3 key points association
with three reasons, spend 230 words on each.  Round off and move to
conclusion.

Step 3 Conclusion (150 words) Tie it all together, noting how you achieved what
you set out to do in the introduction.

Step 4 Note the references Use references to demonstrate your reading and
research of the subject matter – refer to ‘How to reference your work’ in
your manual.

Step 5 Provide a bibliography a list of books and other reference works such as
journal articles that you used when writing your essay.

Take Care – when using the internet for research
There are many internet based resources available.  They are tempting to use because
they are so easily accessed, but beware! When doing research choose wisely, seek
articles and research from reputable sources. The Web is full of unsubstantiated hoof
care information.    Check the date of the article, and the credentials of the authors.
Online horse care articles are often recycled and yet are presented as if they are current
research. Sometimes the information offered is many years old, and the research is no
longer current.
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Non-completion of set class work and non-attendance
All assignments (except for Case Studies) MUST be completed by the set date in
the training plan.

Assessments:

Must be completed in a timely manner by the due date. If assessments are not
submitted by the due date, you will be given a marking of ‘Not Yet Competent’ and
asked to resubmit.

Assessment resubmit:

If you have been asked to resubmit an assessment, you will need to submit in a timely
manner as discussed and agreed with your instructors or support staff. The resubmit will
need to be completed before the completion date of that unit as per your training plan.

In extenuating situations you may apply to the college to extend a due date, but this
may result in a re-enrolment fee in that unit.

Practical lessons and assessments:

You must attend all the practical lessons and lectures.  If you are unable to, due to
accident or illness, you are to notify your lecturer prior to that lesson, who will then
arrange a time to go over the lesson with you. If you miss a practical day/examination
will need to arrange to re-sit this lecture/exam at a time and place convenient to the
lecturer.  Should the lecturer be busy, and a mutual time or place not be found, then the
student may apply to re-sit the exam/assessment when it is held during the next course.

Due dates - case study portfolios:

If your case study portfolio has not been completed and submitted to the ACEP for final
assessment and marking by the time agreed in your training plan, you will be deemed to
be “not yet competent”, and your status as an Equine Podiotherapy student will be
withdrawn.

Being ‘not yet competent’ may impact on any insurance policy that you currently hold
which is dependent on you being classified as a student in training, and may impact on
your professional indemnity insurance.

If you still wish to have your case studies assessed by the college after the time agreed
in your training plan, it will be necessary to re-enrol in the annual course and the 5 units
that contain Case Studies. Remember that until this component of your course has been
successfully completed, and all your assignments have been completed and marked, you
cannot be awarded your Diploma and are not able to represent yourself as a qualified
Equine Podiotherapist to the public or your peers.
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Health and safety on the property/campus

First aid kit

The first aid kit is located at the back of the classroom.
A mobile first aid kit will be in the care of the lecturers when you are
working at a different property or in the field. Please report any and all
incidents to the current lecturer and organise to fill out an Incident
Report.

Please note, that we cannot technically supply you with Panadol, aspirin, hay fever
tablets, asthma medications (and or puffers/inhalers) and any other substances taken
orally. You must bring your own.

Fire plan

In the event of a bushfire
you will be alerted to go to the assembly area
outside the shearing shed.

It is marked with an emergency assembly area
sign.

Report to Nicky and/or Andrew Bowe before
making any decision.

Please do not leave Mayfield. It is extremely
dangerous to try and drive out if there is a
bushfire coming.

Hazardous wildlife

Be aware of snakes and spiders around the classroom area. Do not walk around at night
without a torch as snakes are active during the night. All snakes are highly poisonous no
matter the size. There is a high population of Redback Spiders here, however we ‘spider
& bug’ spray bomb the classroom and toilets before each class block.
In spring swooping magpies and plovers are about. As cute and cuddly as wombats,
possums, kangaroos and koalas are, you must not try to help an injured animal without
proper handling, knowledge and assistance.

Farm hazards

Before walking around the farm, you will need permission from Nicky. If you are walking
around the farm, be aware of bulls, cows protecting their new born calves, mares with
foals, horses, the stallion and alpacas.  Please take note of the area restriction signs. You
must notify someone of where you are going, and that person must be responsible to
note your return.
Electric fences are always on and working and need to be avoided.

Smoking area

Please use the area out the front of the classroom to smoke. There is an ash tray and
yellow table and chairs.
No smoking allowed in any buildings and in the open areas and definitely not near any
hayshed.
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You must not smoke during practical sessions or in any paddocks.
Accommodation on the property

Upon arrival - you must report to the office and sign the ‘Temporary Residents Book’.
- No exceptions (whether returning students or newcomers).

Fees need to be paid to Nicky on arrival.
Before departure please strip bottom sheet from your bed and the pillow slip and place in
the laundry container.
If you require linen (not bringing your own), there is an extra charge of $10.

Check in – Please ensure you plan your travel effectively, giving yourself enough time
to arrive on campus within a decent time. Check-in for students staying on campus is NO
later than 8.00pm.
This is a courtesy to the resident owners, other students and lecturers. There are
sensory alarms at the gate that alert an arrival at the residence, and property dogs
whom are also alerted. It is a safety issue that we know who is here. If you know your
travel plans cannot accommodate this, please find alternative accommodation for that
evening.

Curfew

In respect to the residents and other in-house students and guest lecturers, please keep
your noise to an absolute minimum after 9pm. Sound travels far in the quiet of the
country night.
If you make too much noise or leave a mess, the residence owners have every right to
ask you to leave, and the accommodation may not be available for you next time.

Toilets and showers

Please respect the person after you and leave the facilities smelling fresh, clean and tidy.
There are mops and disinfectant for your use in the shower room. No long showers
please, water is a limited resource.

You must not smoke in the toilet or shower rooms.

Meals

Students using Mayfield accommodation will need to bring their own food. Apart from the
free first night BBQ there are no meals supplied except for morning and afternoon teas
on class days. Supermarkets are located in the major nearby towns but not Yarck.
Limited food is available from the cafes and general store in Yarck.

Common room and kitchen

Please tidy up after yourself and do not leave food and dirty dishes lying around (‘Mum’
is not home!). Put all food scraps in the chook bucket supplied and keep the lid on the
bin. When the bin is full it does not grow legs, please empty it into the dumpster. Upon
leaving please clean your food out of the fridges. We will not return it to you! (it has
been asked…)

Lost property

Things left behind are put in the lost property box which is kept in the office. If you have
left something behind we can post it to you at your own expense.
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Property access

You must listen carefully to instructors/lecturers to when and where you are not allowed
to be on the property. After hours, you are definitely not allowed in the ‘House Yard’. It
is trespassing if you are.

If you intend to go for a walk on the property you must inform Nicky or Andrew where
you are going and when you leave/return. This is for your safety.
You can walk on the road anytime, but for your own safety we advise that you let
someone know where you are going.

Local road rules

Please respect local residents when using the road and slow down and move over. Give
way to all stock on the road. If you are travelling very slowly pull over and allow people
behind you to pass. The road can get very dusty, so it is courteous to slow down near
buildings, especially our neighbours.

Practical sessions

Please listen carefully to lecturer about when and where you need to be and be prepared
to start on time. Bring your helmets, tools, water bottle and additional Personal
Protective Equipment at all times. When travelling to other venues, you will be issued
with a map.

Name tags

Please wear name tags. You must hand your name tags in at the end of each block. They
are especially required for our other visiting lecturers. It’s more important than you may
think.

Departure

Please sign the ‘Temporary Residents Book’ upon departure. Avoid early flights home on
the last day of each block. Traffic can be a problem around the airport. We aim for an
earlier finish on the last day of a block, but we cannot guarantee a finish before 4pm.
Please factor this into your travel plans.

Social nights

In each block we often have social nights, often a ‘Pub Night’ and a ‘Pizza and Karaoke’
night. There is a complimentary welcome BBQ on the first night of block one.



22 Australian College of Equine Podiotherapy – SMS/Forms/VCID.SMS.04
Issued: 01/2020.v6; 08/2020.v11

Tool kit - borrowing procedure

Students are encouraged to bring their own helmets and tool kits where possible.
However the college does make kits available to borrow.

To borrow a tool kit you need to make a booking via email through the College Secretary
on admin@equinepodiotherapy.com.au at least 3 working days prior to the
commencement of the block that they are required for.

Each tool kit is colour coded.  When issued, tool kits will be checked by both the student
and lecturer, and signed by both in the tool kit register, as being complete and in good
working order.

Both the lecturer and student will sign off when the tool kit is returned as being complete
and returned in good working order.

The student borrowing the kit will be responsible for all the tools it contains. All tools
will need to be returned, sharpened, clean and neatly packed into the bag. On return of
the kit, any tools missing will need to be replaced with new ones by the student whom
they were issued to.  New tools are available for purchase via the Barefoot Blacksmith at
the College office.

Collecting and signing for a tool kit needs to be done at the College office at least half an
hour prior to the commencement of the first class on the first day that they need to be
borrowed.  No exceptions.

