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HIGHWAY TRUCK TRAINING 

Learner Information 
Code of Practice – Terms & Conditions 

 

 
Code of Practice Purpose 
HTT is committed to safeguarding the interests and welfare of all learners. This Code of Practice explains the 
standards of service you can expect from us and how we support you during your training. We aim to provide 
high-quality driver training in Western Australia and ensure every learner receives fair, safe and supportive 
training and assessment. 
 
This Code of Practice provides learners with clear and accurate information about HTT, the driver training 
courses we offer, and the support available during your learning journey. Its purpose is to help you understand 
your rights, responsibilities and what you can expect from us.  
HTT aims to ensure every learner receives high-quality driver training in Western Australia in a supportive and 
safe learning environment. 
 
This Code of Practice provides learner-facing information only. Where there is any inconsistency between this 
document and HTT’s formal governance policies, procedures or approved forms, the relevant HTT document 
will prevail. 
 
HTT is approved to deliver the following nationally recognised units of competency: 

➢ TLIC3004 – Drive heavy rigid vehicle 
➢ TLIC3005 – Drive heavy combination vehicle 
➢ TLIC4006 – Drive multi-combination vehicle 

A copy of this Code of Practice is included in the Learner Information Pack and is available at reception or on 
request. 
 
 
Course Information 
Before enrolling, learners receive a Learner Information and Enrolment Brochure that provides clear 
information about the course, entry requirements, fees, training arrangements and what to expect. This 
information is intended to support learners to make an informed decision about whether the course is 
suitable for their needs. 
All learners have the right to receive accurate, current and easy-to-understand information about HTT’s 
training programs prior to enrolment. 
 
Course Pre-requisites 
Each course has specific pre-requisites, which are outlined in the relevant Learner Information and 
Enrolment Brochure for that course. These requirements are also explained during the initial point of contact 
to ensure learners understand what is required before enrolling. 
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Training & Assessment Delivery 
HTT provides one-on-one driver training using current learning materials and industry-relevant training 
practices. Training is designed to help you build the skills and knowledge required to operate your vehicle 
safely and competently. 
Training and assessment are delivered in accordance with the requirements of the TLI Transport and Logistics 
Training Package and the standards set for each unit of competency on HTT’s scope of registration. 
 
 
During your course, your competency will be assessed using a combination of methods, which may include: 

➢ Theory assessment to confirm required knowledge (knowledge questions and permit application, 
where required) 

➢ Practical assessment covering pre-operational checks, vehicle inspections, fault-finding, 
coupling/uncoupling (where applicable), and on-road driving assessments 

➢ Verbal questions during training to confirm your understanding 
When all assessment requirements are met and you are deemed competent, HTT will issue you with a 
Statement of Attainment (SOA) for the completed unit in accordance with regulatory requirements. 
 
Successful completion of the course may make you eligible to undertake the Department of Transport (DoT) 
Practical Driving Assessment (PDA). The PDA uses DoT-specific assessment criteria. All learners must pass a 
DoT eyesight test at the start of training, and anyone who normally uses glasses or contact lenses must wear 
them during the assessment. 
 
 
Steps on How to Receive the Truck Licence 
 
Step 1 – Complete Your Course 
After successfully completing your course, HTT will issue you a Statement of Attainment (SOA). 
You must have this SOA before you can sit the Department of Transport (DoT) Practical Driving Assessment 
(PDA). 
The PDA will be conducted at the HTT venue by a DoT-approved assessor once your SOA has been sighted. 
 
Step 2 – Complete the PDA 
If you meet all DoT requirements during the PDA, you will be issued with: 
• your PDA result sheet, and 
• your Eyesight Test result. 
 
Step 3 – Attend a DoT Licensing Centre 
To obtain your licence, you must take the three required documents to a DoT licensing centre: 

1. Statement of Attainment (SOA) 
2. PDA Result Sheet 
3. Eyesight Test 

DoT will not process your licence unless all three documents are provided. 
 
Additional fees may apply as determined by the Department of Transport DoT. 
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Training and Assessing Staff 
HTT ensures all training and assessment is delivered by appropriately qualified and authorised trainers who 

meet current national requirements for vocational education and heavy vehicle instruction.. 

➢ Training and assessment is delivered by trainers who hold the TAE40122 Certificate IV in Training 
and Assessment, or an approved trainer and/or assessor skill set, in line with current regulatory 
requirements. 

➢ Practical driving assessments are conducted by a Department of Transport (DoT)–approved Driving 
Assessor, holding the required authorisation. 

