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About the Sudent Handbook

This stident handbook isyour guide to the Wells International College (WI@)side you will find
information on how the Institute works,where students shouldgo, and who they should seeto resolve
problems. Pdicies, procedures,and regulations ae outlined so that you understand how the Institute
operates.

Disclaimer

TheWICattempts to enaure that the information distributed is accuate and up-to-date, but sections may
be amended without notice.Persons irtending to acton anyinformation contained herein $ould first
check with the Institute to ase@rtain whether any updated information is available inrespect of the relevant
material. The Institute, its agats and employees willnot be liable for anyloss or damage arising directly or
indirectly from the possesson, publication or use of reliance on information obtained from distributed
information. Itis provided in good faith without expressor implied warranty.

TABLE OF CONTENTS

1. INTRODUCTION. ... cciitiittitttti e e ettt ettt e e e e e e e e et e aabba e e e e e aeteeeeebbbbeaasaeeeaaaeeeesbbbanaaeeeeeeanaensssnsnnnss 6
L1 WEICOME TOWIQ ... .. ettt e ettt e e ettt e e e e s et e et e e e e e bbb e e e eens 6
1.2 Getting t0 the INSTEULE..........oiiiiiiiiiiiii e e e e e e 7
IORC T @ 41T 4 | r= i o] o FE OO PO O O PP U P TP POPPPPPP 8
1.4 Important INFOrMALION..........ooiiee e e e e e e e e e e e e e e e e e e e e neenees 8
1.5  LiSt Of USEIUl CONTACIS. ... uviieiiiiii ettt 10

2. EINROLIMIENT ...ttt ettt e e e e e e e e et e ettt bt e o e e e e e e e e e e et tebb b e e e e e aeeaneeestbnnnnnes 13
2.1 ENITY REQUINEIMENTS. ... ..ttt e et e e et e e e e aib e eas 13
A S < <o § (o) g @ 41 =] oI H T PP PO PP PP PPP PP 13
2.3 USEOf RECIUITMENT AQEIES. ... ieeeeeeeee ettt ettt e e e e ettt e e e e s ettt e e e e e e et eeeeeeaenneneeeeens 13
2.4 ENrOIMENE PrOCEAUNE ...ttt ettt ettt 14
2.5 LT LSOO P PP PPPRP 14
2.6 MethOOS Of PAYMENL: .......uiiiiiiii et e st e e e e bbb e e e e e s nnbeees 16
2.7 PrOtECHON OF TEES. ... ..ttt e e ettt e e e et eas 17
2.8 BIE PAYMENT OF FEES.....ei it 17
2.9  The INStitute efUN PONCY ... .viiiiiiiie e 17
2.10 Addtionalinformation for overseasstudentSonly.............ccccoiiiiiiiiiiieeiiiie e 19

3. STUDENS ERVIGES. ......coiiiieiiiiiiiae ettt s e e e e e et e ettt e e s e e e e e eee e e e ae bbb b reeaeeeeeeeeeseebbnnnaaeeaaaees 20
3.1 StUAENt SUPPOIT SEIVICES.......coiiiieeieecititiete bbbt e e e et e et eaaaaaaaaaaaaaaeaeaaassssasssansaassasnnnnnnes 20
3.2  Welfare and QUIdANCE SENVICES........uuuiiiiiiiiieiieee it e ee ettt e e e e e e e e e e e e e e e e s s e e e s s e e s ee bbb aesenaeeeeeees 21
TR TS (U0 (=T o i = ot =S PR PPPRRN 21