Returning the tool kits will also be to the College office after the last practical session for
the particular study block.  In the case that the office is closed they must be returned to
the lecturer at the end of the last practical session. The lecturer in charge will then
become responsible to ensure the tool kit is complete, sharpened, clean and neatly
packed and signed in by both the lecturer and the student in the tool kit register.

Gloves are needed for all practical sessions. You will need to bring your own.
Alternatively, they are available for purchase from the Barefoot Blacksmith office on the
first day.

If a kit rasp is not sharp enough let us know. You are welcome to sharpen the loop knife
yourself.

Tool sales

Tools can be purchased from the Barefoot Blacksmith at the college office.
In your first year the Barefoot Blacksmith offers you a 10% student discount (ie. until
the end of Block 4). Unfortunately, the Barefoot Blacksmith is unable to offer discounts
on Rasps.

Please do not leave it to the last day to purchase tools; tool sales will not necessarily be
available on the last day of each block if the office is unattended.

Mayfield Rehabilitation Centre

You are welcome to observe / participate in the workings of the rehabilitation facility
when there are rehabilitation cases in attendance. Mornings are the time best to observe
the treatments and the day commences at approx. 7.00 am. Please pre-organise with
Nicky Bowe.
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Occupational Health and Safety

The Australian College of Equine Podiotherapy complies with all relevant Occupational
Health and Safety legislation. Trainers and/or lecturers will actively take steps to identify
hazards that could cause harm to participants in the classroom and in the learning
environments, including horse related training areas on the college premises.  Where
possible, the trainers will take action to remove or control these hazards, and will report
the hazard to the appropriate on site personnel.

Where practicable, students must take responsibility for their own health and safety and
that of their fellow students, or employees. This means students must follow all safety
rules, procedures and the instructions of their trainer while in attendance on the College
premises.

Student are required to read the Australian College of Equine Podiotherapy
Occupational Health and Safety Manual which is provided in conjunction with
this Student Information (Orientation) Handbook.

Participant acknowledgement of risk

Practical assessments will be conducted at the Australian College of Equine Podiotherapy
training facility and you are required to attend. You are required to be aware of all risks
when training on the horse. As part of our Safety Program for Horse Related Activities
you will be required to complete a ’Participant Acknowledgement of Risk’ form which is a
‘self-assessment’ of the following risk areas prior to training.

You will be required to assess the following risk aspects:
- Handling horses – your capability and experience.
- Health information – your state of health and medications.

You will also be required to sign a declaration to state you are aware of the risks
associated with horse activities and your state of health. Please refer to the Appendix:

- Refer: VCID.QMS.25 – Participant Acknowledgement of Risk

Student safety - Prior to attending any practical sessions

 All students will be given advice on the risks associated with handling horses.
 All students are advised to notify the college of any health issues, allergies or

physical impairment before attending any lectures or practical sessions.
 All students are advised to notify a lecturer of any concerns they may have during

any lectures or practical sessions.
 All students are advised that they are to wear an approved riding helmet at all

practical sessions, including during the observation of demonstrations when there
are no barriers or fences between the horses and students.

 All students MUST wear approved riding helmets during the practical lessons
when there are live horses present.

 Mobile phones MUST be turned off during all practical classes.
 Rubber gloves must be worn when handling the cadaver legs.
 When at a practical class student are to work in groups of two, unless otherwise

instructed - trimmer, 1 assistant/horse holder and ohs observer.  Use the buddy
system and don’t tie horses up unless instructed. Have one student hold the
horse.

 Keep a safe distance between each horse and have the observer watch the
neighbouring horses and other students for risks. Speak to a group if you feel
them encroaching on your space and please ask them to move away.

Lesson Schedule for Practical days
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Please note lesson schedules may be adjusted during the course to accommodate the
agistment centre’s requirements. You will be advised of any changes in advance.

 Lectures start at 9am sharp at Mayfield Barehoofcare Centre unless otherwise
advised.

 There will be some evening lectures at Mayfield Barehoofcare Centre. You will be
notified of the times during the day of the lecture.

A block timetable will be emailed to students no later than 1 week prior to the
commencement of each block.  The timetable may be subject to change and students
will be notified.

Please bring with you to classes:
 Practical Trimming Sessions Workbook, a pen and clipboard, a water bottle,

helmet and sunscreen (if needed) to all trimming practicals.

 Student Assessment Workbook relevant unit of competency for each class.
as listed in the ‘block timetable’. It is your responsibility to ask your lecture to
sign each section as required.

Pre-training review - Language Literacy and Numeracy

The Australian College of Equine Podiotherapy recognises that reading, writing, listening,
speaking and understanding mathematical concepts and processes are integral skills
required by Equine Podiotherapists, and are therefore an important component of the
training.  As all students are individuals with different life experiences, literacy and
numeracy, the range of skills will vary.

The course material is only available in English and you must be able to read, write and
interpret documents in order to complete assessment tasks such as short/long answer
questions and an ability to complete the necessary course forms.
As part of the enrolment process, the student will need to complete a language, literacy
and numeracy (LLN) exercise which will be used to assess the LLN ability of each
student. If students require special help, they will be given additional assistance.

We encourage students with language literacy or numeracy concerns to undertake LLN
training. During your enrolment interview your LLN levels will be assessed and a range
of support services can be provided for the student if requested. Please contact the
Student Support Officer who will refer you to language, literacy and numeracy
programmes available to you through the government agencies.

If you have a language literacy or numeracy concern that is affecting your training
program, please don’t hesitate to raise the matter directly with your Trainer.

Training evaluation

The Australian College of Equine Podiotherapy fully appreciates and acts accordingly to
any feedback that you give us.  A feedback form will be forwarded to you on the
completion of your training course.  Please be assured that the feedback forms remain
confidential and are only used for the purpose of improving the quality of our service to
the students.
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Enrolment process

The enrolment process is completed by following the steps outlined below:
- Students to complete a ‘Registration of interest form’.
- A pre-enrolment interview will be arranged to determine the suitability of the course

for the individual
- Students will be required to fill in an Australian College of Equine

Podiotherapy/Alexandra Community Hub Student Enrolment Form, statement of
fees, payment plan and where applicable the Skills first evidence of Eligibility form,
along with payment of course deposit when signing up to commence the course.

- Students must bring at least one form of photo identification that will need to be
sighted during the LLN interview on day 1 of the first block. Students that may be
eligible for funding will also need to supply Evidence of Residence/Citizenship
(Medicare card, passport, etc).

- A LLN interview will be conducted on day 1 of the first block.
- Course cancellation fees will apply in some circumstances where students fail to

notify the Australian College of Equine Podiotherapy of withdrawing from a course.
(See Fees and Refunds information and the Student Enrolment Form).

Please Note: The information collected on the Student Enrolment Form is used for
administrative and statistical purposes and will remain confidential.

Unique Student Identifier (USI) - what is a USI?

If you are studying at a nationally recognised training course in Australia from 1st

January 2015, you are required to have a Unique Student Identifier (USI).

Your USI links to an online account that contains all your training records and results
(transcript) that you have completed from 1 January 2015 onwards. Your results from
2015 will be available on your USI account.

When applying for a job or enrolling in further study, you may need to provide your
training records and results (transcript). One of the main benefits of the USI is the
ability to provide students with easy access to their training records and results
(transcript) throughout their life.  You can access your USI account online from your
computer, tablet or smart phone.

Please note:
A USI must be supplied to the Australian College of Equine Podiotherapy prior to being
issued with a Nationally Recognised Certificate or Statement of Attainment.

To obtain your USI go to: https://www.usi.gov.au/students/how-do-i-create-usi

Creating a Unique Student Identifier (USI) is quick, easy and free. Below is a step by
step process to follow to create your USI.

1. Have a valid form of identification(ID) handy

Have at least one form of current and valid ID handy, either:

What type of ID can I use?
Use one of these types of ID if you can:
 Current Australian passport
 non-Australian passport (with an Australian Visa)
 Australian birth certificate - please note a Birth Certificate extract will not be accepted
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 Current Australian driver’s licence

if you don't have one of the types of ID above, you can also use:
 Medicare card
 Certificate of Registration by Descent
 Citizenship certificate
 ImmiCard

Why do I need to provide ID?
We need a form of ID to ensure that your training records and transcript always
go to your USI and not another person’s USI.

If you do not have one of these forms of ID please contact the College office for
assistance.

IMPORTANT: When you create your USI,
enter your details exactly as they appear on
your form of ID.

2. Go to the USI Creation page

3. Next agree to the Terms and
Conditions
If you see the Terms and Conditions page
then tick the appropriate box at the bottom
of the window.
If you don't see it, don't panic just go
straight to Step 4.

 Read the content on the page
 A Check box
 B Check box
 C Click the "Next" button
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4. Evidence of Identity and personal
details

A - Select the evidence of identity
document (ID) you will be using to
create your USI.

B - Select whether you have a first name
and a family name

C - Enter your name(s)
D - Enter, and confirm, your date of birth
E - Enter your gender
F - Enter your country and place of birth

IMPORTANT: Enter your details exactly
as they appear on your form of ID.