➢ Our trainers and assessors have relevant industry experience in the transport and heavy vehicle 
sector and maintain current vocational and industry knowledge. 

 
 

Flexible Learning  
 
Flexible Learning and Learners Support 
HTT aims to support learners with different backgrounds, needs and learning styles. Before training begins,  
 
HTT may discuss your goals, previous experience and any support needs to help ensure the course is suitable 
for you and that you understand what the training involves. Where appropriate, HTT may invite you to 
attend a short pre-course discussion with a trainer to confirm course suitability, discuss any support needs 
and ensure you are prepared for the training. 
 

➢ Language, Literacy and Numeracy (LLN) Support 
HTT recognises that learners have different levels of language, literacy and numeracy skills. If you require 
additional support, please advise us on your Enrolment Form or by speaking with an HTT staff member. 
Reasonable adjustments may be considered, such as additional explanation or extra time to understand 
instructions, where this does not compromise safety, licensing or assessment requirements. 
Where a learner requires specialised LLN support beyond what HTT can reasonably provide, external 
support services may be recommended, as HTT does not deliver formal LLN training. 

➢ Adjustments to Training and Assessment 
Where appropriate, aspects of the training or assessment process may be adjusted to support learner 
participation. Any adjustments will be applied in accordance with safety, regulatory, licensing and 
assessment requirements. 

➢ Additional Training Opportunities 
If you are not yet competent after completing your training, HTT may recommend additional training 
opportunities to support skill development and confidence building.. 
 

 
Enrolment & Learners Induction  
Once a learner has decided to enrol in training with HTT, they will receive a Learner Information Pack 
containing important details about the course, including any pre-course requirements, learning materials and 
instructions. Learners are encouraged to read this information carefully to ensure they are prepared for 
training. 
 
To enrol, learners must complete the Enrolment Form in full. Enrolment is confirmed once HTT has received 
the completed form and the required deposit, in accordance with HTT’s Fees and Refund Policy, to secure 
the booking. The Learner Information Pack will include the Learning Guide, Theory Assessment (where 
applicable) and clear instructions outlining what must be completed before the scheduled training or 
assessment date. 
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On the first day of training, learners will participate in an induction to ensure they are familiar with the 
vehicle, safety requirements and any site-specific rules. Learners are encouraged to ask questions at any time 
during training to support understanding and confidence. 
 

Facilities / Resources  
Our training venues have the capacity to deliver all programs on offer and are fully equipped with industry 
current resources. Our vehicles are safe, well maintained and risk assessed on a regular basis.  
 
Fees & Charges  
A deposit is required at the time of booking, with the remaining balance payable on the day of your course, 
in accordance with HTT’s current fee schedule. 
 
Our fees include access to training materials, theory and practical assessments, and your Statement of 
Attainment (SOA) upon successful completion. 
If HTT is unable to provide the training and assessment services you have paid for, a refund will be issued in 
line with the Refund Policy. 
 
Please note that fees do not include any Department of Transport (DoT) charges, such as the cost to obtain a 
Learner’s Permit or to upgrade a WA Driver’s Licence. 
 
Refunds, Cancellations and Transfer of Date  
Once a learner has commenced training or assessment, refunds are not available, except where required 
under the Refund Policy. 
 
If you wish to cancel your enrolment, you must notify HTT at least seven (7) working days prior to the course 
commencement date. Where cancellation is received within this timeframe, fees and deposits paid in 
advance will be refunded less an administration fee ($150) , as outlined in the Refund Policy. 
 
Refunds are not available when cancellations occur less than seven (7) working days prior to course 
commencement. Changing gearbox types after training has begun (for example, from non-synchromesh to 
synchromesh or automatic) does not qualify for a refund or fee adjustment. 
 
 
Extenuating circumstances:  
Refund requests outside the standard timeframes may be considered where a learner experiences exceptional 
or extenuating circumstances. Each request is assessed on a case-by-case basis in line with HTT’s Refund Policy. 
Extenuating circumstances may include, but are not limited to: 
• serious illness, accident or disability 
• death of an immediate family member (parent, sibling, spouse or child) 
• death of the learner 
• political or civil unrest 
• natural disaster 
Any refund approved under extenuating circumstances is subject to management review and approval in 
accordance with HTT’s governance arrangements. 
 
Further details regarding refunds are detailed in the RTOs Refund Policy. 
 
Non-refundable situations 
Fees are not refundable in the following circumstances: 

➢ Fees are not refundable if a learner does not achieve competency after assessment. 
➢ Fees are not refundable for learners removed from training due to misconduct, including disciplinary, 

drug or alcohol-related issues. 
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Cooling off Period 
A five (5) day cooling-off period applies to all enrolments. This cooling-off period is waived once training has 
commenced, as the learner is considered to have entered into a service agreement for the provision of 
training and assessment services. 
 