WIC 8udent Hardbook Page2 of 93

Combined Ver &.: July 2021
Provider Code90501CRICOS Codel 856K



.
infoldwic.edu.au | www.wic.ed WELLSWlC

ABN: 15080559 600 | CRICOS CODE: 01856K | RTO: 90501

COLLEGE
3.4 ACAUEMIC SUPPEL SENVICES. .....cciiiiitiiiee e ettt e e ettt e e e et e e e e ek e e e e e s s e bbb e e e e e e e e s nnnees 21
3.5 Recognition of Prior Learning (RP.L)........uuuuiviiiiiiiiiiiiie e 22
S 1 =T [ = T 1= = (O 1) TP 23
4. STUDENIBIUES. ... .ttt bbbttt ettt ettt ettt e e e e e e e e e e e e e e e e e e aasaaa s e e e aabbbbbbbbbbbesbeneeeeeeeas 24
41  Sudent Grievances, ComplaintS and APPEES. .......ccoiiiiriiiiieeiii e 24
5. The INSHIULEPOLAES.........oo ittt e e e e e e e e e e e e eaaeaaaeeeeenes 26
LT R @ o To (=20 (@ o140 [U o AR P PP PPPPPPRTP 26
I A U (=12 T g o W =10 01 T0] o1 27
53 Failure to adhere to the InstituteQrules regulationsand Mde of Conduct.......................... 28
5.4  Anti-disCrimination PONCY ...........cooiiiiiiiii e e e e e e e e e e e e e e e e e e e e e e s e e s s aa e 28
55 ACCESS AN EQUILY POLCY.....eeiiieiiiiitiiii e e et e e e 29
5.6  HaraSSMEIM POICY .......ueiiiiiiiiiiiiiiii e 30
5.7 ESOSITAIMEWOTK ......eeiiiiieiiiit ettt e e ettt e e e s e b et e e e e s sttt e e e e e e a e 31
5.8  WOork heath @and SEELY .........ccccouiiiii e ——————————————————— 31
LT T = 1177 (o VA =0 [ os Y RPN 31
5.10 Privacy and useof personal iINfOrmMation...............oooiiieiiriieeiiie e 34
6. STUDENVISACONDITIONSANDREATEDPQUAES........ouuuiiiiiiieeeiiieeetiiice ettt e e e eeeeees 35
6.1  ALENAANCE PONICY ... .. ettt e bt e e e 35
2N @ o 11 €= o] (00 =13 o o] oY SRR 37
6.3  Completion of coursewithin the expected duration of the @COE...............cccceeveeiiiiiiiiiee e 42
6.4  Compassionate and compelling CIrCUMSTANCES. ............vviviieeiiiiiiiiiee e eeeee e eeieeee e eeeeee . A2
6.5  CHUCAIINGUENTS......eiiiiiiiitte et e e e e et e e e e 43
7.1 CNANGE OF COUMSE.....coiiiitiii et e ettt ettt e e e ookttt e oo 4o a bbbt e e e e e e e bbbt e e e e e s anbbeee s a4
7.2 DisScONtinUELION Of SEUAIES. .......c.uvviiiiiiiie it B
7.3  Déderring, suspendngor cancellation of enrolmMent...............cooiiiiiiiiiiieiiii e 45
7.4  EXENAING COUrSEAUIBLION. .....couviiiiiiiiiie ittt snneeeenineeee . 4O
7.5  Falure to COMMENCE B OOUISE.........cceiiiiieeiiiete ettt e e sttt e et ettt e et e e eneees 46
7.6 Transfer DEIWEEN PIrOVIENS .......ccoi ittt e e e e e e 47
TT REILINGS. ... ettt e ettt e e e e e e e e 48
7.8  Isque Of end-Of-COUrSEUOCUMENES .........uuiiiiiiiii ettt ettt enned 48
8. ASTE SV ENTS. ... oottt e e et e e e e e e e b e e e e e et e et e e bbb e e e e e e eeeennenaaansd 49
8.1 Competencybased training and aSSESSMENL........c.cuuiiiiiiiiiaiiii et 49
WIC 8udent Hardbook Page3 of 93