Note: If the name you most commonly
use for business or official purposes is not
the name on your form of ID for USI
purposes, you can choose to enter this
other name in the preferred name field.

Note: Your gender does not need to be
reflected on your form of ID when creating a USI.

5. Contact details

Enter as many of the contact details
as you can.

 A - Enter your "Email Address"
(needs to be unique to you)

 B - Enter your "Mobile Phone"
number

 C - Enter your "Home Phone"
number

 D - Enter your "Address Details"
 E - Click on the "Next" button
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6. Confirming your identity

Once you have entered your details,
the USI Registry System will check
and confirm your identity using the
‘Documentation Verification Service’
(DVS).

7. Securing your account

Next set your USI password
and check questions.

8. You're done!

Your USI will now be displayed on
the screen and will have been sent
to you for your records.
Please keep a record of this number
as this USI is yours for life!

If you are enroling in training,
your training organisation will need
to collect and verify your USI.
To help your training organisation
to do this, you may want to print
or email your USI verification details
from the screen.

You can also set up access for
organisations to view and/or
update your USI account.
You can also set up access for
organisations to view your transcript.
.
Providing access to your USI account
and your transcript may assist your
training organisation to process
your enrolment.

9. What now?

Each time you enrol with a new training organisation remember to give them your USI,
either by email or by providing access!
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Complaints, Grievances and Appeals

Students have access to the Australian College of Equine Podiotherapy complaints,
grievances and appeals process. The complaints, grievances and appeals policy and
procedure ensures that fair and equitable processes are implemented for any
complaints, grievances or appeals against the Australian College of Equine Podiotherapy.

Students are able to submit a formal complaint to the Australian College of Equine
Podiotherapy relating to any concern they may have (such as academic or attendance
record decisions, should they feel a person has acted inappropriately or treated
someone unfairly, etc). All complaints are handled with confidence and are reviewed by
the Directors.

A student may also appeal a decision made by the Australian College of Equine
Podiotherapy in regards to an assessment outcome. Where a student feels they have
been unfairly judged and assessed on a specified task, project or assessment they may
have the assessment reviewed by submitting an appeal form (Complaints, Grievances
and Appeals Form). Students must provide supporting evidence or explanations as to
why they feel the assessment is unfair, and why they should be given a further
opportunity to be assessed.

All students have access to the complaints and appeals policy and procedure and a copy
can be produced by the College’s Student Administration Department at any time upon
request.

For the purposes of this policy, a grievance is defined as any type of problem, concern,
dispute or complaint related to the study/college environment which cannot be resolved
through normal day to day communication.

What is the difference between a complaint and a grievance?

Complaint: a problem or concern raised by a student who considers they have been
wronged because of an action, decision or omission within the control or responsibility of
the College.  The subject of a complaint is normally an action, decision or omission
within the control or responsibility of the College that causes a student to feel they have
been wronged.

Grievance: a matter to be investigated according to the formal grievance processes.
This includes complaints that are not able to be resolved through informal processes or
mediation, and matters relating to allegations of misconduct where disciplinary action
against a student or staff member may be the outcome of the investigation.
The submission of a grievance will result in the appointment of an investigator to
examine the issue according to the process established by the Complaints, Grievances
and Appeals Policy.

Refer to:
Appendix B – Complaints, Grievances and Appeals Policy & Procedure –Student
Information Handbook.
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Access, Equity and Anti-discrimination commitment

All of the Australian College of Equine Podiotherapy staff adhere to the principles and
practices of access and equity in education and training; they  treat every student fairly
and without discrimination. The Australian College of Equine Podiotherapy has
procedures in place to ensure student concerns are dealt with immediately and
appropriately (refer to the Complaints and Appeals policy).

The Australian College of Equine Podiotherapy acknowledges its legal obligations under
State and Federal Equal Opportunity law, including:
 Age Discrimination Act 2004 (Commonwealth)
 Australian Human Rights Commission Act 1986 (Commonwealth)
 Racial Discrimination Act, 1975 (Commonwealth)
 Sex Discrimination Act, 1984 (Commonwealth)
 Disability Discrimination Act, 1992 (Commonwealth)
 Work Place Gender Equality Act 2012 (Commonwealth)
 Fair Work Act 2009 (Commonwealth)
 The Equal Opportunity Act, 1995 (Victoria)
 Prevention of Cruelty to Animals Act (1986) and Regulations (2008)
 Code of Practice for the Welfare of Horses (Revision 1)

All legislation can be accessed at: www.comlaw.gov.au

The Australian College of Equine Podiotherapy fosters equality and access in a training
environment that is fair and conducive to learning at all levels. Our training services are
available to all participants regardless of ethnicity, gender, age, marital status, sexual
orientation, physical or intellectual impairment or political convictions.

All College staff are required to have an awareness and understanding of access and
equity issues and are required to demonstrate access and equity principles in all
dealings with students and other staff.

As part of your training and assessment, you have the right to be treated fairly.  If you
believe you have been treated unfairly by a College Representative, please contact the
Director, on (03) 5773 4358.

Please Refer to Appendix: POL.PRO 1.6 Access, Equity, Anti-discrimination
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Privacy and Personal Information

In accordance with our privacy policy, the Australian College of Equine Podiotherapy is
committed to protecting employee and client privacy and confidentiality in line with State
and Federal Privacy legislation. This policy refers to the Privacy Act 1988 and the
Student Identifiers Act 2014.

All personal information collected by the Department of Education and Training and the
Department of Industry, Innovation and Science is protected by the Privacy Act 1988
(Privacy Act).

The Department helps the Australian Government achieve its overall objective of quality
educational, employment and training outcomes for all Australians through:

 Efficient national program management
 Effective working relationships with state and territory governments, education

departments, non-government education, science and training authorities,
indigenous education service providers, industry, community groups and other
stakeholders

Auditing, research and analysis in order to maintain, protect and improve our services
Policy advice and other support to the Minister.

Generally, the department collects personal information in order to properly and
efficiently carry out its functions (including those listed above) and only uses personal
information for the purposes for which it was given to the Department, and for directly
related purposes (unless otherwise required by or authorised under law).

Refer Appendix A: Privacy and Personal Information Statement

Access to Student Records

Students may access their personal records held by the Australian College of Equine
Podiotherapy at any time. Students may contact student administration to discuss a
suitable time to view their file and access will only be granted once a student can
confirm their identification. Student access to the file will be granted within 2 days of
confirming the student’s identification.

You must promptly notify the Australian College of Equine Podiotherapy of any change of
name, address or contact details.  The accuracy of these details is important as they will
be used to issue your certificate and/or statement of attainment if eligible.

Student Support Services

Being a student is exciting, but it can also be challenging. All staff can be approached to
gain advice on academic and personal issues. Staff at the College will offer professional
and confidential advice in areas where they can help and will ensure that all efforts are
taken to ensure a positive learning experience is achieved. If you have specific learning
needs or have any difficulties that may be interfering with your studies you need to
inform your allocated trainer/assessor immediately to arrange a suitable training plan.

The Student Administrator/Company Secretary is able to provide links to external
sources of support where the staff at the College are, either not qualified or it is in the
student’s best interests to seek professional advice.
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Academic Misconduct

Students at the Australian College of Equine Podiotherapy are expected to maintain the
highest standards of academic conduct. We know that most students conduct
themselves with integrity and are disturbed when they observe others cheating. The
following information should help you avoid unintentional academic misconduct and
clarify the consequences of plagiarism and/or cheating.

Definitions:

Plagiarism:

It is the act of presenting another persons’ work as your own, and failing to acknowledge
that the thought, ideas or writings are of another person’s.

Specifically it occurs when:

 other people’s work and/or ideas are paraphrased and presented without a
reference

 other students’ work is copied or partly copied
 phrases and passages are used verbatim without quotation marks and/or without

a reference to the author or a web page

Cheating:

To act dishonestly or unfairly in connection to an assessment conducted by the Registered
Training Organisation (RTO).

Academic misconduct is considered a serious offence at the Australian College of Equine
Podiotherapy. For students who have been deemed to intentionally plagiarize/ cheat, it
may result in being suspended, or permanently removed from the course.

To avoid plagiarism and/ or cheating and its penalties, students are advised to note the
following:

 You may quote from someone else's work (for example from textbooks, journals
or other published materials) but you must always indicate the author and source
of the material.

 You should name sources for any graphs, tables or specific data, which you
include in your assignment.

 You must not copy someone else's work and present it as your own.

If the student does not agree with the RTO’s decision, then they are able access the
Complaints and Appeals Policy and Procedure.

All students have access to the Academic Misconduct Policy and Procedure and a copy
can be produced by the College’s Student Administration Department at any time upon
request.
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Planning for training

Competency-Based Training and assessment process
Competency-Based Training (CBT) is an approach to vocational education and training
that places emphasis on what a person can do in the workplace as a result of completing
a training program. The aim of CBT is to ensure that vocational education and training
programs better meet the needs of Australia’s industries and enterprises.