Assessment Only  
HTT may offer an Assessment Only pathway as part of Recognition of Prior Learning (RPL) where appropriate 
and where assessment-only delivery is permitted under the relevant training product. Assessment Only 
means the learner undertakes the required knowledge (theory) assessment and practical assessment without 
structured training delivery beforehand. 
 
For licence-linked heavy vehicle units, Assessment Only does not remove, reduce or bypass any assessment, 
safety, regulatory or licensing authority requirements. Learners must still complete all required theory and 
practical assessments and meet all unit, safety and regulatory requirements. 

HTT will confirm the learner’s suitability for an Assessment Only pathway, ensure the learner is fully 
informed of assessment requirements and performance standards prior to assessment commencing, and 
apply any refund or credit decisions in accordance with HTT’s Refund Policy and enrolment conditions. 

National Recognition (Credit Transfer) 
HTT recognises qualifications and Statements of Attainment (SOA) issued by any Australian Registered 
Training Organisation (RTO) in accordance with national recognition requirements. 
Learners who provide a valid and verified SOA for the relevant unit or vehicle class will not be required to 
repeat equivalent training or assessment and may be eligible to proceed directly to the Department of 
Transport (DoT) Practical Driving Assessment (PDA), where applicable and permitted by licensing 
requirements. 
 
All SOAs must meet AQF and training package requirements and be verified by HTT prior to credit transfer 
being granted. 
 
 
Unique Student Identifier (USI) 
From 1 January 2015, every person undertaking nationally recognised training in Australia must have a 
Unique Student Identifier (USI). A USI creates an online record of all nationally recognised training and 
results completed by the learner. 
 
HTT cannot issue a Statement of Attainment unless a valid USI has been provided and verified. 
Learners may choose to create their own USI before enrolment or provide consent for HTT to create a USI on 
their behalf. 
 
To create a USI, learners can visit www.usi.gov.au and select Create USI. Learners must provide personal 
details and approved identification (a driver’s licence is recommended). Once issued, the USI remains with 
the learner for life and must be provided to each training organisation at enrolment. 
Where HTT is authorised to create a USI on a learner’s behalf, the learner must complete the USI permission 
section of the Enrolment Form. HTT will record the USI in the learner management system and handle it in 
accordance with privacy and confidentiality requirements. 
 
  

http://www.usi.gov.au/
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Disciplinary Policy  
HTT is committed to providing a safe, respectful and supportive learning environment. Learners are expected 
to behave in a manner that does not disrupt training, place others at risk, or interfere with the learning of 
others. Behaviour that is unsafe, inappropriate or disruptive will not be tolerated. 

If a learner displays behaviour that gives a Trainer/Assessor reasonable grounds to believe the learner is 
under the influence of drugs or alcohol or is acting in a way that poses a safety risk, the Trainer/Assessor 
has the authority to immediately stop the learner from continuing training or assessment. 

Any learner removed from training for disciplinary reasons is not entitled to a refund. 
HTT enforces a strict zero-tolerance policy for drugs and alcohol for both learners and staff. 
Learners have the right to submit a formal complaint if they disagree with a disciplinary decision. Information 
about complaints and appeals can be found in HTT’s Complaints and Appeals Policy. 

Unacceptable behaviour may include, but is not limited to: 

➢ continuous interruption of the Trainer/Assessor 
➢ disrespectful behaviour toward other learners or staff 
➢ attending HTT under the influence of drugs or alcohol 
➢ using offensive, discriminatory or abusive language 
➢ sexual harassment or inappropriate physical contact 
➢ acting in an unsafe manner that endangers themselves or others 
➢ smoking in non-smoking areas 
➢ repeated lateness or absence during scheduled training 

 

HTT supports reasonable decisions made by Trainers and Assessors in accordance with HTT policies, safety 
requirements and regulatory obligations in the enforcement of this Disciplinary Policy. 

 
Complaints and Appeals 
HTT is committed to ensuring that complaints and appeals are managed fairly, promptly and without 
disadvantage to the learner. If at any time during the course a learner is dissatisfied with any aspect of the 
service provided, they are encouraged to raise the issue with a member of HTT staff so it can be addressed as 
early as possible. 
 
Where appropriate, HTT will seek to resolve concerns informally. Learners also have the right to lodge a formal 
complaint or appeal at any stage. 
Information about how to lodge a complaint or appeal, including timeframes and review arrangements, is 
outlined in HTT’s Complaints and Appeals Policy, which is available on request or via the Learner Information 
Pack. 
 