Combined Ver &.: July 2021
Provider Code90501CRICOS Codel 856K



ABN: 15080559 600 | CRICOS CODE: 01856K | RTO: 90501

°
info@wic.edu.au | www.wic.ed WE|_|_5WIC

COLLEGE
. LIVING IN AUST R AL A e oottt ettt e e e e e e et e ee bbb a e e e e e e aaaeeeeennnan 51
9.1 About Sydney and BriSDaNE...........uuuviiiiiiiiiiiiii e 51
9.2 About Sydney and Brishane CBD...............oooiiiiiiiiiii et a e 51
S G T I = 1 1Y oL 1 = L[ PRSI 51
I @ o1 o)l Y o ) SRS 52
0.5 AGCOMMOUBION ....eteteieeiiitt ettt e e e sttt e e s et et e e e s s bbb et e e e e s an e e e e e e s aannn 52
9.6 WWEENET ... e 53
9.7 LI t= (o [ To | Vo 0T =R 53
9.8 122 10 ] o TSP 53
0.9 MEUICAIISSUES. ......ceiiiitiitee ettt ettt e e et e st e st e e s e 54
10. OTHERMPORANTINFORMATION .....cottittiiieeieeeeeit ettt s e e e et eeettbban s s e e e e e e e e eeebsbbaa s e e eeeaaaeeeesnnens 55
10.1 Enmergency Contad iNFOMMELION ...........oiiuiiiiiiiee ittt e s 55
10.2 Emergency evacualion PrOCRAUNE..........iiutiiiii ettt ettt e et e e e 55
10.3 Owerseas Sudent Hedth Cover (OSHD).........oovviiiiiiiiie e 55
10.4 Unigue Student Identifier (USL).......uuueeieeriereeieeeeee e 56
105 WOrKINGIN AUSEFAIIAL.....eeeeeeee ettt e e ettt e e e e s et e e e e e e e e enneeeeeaeeens 56
10.6 INSEITULE PIOPEITY ...ttt e et e e e sttt e e e e e eeeees 57
10.7 UL EQUIPIMIENE ... eeteeei ittt ettt e et e e e e e et e et e e e s s s bbb et e e e e s e anab e e e e e s 57
10.8 Sudent identifiCation CAId............ooouiieiiiii e 57
10.9 Leaving the training room during the €SN ...........oooiiiii e 57
10.10  Student refreSMENt DIEAKS. ..........vviiiiiiii ettt 57
10.11 Sudert feedback and quality IMPrOVEMENT ...........uuiiiiiiiiiiiiie e 58
11. COURSEINFORMATION ...ttt e ettt e e e e e e e et et attb s e e e e e e et e e eesbebbaa s e e e eeeeeeeebebtnna e e eeans 58
111 General iNformation ONthe COUMSE .........coooiiiiiiii e 58
APPENDIX 1: REFUND REQUEST .EQORM......ccoi ittt e e 59
APPENDIX2: STUDRT GREVANCES,COMPLAINTSAND APPEALSPQICY ANDPROCEJRES................... 61
APPENDIX 3: DEFERMENT, SUSPENSION OR CANCELENRIONVENT APPLICATION FQRM...67
APPENDDSG: CRTICAL INODEN POLICAND PROCEDURES........cccooiiiiiiiiieiiiiiiiieieeeeeeeeeceeveiiiiiiinn e L
APPENDIG: ATTENDANCEMONITCORINGPOLIR......coeeeeiiiiiiee ettt e et e e e e e e e e eeaenes 75
APPENDIX 7: COURSE PROGRESS. POLLCY. ...ttt eeeeeeeenes 77
APPENDA 8: REASSESSMENT ... .ottt e e e et e e e ae bt e e e e e aaeeennes 81
APPENDIDO: SOCIAL MEDRROLIR ...ttt ettt e e e e e e e e e eebebb e e e e e aaaeeeenes 85
WIC Sudent Hardbook Paged of 93

Combined Ver &.: July 2021
Provider Code90501CRICOS Codel 856K




WIC
infodwic.edu.au | www.wic.edu.au WELLS l

ABN: 15080559 600 | CRICOS CODE: 01856K | RTO: 90501

COLLEGE
APPENDIXLO: COMPASSIONATE AND COMPELLING CIRCUMSTANCES........cccooiviiii e, Q0
D] L O I N I PP 93
WIC 8udent Hardbook Page5 of 93

Combined Ver &.: July 2021
Provider Code90501CRICOS Codel 856K



info@wic.edu.au | www.wic.ed

ABN: 15080559 600 | CRICOS CODE: 01856K | RTO: 90501

COLLEGE

1. INTRODUCTION

1.1 Welcome to WIC!

Welcome to the Wells International Collegehere new and exciting experiencesand adventures await
you. We are happy for you to join our scdool family, and our experiencedstaff andTrainersare dedicated
to providing every student with the best educational opportunity possble.

WICis a Registered Traning Organisation (RTO),registered by theAustralian Skills Quality #wority (ASQA)
under theNational VET Regulator Act 2@13tandards for Registered Training Organisati@®BEOs2015
WICis also registered on the Commonwealth Register of Institutions & Courses for Overseas Students
(CRICOS).

The Instituteprovidesstudents with an effective teaching andleaming environment designed to rase
education stardards, enhance employment opportunitiesand enrich personal ives.

| askyou to join usin continuing to focuson the mission andvision that hasbeen estallishedat the
Institute. With continued sypport and cooperation, we canpursue excellencein the academic
adhievements of all our students.