Outcomes from CBT reflect workplace duties, working environments and performance
requirements. This should include performing higher level duties such as planning,
problem solving and managing tasks through to completion. CBT programs are often
comprised of units of competency that contain specific learning outcomes, which are
based on standards set by the particular industry. Delivery of training may occur in a
variety of forms (classroom, work based, online, distance learning or even in the horse
yard!) to ensure an overall understanding of all skills and knowledge is available.

Assessment is the process of collecting evidence and making judgments on whether
competency has been achieved. The purpose of assessment is to confirm that an
individual can perform the standard expected in the workplace, as expressed in the
relevant endorsed industry or enterprise competency standards. Assessments through
this course will require students to complete a variety of written work, oral questions,
practical demonstrations and assignment/portfolio presentations.

Where a student has undertaken an assessment and it has been marked as NYC (Not Yet
Competent), they will be allowed to re-sit the test/or have a re-assessment. If they are
deemed NYC for a second and third time they are to re-enrol into that unit/ subject. This
will include re-training and therefore a re-enrolment fee for the unit in question.

Recognition of Prior Learning (RPL) and Credit Transfer (CT)

Competency-Based Training places emphasis on the workplace application of attained
knowledge and skills - not how long spent in training or the amount of knowledge
acquired in a formal learning environment. Australian Qualifications and Statements of
Attainments that have been issued by any other Registered Training Organisation (RTO)
will be recognised by the Australian College of Equine Podiotherapy.

To apply for a Credit Transfer, students must be able to present their original
qualification or Statement of Attainment with national codes and titles that match the
current course in which they are enrolled.

Recognition of Prior Learning (RPL) is the acknowledgment of skills and knowledge
obtained through formal training, work experience and/or life experience.  The purpose
of this process is to identify and assess previously acquired skills and knowledge against
the required competency standards.

Course participants applying for RPL must provide evidence to the satisfaction of the
College.  This evidence must clearly indicate that the applicant is able to demonstrate all
the required skills and knowledge. Information and documentation regarding the
application procedure for RPL and/or Credit Transfers will be made available to all
participants upon request.
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Fees and Refunds

For the latest information relating to course dates and fee schedules please refer to our
website and the course information document. www.equinepodiotherapy.com.au

Please note that the Australian College of Equine Podiotherapy may update fees and
charges at their discretion and it is recommended potential students contact the College
to ensure the latest information is obtained.

Refunds due to non-delivery of course by RTO

Tuition fees will be refunded in full when:

 The course does not start on the agreed starting date
 The course ceases after it starts and before it is completed

Refunds under the above conditions will be paid in full to the student within 14 days of
validating the refund request.

The RTO may arrange for another course, or part of a course, to be provided to students
at no (extra) cost to the student as an alternative to refunding course money. Where
the student agrees to this arrangement, the RTO will not be liable to refund the money
owed for the original enrolment.

Refunds based upon student application

All applications for refund must be made in writing by way of the ‘Application for Refund
Form’ and submitted to the College Secretary.
Refer: VCID.SMS.06 - Application for Refund Form (Refund Forms are located at College office)

Please note - where the student breaches the Australian College of Equine
Podiotherapy’s Policies and Procedures no refund is payable. Where a student withdraws
from the course without extenuating circumstances only a partial refund is payable as
stipulated by the College.

 Applications for refunds are to be processed by the College within 14 days from
the date of application.

 The assessment of refund applications shall be granted as indicated below:

Outline of refunds

Withdrawal 3 weeks prior to agreed start date Full refund

Withdrawal after 3 weeks prior to the agreed start date or
the agreed start date
(Refer -Withdrawal after course commencement)

50% refund of
unused tuition fees

Course withdrawn by RTO Full refund

The RTO is unable to provide the course for which the
original enrolment and payment has been made Full refund
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Extenuating circumstances

Students may have extenuating circumstances that prevent them from attending
scheduled course dates. These circumstances may include (but are not limited to):
 Illness
 Family or personal matters
 Other extraordinary reasons

Where evidence can be successfully provided to support the student’s circumstances,
course fees may either be transferred to the next available course where applicable, or a
refund of unused course fees will be issued. This decision of assessing the extenuating
circumstances rests with the Directors and shall be assessed on a case by case situation.

Withdrawal after course commencement

All refunds made by the Australian College of Equine Podiotherapy will incur an
administration fee of $50.00. Our refunds policy is subject to the following conditions:

 If you (the student) advise the Australian College of Equine Podiotherapy in
writing no less than 3 weeks prior to the commencement of your course we will
provide a full refund minus the above administration fee.

 Withdrawal after 3 weeks prior to the agreed start date or the agreed start date.
50% refund of unused tuition fees minus the above administration fee.

 Course withdrawn by RTO the student will receive a full refund.

 The RTO is unable to provide the course for which the original enrolment and
payment has been made.

Claiming a Refund

 The student must provide their notice of withdrawal or cancellation on a signed
and dated 'Application for Refund Form'. The claim for a refund must include a
reason and must include supporting official documentation of the student’s
circumstances for withdrawal/cancellation, plus a contact name, email address
and telephone/mobile number to enable the Australian College of Equine
Podiotherapy to validate this claim.

 Date of cancellation / withdrawal is the date the written request is received by the
Australian College of Equine Podiotherapy’s administration staff.

 A student should apply for a refund as soon as possible after notice of
cancellation / withdrawal is submitted.

 All refunds will be paid as soon as possible and no later than 14 working days
from an approved cancellation / withdrawal notification only if the supporting
documentation has been validated during this timeframe.

Refer Appendix: VCID.SMS.06 - Application for Refund Form
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Appealing refund decisions

 All students have the right to appeal a refund decision made by the RTO. Student
wishing to access the Complaints and Appeals Procedure from the RTO should
contact Student Administrations Department.

 This policy and the availability of complaints and appeals processes; does not
remove your right to take action under Australia’s consumer protection laws.

 The RTO’s dispute resolution processes do not remove the student’s right to
pursue other legal remedies where they feel necessary.

Please note:
 Course notes for each study block will be released to students via the student

login section of the ACEP website once payment for that study block is received.
 Student login will be disabled until payment is received into our account.

Forms
For additional fee related forms please refer to the Appendix;

 VCID.SMS.18 - Credit Transfer Form
 VCID.SMS.02 - Student Enrolment Form
 VCID.SMS.06 – Application for Refund Form

Completing your course

Qualifications

If you are enrolled in a Nationally Recognised Qualification, you will be issued with a
Certificate and a Record of Results (which lists the associated units of competency) upon
successful completion of your course.

If you withdraw from your course, you will be issued with a Statement of Attainment for
any units that you have successfully completed.

How you will receive your certificate or Statement of Attainment

Your Certificate or Statement of Attainment will be posted to you (at the postal address
provided by you). Please ensure you advise us if your address changes.

Re-issuing certificates will require a small administration fee to cover the costs of
general administration, reprinting and postage.
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Appendix information:

Documents

- included with your printed Student Information Handbook

The below documents be requested from the College administration by email.

 Lecturer’s contacts
 Harvard Reference List Overview
 VCID.QMS.21 – OH&S Manual
 POL.PRO 1.7 Privacy and Personal Information
 POL.PRO 1.6 Access, Equity & Anti-discrimination
 Student Workplace Logbook

Additional Documents
The below documents may be requested from administration by email.

 POL.PRO 2.1 Records Management
 POL.PRO 1.5 Complaints, Grievances and Appeals Policy & Procedure

Forms
The forms below can be requested from the College administration by email.

 VCID.SMS.18 - Credit Transfer Form
 VCID.SMS.02 - Student Enrolment Form
 VCID.SMS.06 – Application for Refund Form
 VCID.SMS.05 – Complaint. Grievance or Appeal Form
 VCID.QMS.29 – Student Grievance Discussion Record
 VCID.QMS.18 – Complaints/Appeals Verification Report
 VCID.SMS.11 – Trainer Evaluation Form
 VCID.QMS.25 – Participant Acknowledgement of Risk
 VCID.QMS.27 – Accident, Incident & Hazard Notification Form
 VCID.QMS.24 – Horse suitability Audit & Biosecurity
 22290VIC – Training Plan.Feb intake 2020-2021 (will be given to students on

enrolment)

Reference documents VCID.QMS.21 – OH&S Manual

The forms below can requested from the College administration by email.

 VCID.QMS.26 – Equine Podiotherapy. Student Induction Checklist
 VCID.QMS.23 – Practical Activities – Pre-activities Risk Assessment
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Appendix A:
Australian College of Equine Podiotherapy
Privacy & Personal Information Statement

Australian College of Equine Podiotherapy is committed to protecting the privacy of your
personal information. This statement explains how we handle your personal information.
This statement only applies to our databases and files and does not cover any State,
Territory or Commonwealth Government database or file.  You are advised to contact the
relevant government agency for a copy of their privacy policy.
Where we use the words ‘we’ and ‘us’ in this document, it means Australian College of
Equine Podiotherapy.

Your Personal Information
In order to provide you with training, employment and associated services, we may need
to collect personal information such as your name, address, work history, qualifications,
job seeker identification number, government benefit card, etc.

