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Thank you for choosing TriEx as your First Aid provider.  We hope that you find this course a pleasant and user-friendly experience.

Enclosed in this pack you will find all the information that is required to attend our courses.  Please take the time to read this information as you will see what is required to bring with you and what will be expected of you.

Occupational Health and Safety:

TriEx strives to provide for you a safe and healthy environment for you to learn in.  To achieve this environment we ask you to consider your own safety when on the course.

Sensitive Information:

TriEx run courses that may have certain information involved in them that could upset some people.  Before showing any graphic images or discussing any graphic information the course Instructor will issue a warning of content.  If for any reason a student feels that they cannot see or listen to information, please talk to the instructor in confidence, who will take appropriate measures.  No student will be penalised for not viewing graphic images.  If for any reason a student feels faint or uncomfortable during the course please inform the Instructor.

Special Requirements:

TriEx run courses that have a strong practical element to them.  In order to successfully complete the course, the student must complete all practical assessments including the CPR session.  If a course member has any problems regarding the practical assessments or other issues that may be cause for concern please contact TriEx prior to registration.  Course participants that have requirements that may cause a change in the teaching practise are to call TriEx prior to course commencement so adjustments may be made.

Course Assessment:

Assessments are carried out during all of TriEx courses.  The assessment process takes many forms including peer assessment and Instructor assessments.  To complete the course and receive a certificate, a course participant must successfully complete all of the written and practical assessments.

NZQA and Unit Standards:

(To be completed when information is available)

Recognition of Prior Learning:

TriEx will recognise prior learning and on verification of previous achievement, will amend the course to take into consideration the units already achieved. To apply for prior learning recognition please contact the Operations Manager, Rachel Acutt.

Course Certificate:

Each course participant that successfully completes the requirements for the course will receive, at the end, a TriEx Certificate.

Appeal Process:

TriEx has an appeal procedure in place for all course participants.  Participants may appeal any decision by putting the appeal in writing and sending it to:

The Operations Manager

TriEx Health Safety and Wellness Limited

PO Box 9225

Tower Junction 

Christchurch

The Operations Manager will investigate the assessment procedure to ensure it was fair, valid and consistent and make a decision that is binding.

Course Attendance:

The courses that are run by TriEx can vary in length.  It is important for a course participant to complete all aspects of the course and attend every session to gain a pass.  The course Instructor must be able to assess that the student has competency in all areas of the course to grant a first aid certificate.

Complaints:

Any course participants that wish to lodge a complaint may do so in writing to either:

The Operations Manager

TriEx Health Safety and Wellness Limited

PO Box 9225

Tower Junction 

Christchurch

TriEx will investigate all complaints lodged in complete confidence, with any findings or outcomes being passed back to the complainant.

Course participants also have the right to write a complaint to NZQA if they think that any issues with unit standards and the way they are being taught breech NZQA protocol.

NZQA

PO Box 160

Wellington

Ph 04-802-3000

Materials and Equipment:

Everything that is required by course participants is available through TriEx.  The only thing that may be brought to the course is a pen and writing paper for note taking.  TriEx has on offer select items for purchase if a course member wishes to do so.

Dress:

TriEx courses require some practical applications to some of the information taught.  It is therefore suggested that course participants wear loose casual clothing that enables free movement.  It is recommended trousers be worn as there is some kneeling and lying on the floor required.  If a course member is unable to do these things they won’t be able to successfully complete the course.

Smoking:

TriEx has a non-smoking policy and it is requested that course participants’ only use designated smoking areas.

Child Care:

TriEx does not provide childcare facilities.  Children are not permitted in the classroom during the duration of the course.  However if a mother is breast feeding and requires breaks at particular times, it is requested that TriEx be notified prior to the commencement of the course date to allow this to be taken into account for course planning.

Telephone Calls:

Cell phones are to be turned off at the door and it is requested no other type of phone use be arranged during course time.  If there is a particular reason that a course member has to be able to receive a phone call, then it is requested that the course Instructor be notified on arrival.

Breaks:

There are breaks for morning and afternoon tea as well as a ½ hour lunch break.  TriEx will provide tea and coffee but it is requested that course members bring their own lunch, as that is not provided. 

If for any reason there is need for more frequent breaks this will be taken into consideration by the course Instructor.

Payment Terms and Options:

Course fees are payable in advance to secure placement on a course.  Corporate Clients to secure placement are to either fax or e-mail an approved purchase order or name to TriEx.  All invoices are due for payment 7 days after receipt of invoice, unless other arrangements have been approved.  Certificates will be released after payment is received in full.

Cheques are to be made payable to “TriEx Health Safety And Wellness Ltd”.
* Payment by Direct Credit to : TriEx Health, Safety & Wellness Limited, National Bank: 06-0801-0688773-00

Please note when paying via DC enter    Particulars = Name ; Code = Course Date ; Reference = First Aid
Refund Policy:

A full refund or credit is given if TriEx cancels a course.  The Client has the option to rebook the course.

A Client that cancels a course up to seven days prior to course commencement is entitled to a full refund and the option to rebook the course.

Any Client that cancels on the day of the course is not entitled to any refund but has the option of rebooking the course.

To request a refund or credit, the Client needs to apply in writing stating the reason for the refund and why it should be given.

Applications for refund should be sent to:

The Operations Manager

TriEx Health Safety and Wellness Limited

PO Box 9225

Tower Junction 

Christchurch

Re-Booking:

Clients are entitled to 2 free re-bookings then a fee of $10.00 pp applies.

Sexual Harassment and Discrimination:

TriEx has an Harassment Policy.  The Human Rights Act 1993 makes it unlawful for any discrimination or harassment on any level to take place.  If for any reason a course participant feels that their rights under this law have been infringed upon then they are to immediately make a complaint to either the Operations Manager or the Managing Director.

This act includes; Sexual Harassment, Harassment, Race, Pregnancy, Marital Status, Gender, Disabilities, Religious Belief, Political Opinion, Sexual Orientation or Physical Attributes.

Alcohol and Drug Policy:

TriEx has the right to refuse to teach any Client that is suspected of being under the influence or in possession of either alcohol or drugs other than those that have been prescribed by a doctor.

Disciplinary Policy:

TriEx reserves the right to refuse entry to any course run by TriEx if the Instructor feels that the Course member has breached any of the following:

1. Arriving on course under the influence of drugs or alcohol as out lined in the above policy,

2. Has acted in an inappropriate manner with either the course Instructor or another course member, as outlined in 
the Sexual Harassment and Discrimination Policy.

3. Any antagonistic behaviour that disrupts the learning of other course members.
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