Good luck inyour studies!

Ms Sirapha Wunnachaensri
PEO
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1.2 Getting to the Institute
If you are staying with a homestay or student accommodation organised through our institute, they

will adviseyou on how to getto the Institute.

Sydney
If you have alternative accommaodation, our institute isvery easy to get to. We are a five-minute walk from
Wynyard Statioror a en-minute walk from Town Hall Statidmitps://transportnsw.info/travetinfo
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Brisbane
If you have alternative accommaodation, our institute isvery easy to get to. We arelocated at 316 Adelaide
Street, Brisbane which &sthree minute walk from Central Station.
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27.4652378,153.0268096,17z/data=!3m1!4b1!4m58as0x6b915a1d7a949d8d:0xdcaf99del5e4b15a!8m2!3

d-27.465237814d153.0289983

1.3 Orientation

Studentswill be inducted into their courseson the Thursday at 9.00 am before the Course Commencement
Date The purposeof Orientation isto inform new students of the variousimportant agects of the Institute.
Studentswill also have the opportunity to ask quegions. The Orientation will also address issues such as:

=A =4 =4 =8 -4 =9

Student Support Servicezailable and the Australian Study Environment
Legal services

Emergery and Health services

Facilities and Resources

Complaints and Appeals processes

Student visa conditions relating to course progress and/or attendance.

1.4 Important Information

This is awmmary of information presented inthis handbook and helps you understand your obligationsas a
student andalso givesyou information on where and how to find resourcesand assistance.

Sudent visarequirements:

Maintain full-time enralment in your enrolled course (minimum 20 hours attendance per week)
Maintain satisfadory course progress

Maintain OSHCthroughout the visaduration

Notify the Institutewithin seven days of any change of address

The Institutecontact information:

A
A

PEO Mrs Sirapha Wunnacharoensri
Sydney LG 101 SuszeStreet
Address:  Sydney NSW 2000

Phone: +6129283 4388
Email: info@wic.edu.au

Brisbane Level 5, 316 Adelaidstreet
Address:  BrisbhaneQLD4000

Phone: +61 7 361 0094
Email: admission brisbane@wic.edu.au

Please note that the Receptionist/ Student Welfare Offisgour official or first point of contact

If you have a question or are confused about something, please talk to the Receptitnidént
Welfare Officer at Reception @all02 9283 43881 Sydneyand07 3(b1 0094in Brisbane

The Student Welfare Officeis hereto assisthe students

Pleasego to Reception andsk for the Student Welfare Officer anytime you seek assistance areadv
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and theywill assist you in anyaythey can.

A After Hours pleaseontact the office on voicemailat +612 9283 4388 iSydney and+617 361 0094in

Brisbane.
o Ifthere is an emergency please chdiple Zero 000.

Sudying at the Institute

T

= =

As abovethe Receptionist/ Student Welfare Officirthe first point of contact for studentswith
guegions aout any of the InstituteQ a pp@rtdevices.

In caseof fire or anyother emergency pleasefollow the instructions given byyour Trainersor other the
Institute staff member.

ChecklInstitute notice boards every dayfor any updates, important information, results etc.

Always follow the rules andregulations displayed on notice boards, in classooms and near faciitieslike
the computers, printer, photocopier etc.

Do not leave valuables wnattended. the Instituteis rot respansible for anydamaged, lost or stolen
items

A st of uselul contactsfollowsas below Thisindudescontact information for people and nstitutions in
Australiathat may be usefulto you. Yau are encouragedto make a apy of this page and lkeep itnearyour
phone for future reference
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1.5 List of Useful Contacts

Sydney
Academic Matters Speakt_o your Tr_alners. h_‘ you need additional assistance, ask the Course
Coordinatorfor information.
Acommodation Ask he Administration Manageifor information.
Access Equity Ask he Administration Manageifor information.
ANZ:365George StSydneyNSW 2000. Phone 13 13.
Commonwealth Bank: 546 George St, Sydney N3@)0. Phone 13 22 21
Banking National AustraliaBank NAB): 292 Pitt St, Sydney NSW 2000.PhtB8&2 65
WestpacBark: 591 George Street, Sydney NSW 2000. Phone 13 20 30
QGounsellng Ask te Administration Manageifor information.