If you're studying nationally recognised training in Australia from 1 January 2015, you
will be required to have a Unique Student Identifier (USI).  There are laws that protect a
student’s USI and USI’s must not be collected, used or disclosed by anyone except as
allowed by the laws.  The student’s privacy is further protected by laws requiring that
any personal information collected by a training organisation solely for the purpose of
creating a USI on their behalf is to be destroyed after the USI is created.

The personal details of individuals held by the Student Identifiers Registrar will be
protected by the Privacy Act 1988 (Cth).

If you decline to provide your personal information, Australian College of Equine
Podiotherapy may not be able to:

 provide the product or service you requested, or
 enter into a business relationship with you.

Collection of personal information
Where practicable, we will endeavour to collect personal information directly from you.
Where services are provided on behalf of a Commonwealth and/or State Government
Department, we may collect personal information from such government departments
and agencies.

We may also need to collect personal information from other third parties with or without
your direct involvement or consent, such as an employer.  However, this will not include
sensitive information.

Collection of personal information for the Unique Student Identifier (USI).
The personal information that you provide to the Student Identifiers Registrar is
collected, used, and may be disclosed, in accordance with the provisions of the Student
Identifiers Act 2014 and the Privacy Act 1988.  The Student Identifiers Registrar’s
Privacy Policy provides information about the protection of your information, including
how you can access and seek correction of your personal information held by the
Student Identifiers Registrar and how to make a complaint about a breach of your
privacy and how such complaints are handled.

Use and disclosure
We will use our best efforts to ensure that the information you provide to us remains
private and is used only for the purposes you agree to.
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We will only disclose personal information to a third party where one or more of the
following apply:

 you have given consent (verbal or written)
 it is authorised or required by law, or necessary for enforcement of law
 it will protect the rights, property or personal safety of another person
 the assets and operations of the RTO business are transferred

Access to personal information
You can access the personal information we hold on you, except when government
legislation requires or authorises the refusal of access.
To access your personal information, you will need to contact the Student Administration
department in writing and specify the type/s of information you wish to view.  You will
be required to provide proof of identification.

Storage & Security
We will take reasonable steps to maintain the privacy and security of personal
information.  We ensure this by having such security measures as:

 storing electronic information on a secure server with restricted access
 storing paper-based documents securely on our premises

We will take reasonable steps to destroy or permanently de-identify personal information
when it is no longer required for any purpose.
The students USI will be stored by the USI Registry System, along with some personal
information about the student, such as their name, date of birth and a way of contacting
them such as an email address. The USI will also be held by the National Centre for
Vocational Education Research (NCVER) in a separate database along with their training
records.

Where is my USI stored?
For safety and security your personal details are held in a different location to your
training records and results but your USI is held in both locations.
Your USI will be stored by the USI system, along with some personal information about
you, such as your name, date of birth and a way of contacting you such as an email
address. The USI will also be held by the National Centre for Vocational Education
Research (NCVER) in a separate database along with your training records.
Then each time you login into your USI account the two systems will talk to each other
and your personal information and training records and results will both appear in your
account even though the information comes from two different locations, as required by
law. This happens because the protection of your USI and the information it stores is
paramount so these safeguards are in place.

Resolving privacy concerns
If you wish to raise a concern about a privacy matter should contact the Student
Administrations Department.
For further information:
- USI’s

http://www.usi.gov.au/Students/Pages/student-privacy.aspx
- Privacy Act 1988 – Office of the Australian Information Commissioner

http://www.oaic.gov.au/privacy/privacy-act/the-privacy-act
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Appendix B:
Australian College of Equine Podiotherapy

Complaints, Grievances and Appeals Procedure

Policy
This policy/procedure supports the Standards for RTO’s 2015.v2 in providing a process
for complaints, grievances and appeals to be heard and actioned. All complaints,
grievances and appeals received by Australian College of Equine Podiotherapy will be
viewed as an opportunity for improvement.

Despite all efforts of Australian College of Equine Podiotherapy to provide satisfactory
services to its students, complaints may occasionally arise that require formal resolution.
The following procedures provide students the opportunity to have any issues relating to
a substantiated complaint or appeal resolved and resolutions reached that attempt to
satisfy all parties involved. This complaints, grievance and appeals process will be at no
cost to the student.

Procedure

Informal process

Where possible all non-formal attempts shall be made to resolve the complaint. This may
include advice, discussions, and general mediation in relation to the issue. Any staff can
be involved in this informal process to resolve issues but once a student has placed a
formal complaint / grievance / appeal the following procedures must be followed.

All grievances need to be handled promptly and with transparency. The following principles
must be adhered to in managing workplace/college complaints or grievances:

Confidentiality
If you come forward with a complaint or grievance, the Australian College of Equine
Podiotherapy will treat the matter confidentially.

It is important that participants also maintain confidentiality. Participants (including
witnesses) may discuss the matter in the course of seeking advice.

Impartiality
Where a complaint or grievance has been raised, it will be treated seriously. In some
circumstances it will be necessary to investigate a grievance in which case the Australian
College of Equine Podiotherapy will do so in a confidential and impartial manner.

This may mean that you, the person or persons complained about, and any witnesses will
be interviewed.

No findings will be made in relation to the grievance until the investigation is complete.

Sensitivity
If you come forward with a complaint or grievance, you will be treated fairly. All people
handling the complaint or grievance must be sensitive to the needs of those directly
involved, and also to others who may be indirectly affected by the complaint or grievance.

If a grievance involves a complaint against you, you will have an opportunity to provide
your side of the story. You may bring an appropriate support person.

Timeliness
Each grievance will be dealt with in as short a time as possible in the circumstances whilst
giving regard to thoroughness.
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General Complaints

 Any student, potential student, or third party may submit a formal complaint to
Australian College of Equine Podiotherapy with the reasonable expectation that all
complaints will be treated with integrity and privacy. There is no cost for the complaints
process unless it is referred to a third party.

 A student wishing to submit a formal complaint or appeal can do so by completing the
‘Complaint, Grievance and Appeal Form’ and state their case providing as many details
as possible. This application form can be gained by contacting Student Administration
at Australian College of Equine Podiotherapy.
Refer:  VCID.SMS.05 – Complaint, Grievance and Appeal Form

 Australian College of Equine Podiotherapy will maintain a fair and equitable complaints
and appeals process in response to allegations involving:
- The RTO
- It’s Trainers, assessors and other staff
- A third party providing services on behalf of the RTO, its trainers or assessor or

other staff
- A participant (learner) of the RTO

 All formally submitted complaints, grievances or appeals are submitted to the Company
Secretary or to the CEO/Directors – Andrew and Nicky Bowe. It is their responsibility to
deal with the complaint in the first instance. Complaints are to include the following
information:

- Submission date of complaint
- Name of complainant;
- Nature of complaint;
- Date of the event which lead to the complaint
- Attachments (if applicable);

 Once a formal complaint is received it is to be entered into the ‘Complaints Log Register’
which is monitored by the Company Secretary and Compliance Officer regularly. The
information to be contained and updated within the register is as follows:

- Submission date of complaint
- Name of complainant;
- Description of complaint / appeal
- Determined Resolution; and
- Date of Resolution.

 A student may be assisted or accompanied by a support person regardless of the nature
of the complaint throughout the process at all times.

 Students are able to present their case in person.
 Once a complaint has been filed and logged in the ‘Complaints Log Register’ the

Company Secretary shall notify the CEO/Directors and Compliance Officer of the
complaint and provide any further documentation related to the matter.

 Set up a Meeting to discuss the Compliant or Grievance with the Student:
 Ask the student to attend a performance/behavioural discussion and advise the

general nature of the discussion.
 Give the Student the option of having a witness present. If the Student is under

18, consider appointing a witness for the team member.
 Organise another Manager/Trainer as a company witness to be present and take

notes of the discussion – in some work/teaching locations the company witness
may need to be a responsible team member rather than a Manager.

Refer:  VCID.QMS.29 – Student Grievance Discussion Record



42 Australian College of Equine Podiotherapy – SMS/Forms/VCID.SMS.04
Issued: 01/2020.v6; 08/2020.v11

 Ask the staff member the Complaint or Grievance was made, to complete the
Complaints/Appeals Verification Report Form.

Refer:  VCID.QMS.18 – Complaints/Appeals Verification Report

 The CEO/Directors and/or Company Secretary shall then refer the matter to the
appropriate staff to resolve, or, make a decision on the complaint within 10 working
days and keep the complainant informed of any decisions or outcomes concluded, or
processes in place to deal with the complaint.

 Once a decision has been reached the CEO/Directors and/or Company Secretary shall
be required to inform all parties involved of any decisions or outcomes that are
concluded in writing. Within the notification of the outcome of the formal complaint
the students shall also be notified that they have the right of appeal. To appeal a
decision the RTO must receive, in writing, grounds of the appeal. Students are
referred to the appeals procedure.

 The CEO/Directors and/or Company Secretary shall ensure that the RTO will act
immediately on any substantiated complaint. If the internal or any external complaint
handling or appeal process results in a decision that supports the student, the
registered provider must immediately implement any decision and/or corrective and
preventative action that is required, and, advise the student of the outcome.