Appeal on Assessment  
HTT ensures learners have access to an assessment appeals process that is fair, timely and documented. 
Assessment appeals are managed in accordance with HTT’s Complaints and Appeals Policy, including the 
lodgement pathway, review arrangements, decision making, recordkeeping and communication of outcomes 
within required timeframes. 
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Privacy and Personal Information 
HTT is committed to protecting the privacy of learners and handling personal information in accordance with 
the Privacy Act 1988 (Cth) and the Australian Privacy Principles (APPs). 
 
Personal information refers to information that can identify an individual and may include contact details, date 
of birth, employment information and training records. As a Registered Training Organisation, HTT is required 
to collect and report certain information to regulatory and government bodies, including the Training 
Accreditation Council (TAC), the National Centre for Vocational Education Research (NCVER) and the 
Department of Transport (DoT). 
This information may include, where applicable: 

• Unique Student Identifier (USI) 
• language spoken at home and English proficiency 
• Aboriginal and Torres Strait Islander status 
• highest level of schooling completed 
• employment status 
• reasons for undertaking the course 

 
HTT only collects personal information that is necessary for enrolment, licensing and regulatory reporting 
requirements. Personal information is used and disclosed only for lawful purposes and in accordance with the 
Privacy Notice provided at enrolment. 
 
Further details about how HTT collects, stores, uses and protects personal information are outlined in the 
Privacy & Confidentiality Policy. 
 
 
Access & Equity 
HTT is committed to providing equitable access to training and assessment and supporting learners to 
participate successfully in their training. Learners have the right to receive fair treatment, clear information 
and appropriate support in line with this Code of Practice. 
 
Learners are encouraged to identify any barriers to learning during enrolment so that reasonable adjustments 
can be considered where appropriate. Adjustments will always align with assessment, safety and licensing 
requirements. 
 
Learners who experience language barriers may request to use an interpreter during training activities only. 
Interpreters cannot be used during summative assessment, as assessments must be conducted independently. 
Interpreters are arranged and paid for by the learner. Where appropriate, HTT may also refer learners to 
external support services. 

HTT is committed to maintaining a safe, inclusive and respectful learning environment. Discrimination, 
harassment or unfair treatment is not tolerated, and all learners have the right to participate in training 
regardless of cultural background, gender, sexuality, disability, age or personal circumstances. 
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Welfare and Guidance Support Services  
HTT recognises that the quality of training and assessment is supported by effective learner and staff 
welfare. HTT is committed to providing access to the following support options where appropriate: 

➢ Educational, vocational and personal counselling referrals 
➢ Flexible payment options (where possible) 
➢ Information related to WHS, equal opportunity and anti-discrimination requirements 
➢ Referral information for external organisations that provide specialised support services 

Learners who require support are encouraged to speak with HTT staff so that appropriate assistance or 
referral options can be provided. 

Work Health and Safety (WHS) Requirements 
HTT has a dedicated Work Health and Safety (WHS) Representative (HTT Director) who ensures compliance 
with the Work Health and Safety Act 2020 (WA) and the WHS (General) Regulations 2022. Regular 
workplace inspections are conducted, and any hazards, incidents or accidents are reported, recorded and 
addressed to prevent recurrence. 
 
Smoking is not permitted within 5 metres of office or lunchroom entrances, inside vehicles, or outside 
designated smoking areas of the training facility. 
 
Dress 
Learners must wear enclosed safety footwear when attending training. During warmer months, learners are 
encouraged to bring a hat, sunscreen and water to reduce the risk of heat-related illness. 
 
Learner Records & Replacement of Records 
HTT maintains learner records and provides access to those records in accordance with its Records 
Management Policy and applicable regulatory requirements. Requests for access to learner records are 
managed by the RTO Manager (or delegate) and responded to within a reasonable timeframe. Original 
records remain under HTT control and are not removed from HTT custody. 

Archived records may require additional retrieval time. Requests for replacement certification (including 
reprints of Statements of Attainment) are processed in accordance with HTT’s Records Management 
arrangements and the current Schedule of Fees, including any applicable reissue fee. 
 