 Copies of all documentation, outcomes and further action required will be placed into
the ‘Complaints Register’ by the Compliance Officer and a copy sent to the
CEO/Directors and/or Company Secretary to place in the students file.

 The College will ensure that it follows the principles of fairness and natural justice in
dealing with all complaints.

 The Complaints and Appeals Log Register will be monitored via the Management
Meetings held every month.

 Where the Company Secretary considers more than 60 calendar days are required to
process and finalise the complaint or appeal the RTO will:

- Inform the complainant or appellant in writing, including reasons why
more than 60 days are required and;

- Regularly update the complainant or appellant on the progress of the
matter.

 All Complaints and Appeals will be securely stored within a locked filing cabinet, or
electronically protected as per the Records Management Policy and Procedure.

Refer to:
VCID.SMS.05 – Complaint, Grievance and Appeal Form
VCID.QMS.29 – Student Grievance Discussion Record
VCID.QMS.18 – Complaints and Appeals Verification Report
VCID.QMSR.09 – Complaints Log Register
Policy & Procedure 2.1 Records Management

Appealing a Decision

All students have the right to appeal decisions made by Australian College of Equine
Podiotherapy where reasonable grounds can be established. The areas in which a student
may appeal a decision made by Australian College of Equine Podiotherapy may include:

- Assessments conducted
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- Deferral, suspension, or cancellation decisions made in relation to the student’s
enrolment

- Or any other conclusion / decision that is made after a complaint has been dealt
with by Australian College of Equine Podiotherapy in the first instance.

 To activate the appeal’s process the student is to complete a ‘Complaints or Appeals
Form’ which is to include a summary of the grounds the appeal is based upon. The
reason the student feels the decision is unfair is to be clearly explained and help and
support with this process can be gained from student administrations department.

 The CEO/Directors and Company Secretary shall then determine the validity of the
appeal and organise a meeting with all parties involved in the matter and attempt to
seek resolution where appropriate.

 The process for all formally lodged appeals will begin within 10 working days of the
appeal being lodged.

 The CEO/Directors and Company Secretary shall ensure that Australian College of
Equine Podiotherapy acts on any substantiated appeal.

 Where an appeal has been lodged it will be defined into one of the following categories
and the appropriate procedures followed:

General appeals
- Where a student has appealed a decision or outcome of a formal complaint they

are required to notify Australian College of Equine Podiotherapy in writing within
20 working days of the grounds of their appeal. Any supporting documentation
should also be attached to the appeal.

- The appeal shall be lodged through student administrations and the Company
Secretary shall ensure the details of the appeal are added to the ‘Complaints Log
Register’.

- The CEO/Directors shall be notified and shall seek details regarding the initial
documentation of the complaint and shall make a decision based on the grounds
of the appeal.

- The student shall be notified in writing of the outcome with reasons for the
decisions, and the ‘Complaints Log Register’ updated. The student shall also be
provided the option of activating the external appeals process if they are not
satisfied with the outcome. The student is required to notify Australian College of
Equine Podiotherapy if they wish to proceed with the external appeals process.

-
Assessment appeals

- Where a student wishes to appeal an assessment, they are required to notify
their assessor in the first instance. Where appropriate the assessor may decide to
re-assess the student to ensure a fair and equitable decision is gained. The
assessor shall complete a written report regarding the re-assessment outlining
the reasons why assessment was or was not granted.

- If this is still not to the student’s satisfaction the student shall formally lodge an
appeal by submitting a written letter outlining their reasons for the appeal. They
shall lodge this with student administrations department and the appeal shall be
entered into the ‘Complaints Log Register’.
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- The CEO/Directors and Company Secretary shall be notified and shall seek details
from the assessor involved and any other relevant parties. A decision shall be
made regarding the appeal either indicating the assessment decision stands or
details of a possible re-assessment by a ‘third party’. The third party shall be
another assessor appointed by Australian College of Equine Podiotherapy.

- The student shall be notified in writing of the outcome with reasons for the
decision, and the ‘Complaints Log Register’ updated. The student shall also be
provided the option of activating the external appeals process if they are not
satisfied with the outcome. The student is required to notify Australian College of
Equine Podiotherapy if they wish to proceed with the external appeals process.

External Appeals

If a student is still dissatisfied with the decision of Australian College of Equine
Podiotherapy, a student may wish to refer the matter to an external independent / third
party mediator.

 Australian College of Equine Podiotherapy acknowledges the need for an appropriate
independent party to be appointed to review a matter where this is requested by the
complainant and the Internal processes have failed to resolve the matter.

 The independent party recommended is Melbourne Commercial Arbitration and
Mediation Centre.

Appeals can relate to assessment decisions, but they can also relate to other decisions,
such as a decision to exclude a learner from a program. Clients should be encouraged to
resolve complaints and appeals through your complaint mechanisms. If they are not
satisfied with the outcomes of these processes they should be referred to the National
Training Complaints Hotline.

Where a decision or outcome is in favour of the student the RTO shall follow the required
action and recommendation from the third party mediator to satisfy the student’s appeal
as soon as practicable.

National Training Complaints Hotline
Anyone with a complaint or query about the VET training sector can call the National
Training Hotline.  The hotline directs complaints to the appropriate Commonwealth, state
or territory organisation for help.
The hotline also allows the Department of Education and Training to analyse complaint
trends in order to quickly identify what further action and improvements are needed.
The National Training Complaints Hotline is accessible on 13 38 73 and is available
Monday to Friday, from 8am to 6pm.
You can also send complaints via email to skilling@education.gov.au.

Important information about ASQA’s complaint-handling role:
Before you submit a complaint to ASQA, please be aware that:
- ASQA takes a risk-assessment approach to complaints—their resources are limited so must focus on the

most serious complaints.
- ASQA's role is not to act as a student advocate for individual students. Rather, ASQA uses the information

reported through complaints to inform how it regulates training providers.
- ASQA has specific confidentiality obligations in relation to registered providers. ASQA respects both

privacy and natural justice considerations in handling complaints. This means that complainants will be
advised how their information was used in the regulatory process although in some instances the advice
will not be detailed and the process can be lengthy if audit activity is involved.

As per ASQA’s website
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APPENDIX C: LECTURER CONTACT DETAILS

Andrew Bowe – Practical

Trimming, Laminitis studies

info@barehoofcare.com 0427 509 434

03 5773 4306

Alan Collett – Horse handling allan.collett@bigpond.com 0407 848 991

Tamara Fox - Conformation. foxgrobe@harboursat.com.a

u

0407 043 866

Dr Penelope Thompson -

Veterinary

progressiveequine@bigpond.

com

0457 808 081

Sharon May –Davis -

Biomechanics

maydavis@bigpond.com 0438 445 119

Jo Hill – Booting, practical

trimming

joanne@barefootnboots.com

.au

0419 888 839

Nicole Bowe - Nutrition info@barehoofcare.com 03 5773 4306
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APPENDIX D - Harvard Reference List Overview

Reference lists are created to allow readers to locate original sources themselves. Each
citation in a reference list includes various pieces of information including the:

1. Name of the author(s)
2. Year published
3. Title
4. City published
5. Publisher
6. Pages used

Generally, Harvard Reference List citations follow this format:

 Last name, First Initial. (Year published). Title. City: Publisher, Page(s).

Citations are listed in alphabetical order by the author’s last name.

If there are multiple sources by the same author, then citations are listed in order by the date
of publication.

Harvard Reference List Citations for Books with One Author

The structure for a Harvard Reference List citation for books with one author includes the
following:

 Last name, First initial. (Year published). Title. Edition. (Only include the edition if it is
not the first edition) City published: Publisher, Page(s).

If the edition isn’t listed, it is safe to assume that it is the first addition, and does not need to
be included in the citation.

Example: One author AND first edition:

 Patterson, J. (2005). Maximum ride. New York: Little, Brown.

Example: One author AND NOT the first edition

 Dahl, R. (2004). Charlie and the chocolate factory. 6th ed. New York: Knopf.

Harvard Reference List Citations for Books with Two or More
Authors

When creating a citation that has more than one author, place the names in the order in
which they appear on the source. Use the word “and” to separate the names.

 Last name, First initial. and Last name, First initial. (Year published). Title. City:
Publisher, Page(s).
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Example:

 Desikan, S. and Ramesh, G. (2006). Software testing. Bangalore, India: Dorling
Kindersley, p.156.

 Vermaat, M., Sebok, S., Freund, S., Campbell, J. and Frydenberg, M.
(2014). Discovering computers. Boston: Cengage Learning, pp.446-448.

 Daniels, K., Patterson, G. and Dunston, Y. (2014). The ultimate student teaching
guide. 2nd ed. Los Angeles: SAGE Publications, pp.145-151.

* remember, when citing a book, only include the edition if it is NOT the first edition!

Harvard Reference List Citations for Chapters in Edited Books

When citing a chapter in an edited book, use the following format:

 Last name, First initial. (Year published). Chapter title. In: First initial. Last name,
ed., Book Title, 1st ed.* City: Publisher, Page(s).

 Bressler, L. (2010). My girl, Kylie. In: L. Matheson, ed., The Dogs That We Love, 1st
ed. Boston: Jacobson Ltd., pp. 78-92.

* When citing a chapter in an edited book, the edition is displayed, even when it is the first edition.

Harvard Reference List Citations for Multiple Works By The Same
Author

When there are multiple works by the same author, place the citations in order by year.
When sources are published in the same year, place them in alphabetical order by the title.

Example:

 Brown, D. (1998). Digital fortress. New York: St. Martin's Press.
 Brown, D. (2003). Deception point. New York: Atria Books.
 Brown, D. (2003). The Da Vinci code. New York: Doubleday.

Harvard Reference List Citations for Print Journal Articles

The standard structure of a print journal citation includes the following components:

 Last name, First initial. (Year published). Article title. Journal, Volume (Issue), Page(s).

Examples:

 Ross, N. (2015). On Truth Content and False Consciousness in Adorno’s Aesthetic
Theory. Philosophy Today, 59(2), pp. 269-290.

 Dismuke, C. and Egede, L. (2015). The Impact of Cognitive, Social and Physical
Limitations on Income in Community Dwelling Adults With Chronic Medical and Mental
Disorders. Global Journal of Health Science, 7(5), pp. 183-195.

Harvard Reference List Citations for Journal Articles Found on a
Database or on a Website
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When citing journal articles found on a database or through a website, include all of the
components found in a citation of a print journal, but also include the medium ([online]), the
website URL, and the date that the article was accessed.

Structure:

 Last name, First initial. (Year published). Article Title. Journal, [online] Volume(Issue),
pages. Available at: URL [Accessed Day Mo. Year].

Example:

 Raina, S. (2015). Establishing Correlation Between Genetics and
Nonresponse. Journal of Postgraduate Medicine, [online] Volume 61(2), p. 148.
Available at: http://www.proquest.com/products-services/ProQuest-Research-
Library.html [Accessed 8 Apr. 2015].

Harvard Reference List Citations for Print Newspaper Articles

When citing a newspaper, use the following structure:

 Last name, First initial. (Year published). Article title. Newspaper, Page(s).

Example:

 Weisman, J. (2015). Deal Reached on Fast-Track Authority for Obama on Trade
Accord. The New York Times, p.A1.

Harvard Reference List Citations for Newspaper Articles Found on
a Database or a Website

To cite a newspaper found either on a database or a website, use the following structure:

 Last name, First initial. (Year published). Article title. Newspaper, [online] pages.
Available at: url [Accessed Day Mo. Year].

Example:

 Harris, E. (2015). For Special-Needs Students, Custom Furniture Out of Schoolhouse
Scraps. New York Times, [online] p.A20. Available at: http://go.galegroup.com
[Accessed 17 Apr. 2015].

Harvard Reference List Citations for Print Magazines

When citing magazines, use the following structure:

 Last name, First initial. (Year published). Article title. Magazine, (Volume), Page(s).

Example:

 Davidson, J. (2008). Speak her language. Men’s Health, (23), pp.104-106.
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Harvard Reference List Citations for Websites

When citing a website, use the following structure:

 Last name, First initial (Year published). Page title. [online] Website name. Available
at: URL [Accessed Day Mo. Year].

When no author is listed, use the following structure:

 Website name, (Year published). Page title. [online] Available at: URL [Accessed Day
Mo. Year].

Example:

 Messer, L. (2015). 'Fancy Nancy' Optioned by Disney Junior. [online] ABC News.
Available at: http://abcnews.go.com/Entertainment/fancy-nancy-optioned-disney-
junior-2017/story?id=29942496#.VRWbWJwmbs0.twitter [Accessed 31 Mar. 2015].

 Mms.com, (2015). M&M'S Official Website. [online] Available at: http://www.mms.com/
[Accessed 20 Apr. 2015].

Harvard Reference List Citations for eBooks and PDFs

When citing eBooks and PDFs, include the edition, even if it’s the first edition, and follow it
with the type of resource in brackets (either [ebook] or [pdf]). Include the url at the end of the
citation with the date it was accessed in brackets.

Use the following structure:

 Last name, First initial. (Year published). Title. Edition. [format] City: Publisher,
page(s). Available at: URL [Accessed Day Mo. Year].

 Zusack, M. (2015). The Book Thief. 1st ed. [ebook] New York: Knopf. Available at:
http://ebooks.nypl.org/ [Accessed 20 Apr. 2015].

 Robin, J. (2014). A handbook for professional learning: research, resources, and
strategies for implementation. 1st ed. [pdf] New York: NYC Department of Education.
Available at http://schools.nyc.gov/ [Accessed 14 Apr. 2015].

Harvard Reference List Citations for Archive Material

Archival materials are information sources that are used to provide evidence of past events.
Archival materials are generally collected and housed by organizations, such as universities,
libraries, repositories, or historical societies. Examples can include manuscripts, letters,
diaries, or any other artifact that the organization decides to collect and house.

The structure for archival materials includes:

 Last name, First initial. (Year published). Title of the material. [format] Name of the
university, library, organization, Collection name, code, or number. City.

Examples:
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 Pearson, J. (1962). Letter to James Martin. [letter] The Jackson Historical Society,
Civil Rights Collection. Jackson.

 Marshall, S. and Peete, L. (1882). Events Along the Canal. [program] Afton Library,
Yardley History. Yardley.

Harvard Reference List Citations for Artwork

To cite artwork, use the following structure:

 Last name, First initial. (Year created). Title. [Medium]. City that the artwork is/was
displayed in: Gallery or Museum.

Example:

 Gilbert, S. (1795-1796). George Washington. [Oil on canvas] New York: The Frick
Collection.

 Jensen, L., Walters, P. and Walsh, Q. (1994). Faces in the Night. [Paint Mural]
Trenton: The Trenton Free Library.

Harvard Reference List Citations for Blogs

Blogs are regularly updated webpages that are generally run by an individual.

When citing a blog post, use the following format:

 Last name, First initial. (Year published). Post title. [Blog] Blog name. Available at:
URL [Accessed Day Mo. Year].

Example:

 Cohen, M. (2013). Re-election Is Likely for McConnell, but Not Guaranteed. [Blog]
FiveThirtyEight. Available at: http://fivethirtyeight.blogs.nytimes.com/2013/07/01/re-
election-is-likely-for-mcconnell-but-not-guaranteed/ [Accessed 4 Apr. 2015].

Harvard Reference List Citations for Broadcasts

To cite a radio or tv broadcast, use the following structure:

 Series title, (Year published). [Type of Programme] Channel number: Broadcaster.

Examples:

 Modern Family, (2010). [TV programme] 6: Abc.
 The Preston and Steve Morning Show (2012). [Radio Programme] 93.3: WMMR.

Harvard Reference List Citations for Conference Proceedings

Conference proceedings are academic papers or presentations that are created or used for
the purpose of a meeting or conference.



51 Australian College of Equine Podiotherapy – SMS/Forms/VCID.SMS.04
Issued: 01/2020.v6; 08/2020.v11

Use the following structure to cite a conference proceeding:

If published online:

 Last name, First initial. (Conference Year). Title of Paper or Proceedings. In: Name or
Title of Conference. [online] City: Publisher of the Proceedings, pages. Available at:
URL [Accessed Day Mo. Year].

If not published online:

 Last name, First initial. (Conference Year). Title of Paper or Proceedings. In: Name or
Title of Conference. City: Publisher of the Proceedings, pages.

Examples:

 Palmer, L., Gover, E. and Doublet, K. (2013). Advocating for Your Tech Program.
In: National Conference for Technology Teachers. [online] New York: NCTT, pp. 33-
34. Available at: http://www.nctt.com/2013conference/advocatingforyourtechprogram/
[Accessed 11 Jan. 2014].

 Fox, R. (2014). Technological Advances in Banking. In: American Finance Association
Northeast Regional Conference. Hartford: AFA, p. 24.

Harvard Reference List Citations for Court Cases

To cite a court case, use the following format:

 Case name [Year published]Report abbreviation Volume number (Name or
abbreviation of court); First page of court case.

Example:

 Young v. United Parcel Service, Inc. [2015]12-1226 (Supreme Court of the United
States); 1.

Harvard Reference List Citations for Dictionary Entry

When citing a dictionary entry in print, use the following structure:

 Last name, First initial. (Year published). Entry title. In: Dictionary Title, Edition. City:
Publisher, page.

When citing a dictionary entry found online, use the following structure:

 Last name, First initial. (Year published). Entry title. In: Dictionary Title, Edition. City:
Publisher, page. Available at: URL [Accessed Day Mo. Year].

**If no author/editor/or contributor is given, omit it from the citation.
**If the publishing year is unavailable, use the abbreviation n.d., which stands for no date

Examples:
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 Sporadic (1993). In: Webstin Dictionary, 8th ed. New York: Webstin LLC, page 223.
 Reference. (n.d.) In: Merriam-Webster [online] Springfield: Merriam-Webster, Inc.

Available at: http://www.merriam-webster.com/dictionary/reference [Accessed 12 Dec.
2014].