Guarantee 
If significant changes affect HTT’s ability to continue operating as a Registered Training Organisation, HTT will 
ensure that learners who are currently enrolled are supported to complete their training and assessment. 
This may include completing training with HTT (where possible) or being transferred to another suitable RTO 
at no additional cost to the learner. 
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Legislative Compliance  
HTT is an RTO and a registered business and must comply with relevant Commonwealth and Western 
Australian legislation and regulations. HTT maintains a Legislation Policy and Legislation Log to ensure all 
applicable laws are monitored and reviewed, and that business practices remain compliant.  
Legislation applicable to HTT includes, but is not limited to: 

➢ Vocational Education and Training Act 1996 (WA) 
➢ Standards for Registered Training Organisations 2025 (Cth) 
➢ VET Data Streamlining Act 2024 (Cth) 
➢ Data Provision Requirements 2020 (Cth) 
➢ Motor Vehicle Drivers Instructors Act 1963 (WA) 
➢ Road Traffic Act 1974 (WA) 
➢ Road Traffic (Vehicles) Act 2012 (WA) 
➢ Road Traffic (Vehicles) Regulations 2014 (WA) 
➢ Work Health and Safety Act 2020 (WA) 
➢ Work Health and Safety (General) Regulations 2022 (WA) 
➢ Privacy Act 1988 (Cth) 
➢ Student Identifiers Act 2014 (Cth) 
➢ Equal Opportunity Act 1984 (WA) 
➢ Racial Discrimination Act 1975 (Cth) 
➢ Sex Discrimination Act 1984 (Cth) 
➢ Disability Discrimination Act 1992 (Cth) 
➢ Fair Work Act 2009 (Cth) 

Policies  

HTT maintains a range of policies that support quality training and assessment. Learners may request access 

to policies that relate directly to their rights, safety and participation in training, such as the Complaints & 

Appeals Policy, Refund Policy and Reasonable Adjustment Policy. 

Internal governance and compliance policies are maintained by HTT to support regulatory requirements and 
demonstrate compliance to auditors and regulators. 
 
Educational Standards  
HTT is a nationally recognised Registered Training Organisation (RTO) and delivers training and assessment in 
accordance with the Standards for Registered Training Organisations (RTOs) 2025, as administered by the 
Training Accreditation Council (TAC) in Western Australia. 
 
Training is delivered using industry-current resources, equipment and methodologies to ensure learners 
develop the required knowledge and skills. All trainers and assessors hold the required credential under the 
2025 Standards (either the Certificate IV in Training and Assessment or the approved trainer/assessor skill 
set) and are approved by the Department of Transport (DoT). HTT maintains a supportive learning 
environment that promotes learner success 
 
Results, Resits & Re-Assessments  
HTT allows learners to defer reassessment for up to three months in accordance with HTT’s Re-Assessment 
Policy. 
Competent on the day:  
Learners deemed competent, are awarded a nationally recognised Statement of Attainment that provides 
details of the unit of competency.  
Not Yet Competent: 
Learners who are not yet competent are encouraged to undertake additional training. HTT allows learners to 
defer reassessment at no additional cost for up to three months. HTT recommends a minimum of two hours 
of additional driving instruction prior to reassessment, although individual needs may vary. 
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Improvements 
HTT is committed to continuous improvement and regularly reviews its systems, resources and programs to 
ensure training and assessment remain effective and responsive to learner needs. Feedback from learners, 
staff and industry informs improvement activities, which are recorded in HTT’s Continuous Improvement 
Register. 
 
Marketing  
HTT markets training products only within its approved scope of registration. All marketing information is 
accurate, factual and consistent with HTT’s obligations under the TAC Registration Standards 2025. HTT does 
not use misleading statements or comparisons. 
 
Guarantee  
HTT maintains a learner protection approach to support currently enrolled learners to complete their 
training and assessment if significant changes affect HTT’s ability to continue operating as an RTO. Where 
required, this may include completion with HTT where possible, transfer to another suitable RTO, or refunds 
as applicable, in accordance with HTT’s Refund Policy. 
 
Reasonable Adjustment  
HTT provides reasonable adjustment in learning and assessment to support equitable access for learners 
with disabilities or learning needs, while ensuring assessment outcomes remain valid. Learners are 
encouraged to disclose any relevant conditions on the Enrolment Form so appropriate support can be 
discussed before training begins. 
 
HTT provides clear pre-enrolment information through a suite of learner-facing documents, including the 
Learner Information Pack, Learner Terms and Conditions, and this Code of Practice, to support informed 
decision-making prior to enrolment.. 
 
Support Services  
Learners may contact HTT at any time for assistance with enrolment, course information, training 
arrangements or access and participation needs via email (contact@highwaytrucktraining.com.au ) or phone 
(0416 480 929) during business hours. 
If assistance relates to course content, a trainer/assessor will contact the learner at a mutually suitable time. 

mailto:admin@highwaytrucktraining.com.au