Harvard Reference List Citations for Dissertations

A dissertation is a lengthy paper or project, generally created as a requirement to obtain a
doctoral degree.

Use the following structure to create a citation for a dissertation:

 Last name, First initial. (Year published). Dissertation title. Academic Level of the
Author. Name of University, College, or Institution.

Example:

 Shaver, W. (2013). Effects of Remediation on High-Stakes Standardized Testing.
PhD. Yeshiva University.

Harvard Reference List Citations for DVD, Video, and Film

When citing a DVD, Video, or Film, use the following format:

 Film title. (Year published). [Format] Place of origin: Film maker.

**The place of origin refers to the place where the dvd, film, or video was made. Eg:
Hollywood
**The film maker can be the director, studio, or main producer.

Example:

 Girls Just Want To Have Fun. (1985). [film] Chicago: Alan Metter.

Harvard Reference List Citations for Emails

Email citations use the following format:

 Sender’s Last name, First initial. (Year published). Subject Line of Email. [email].

Example:

 Niles, A. (2013). Update on my health. [email].

Harvard Reference List Citations for Print Encyclopedia Articles

An encyclopedia is a book, or set of books, used to find information on a variety of subjects.
Most encyclopedias are organized in alphabetical order.
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Use this format to cite an encyclopedia:

 Last name, First initial. (Year published). Article title. In: Encyclopedia title, Edition.
City published: Publisher, page(s).

Example:

 Harding, E. (2010). Anteaters. In: The International Encyclopedia of Animals, 3rd ed.
New York: Reference World, p. 39.

Harvard Reference List Citations for Government Publications

Government publications consist of documents that are issued by local, state, or federal
governments, offices, or subdivisions.

Use the following format to cite the government publications:

 Government Agency OR Last name, First Initial., (Year published). Title of Document
or Article. City published: Publisher, Page(s).

Examples:

 Pennsylvania Department of Transportation, (2012). BicyclePA Routes. Harrisburg:
PENNDOT, p.1.

Harvard Reference List Citations for Interviews

When citing an interview, use the following format:

 Last name of Interviewer, First initial. and Last name of Interviewee, First initial. (Year
of Interview). Title or Description of Interview.

Example

 Booker, C. and Lopez, J. (2014). Getting to know J. Lo.

Harvard Reference List Citations for Music or Recordings

To cite a music piece or recording, use the following format:

 Performer or Writer’s Last name, First initial. (Year published). Recording title.
[Medium] City published: Music Label.

When citing a music piece or recording found online, use the following structure:

 Performer or Writer’s Last name, First initial. (Year published). Recording title. [Online]
City published: Music Label. Available at: URL [Accessed Day Mo. Year].

Examples:
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 Jackson, M. (1982). Thriller. [CD] West Hollywood: Epic.
 Kaskade, (2015). Never Sleep Alone. [Online] Burbank: Warner Bros/Arkade.

Available at: https://soundcloud.com/kaskade/kaskade-never-sleep-alone [Accessed 7
Apr. 2015].

Harvard Reference List Citations for Online Images or Videos

To cite an image or video found electronically, use the following structure:

 Last name, First initial. OR Corporate Author. (Year published). Title/description.
[format] Available at: URL [Accessed Day Mo. Year].

Examples:

 Williams, A. (2013). DJ Gear. [image] Available at: https://flic.kr/p/fbPZyV [Accessed 8
Apr. 2015].

 7UP (2015). 7UP Team Up Tiesto. [video]. Available at:
https://youtu.be/TMZqgEgy_Xg [Accessed 8 Apr. 2015].

Harvard Reference List Citations for Patents

When citing patents, use the following structure:

 Last name, First initial. OR Corporate Author (Year published). Title or Description of
Patent. Patent number.

**It should be noted that even if the information is found online, no online information needs
to be included.

Example:

 Masuyama, T., Suzuki, M. and Fujimoto, H. (1993). Structure for securing batteries
used in an electric vehicle. 5,392,873.

Harvard Reference List Citations for Podcasts

When citing a podcast, use the following format:

 Last name, First initial. OR Corporate Author (Year published) Episode title. [podcast].
Podcast title. Available at: URL [Accessed Day Mo. Year].

Example:

 Provenzano, N. (2012). #NerdyCast Episode 5. [podcast]. #NerdyCast. Available at:
https://itunes.apple.com/us/podcast/nerdycast/id514797904?mt=2 [Accessed 14 Dec.
2014].

Harvard Reference List Citations for Presentations and Lectures

To cite a presentation or lecture, use the following structure:
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 Last name, First initial. (Year) Presentation Title.

Example:

 Valenza, J. (2014). Librarians and Social Capital.

Harvard Reference List Citations for Press Releases

When citing a press release in print, use the following format:

 Corporate Author, (Year published). Title.

If found online, use the following format:

 Corporate Author, (Year published). Title. [online] Available at: URL [Accessed Day
Mo. Year].

Examples:

 Imagine Easy Solutions, (2015). ResearchReady Jr. Now Available For Elementary
Age Students.

 EBSCO, (2014). EBSCO adds EasyBib Citation Integration. [online] Available at:
http://campustechnology.com [Accessed 11 Jan. 2015].

Harvard Reference List Citations for Religious Texts

To cite any type of religious text, such as the Bible, Torah, Quran, use the following format:

 Title (Year published). City published: Publisher, pages used.

Example:

 New American Standard Bible, (1998). Anaheim: Foundation Publications, Inc,
pp.332-340.

Harvard Reference List Citations for Reports

When citing a report, use the following format:

 Last name, First Initial. OR Corporate Author (Year published). Title. [online] City
published: Publisher, Pages used. Available at: URL [Accessed Day Mo. Year].

Example:

 Certify, (2015). First Quarter, 2015 Business Expense Trends. [online] Portland:
Certify, p.2. Available at: http://www.certify.com/CertifySpendSmartReport.aspx
[Accessed 8 Apr. 2015].

Harvard Reference List Citations for Software
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When citing software, use the following format:

 Title or Name of Software. (Year Published). Place or city where the software was
written: Company or publisher.

Example:

 Espanol. (2010). Arlington: Rosetta Stone.

Harvard In-Text Citations Overview
Students use in-text citations to indicate the specific parts of their paper that were
paraphrased or quoted directly from a source.

Each in-text citation generally displays the last name of the author and the year the source
was published.

The in-text citation is usually located at the end of the quoted or paraphrased sentence.

In-Text Citations for One Author

The author’s last name and the year that the source was published are placed in the
parentheses.

Example:

 Gatsby’s infatuation with Daisy is often revealed in the story, often in simple phrases
such as, “... he turned toward her with a rush of emotion” (Fitzgerald, 2004).

If the author’s name is already used in the body of the text, then students should exclude it
from the in-text citation.

Example:

 Fitzgerald’s use of “old sport” throughout the novel suggests that Gatsby considered
Nick Carraway a close friend (2004).

In-Text Citations for Two or Three Authors

When a source has two authors, place both authors’ names in the order in which they
appear on the source, with the word and separating them.

Examples:

 “A range of values can express emotion, too. Stark, high-contrast drawings may carry
a strong emotional charge” (Lazzari and Schleiser, 2011).

 “Rather than constantly seeking approval from others, try to seek approval from the
person who matters the most - yourself” (Bardes, Shelley and Schmidt, 2011).
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In-Text Citations for Four or More Authors

Only use the first listed author’s name in the in-text citation, followed by “et al.” and the
publishing year.

Example:

 It can be said that “knowledge of the stages of growth and development helps predict
the patient’s response to the present illness or the threat of future illness” (Potter et al.,
2013).

Example:

 Potter et al. (2013) go on to explain that “among the most Catholic Filipinos, parents
keep the newborn inside the home until after the baptism to ensure the baby’s health
and protection.”

In-Text Citations for Corporate Authors

Use the name of the organization in place of the author.

Example:

 “Dr. Scharschmidt completed her residency in 2012, joined the Leaders Society in
2013, and became a new volunteer this year to encourage other young dermatologists
in her area to join her in leadership giving” (Dermatology Foundation, 2014).

If the name of the organization is used in the text, place only the year in parentheses.

Example:

 The Dermatology Foundation (2013) stated in their report that “industry also played an
important role in the success of the highly rated annual DF Clinical Symposia—
Advances in Dermatology.”

In-Text Citations for No Author

When an author’s name cannot be found, place the title of the text in the parentheses,
followed by the publishing year.
Example:

 Lisa wasn’t scared, she was simply shocked and caught off guard to notice her father
in such a peculiar place (Lost Spaces, 2014).



In-Text Citations With No Date
When a date is not included in a source, simply omit that information from the in-text citation.
Example:

 “Her hair was the color of lilac blossoms, while a peculiar color, it fit her quite well”
(Montalvo)
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APPENDIX E - STUDENT WORKPLACE LOGBOOK
WORK PLACE LOG BOOK

eg. Attending events, trimming, teaching, self study, work experience.

Date Start Finish Issues / topics / tasks Hours worked
(not including

breaks)

Student

Signature /
initials

Supervisor
signature /

initials