Disability Support

Ask te Administration Manageifor information.

Emergency services 000 (police, fire and ambulance)
SydneyMedical Centre
580 George Street

Health Sydney NSW 2000

Phone (02) 9261 9200

International Sudents

Department of Home Affairs (DHA)

26 Lee Street, Sydney (next to CentralSation)
Phone: 131 881
http://www.homeaffairs.gov.au/

Legal

Pease askthe Administration Manageifor information.

SexuaHealth

SydneySexual Health Centre

(HIVAIDS &STDesting, sexual health infand clinic serices)Level3,
Nightingale Wing, Sydneyospital

MacquarieStreet,Sydng, NSW2000

Phone: 9382 7440

http://www.sesiéhs health.nsw.gov.au/ sydhosp/Serviced sshecasp

HIV AIDS Inbrmation Line
Phone: 1800 451 600 (free call)
Monday-Friday9:00 a.m. - 8:00 p.m.; Saturdayl0:00 a.m.- 6:00 p.m.

NSW Rape Crisigiiire

Provides 2-hour telephone andonline support
Phone: 1800 424 017 (free call)

Website: http://www.nswrapecrisiscom.au/
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Translating and

Provides24-hour telephone translation andinterpreting services

Interpreting Sevice
Phone: 131 450

(9

Brisbane
_ Seakto your Trainers. If you need additional assistance,ask the Course

Academic Matters Coordinatorfor information.

Acommodation Ask he Administration Manageifor information.

Access Equity Ask he Administration Manageifor information.
ANZ:4 Queen St, Brisbane City QLD 4000. Phone 13 13 14
Commonwealth Bank: 540/66 Eagle St, Brisbane City QLD 4000. Phong(07) 3221
2868
National AustraliaBank NAB):
226 Queen St, Brisbane City QLD 4000 . Phonel322 65

Banking WestpacBark: 260 Queen St, Brisbane City QLD 4000 . Phone(07) 3227 2110
St George Bank23 Queen St, Brisbane City QLD 4000.Phonel3 33 30
Bank of Queenslandi16 Queen St, Brisbane City QLD 4000. Phone (07) 3212
3111

Gounsellng Ask te Administration Manageifor information.

Disability Support

Ask te Administration Manageifor information.

Enmergency services 000 (police, fire and ambulance)
ANZAC Square Medical Centre
280 Ann St, Brisbane City QLD 4000
Health (07) 3229 1344

International Sudents

Depatment of Home Affair{DHA
Brisbane Visa and Citizenship Office
299 Adelaide St, Brisbane City QLD 4000
Phone: 131 881

http://www.homeaffairs.gov.au/

Legal

Please askthe Administration Managerfor information.
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SexuaHealth

Metro North Sexual Health and HIV Service
270 Roma St, Brisbane City QLD 4000
Phone:(07) 3837 5611

health.qgld.gov.au

HIV AIDS Inbrmation Line
Phone: 1800 451 600 (free call)
Monday-Friday9:00 a.m. - 8:00 p.m.; Saturdayl0:00 a.m.- 6:00 p.m.

Sexual Assault Helpline Queensland (24/7) Phone: 1800 010 120

SARTw2elf . NrRaolyS FYyR 22YS8yQs
Phone:(07) 3646 5207

I 2al

Translating and
Interpreting Sevice

(™9

Provides24-hour telephone translation andinterpreting services
Phone: 131 450
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2. ENROLMENT

2.1 Entry Requirements

Thelnstitute has defned and publishedentry requirementsfor individual courses.
The entry requirements foeach courseanbe found in the course specifidocumentation
published on the website.

Thelnstitute may conduct an entry testto determine the studenii @@l of Erglish. If the studS y lieg@Eof
English isnot up to that required for the course, studentsare required to defer the commencement of their
intendedcourse and undertake alditional Emglish coursesat their own expenseto ensure they meet the
English Language entry requirement for their course.

2.2 Selection Criteria

The Instituterecrtits (through aproved agents) studentsin anethicalmanner in line with our acess

andequity policy.

The Institutewill ensure that prior to enrolmenprospective learnes receiveadvice about the training product

F LILINBLINR F S G2 YS S takiggantolaécdunt ftHe leXikling skisiandycénih&enciksach
individual This shall be de by way of interview withihe InstituteQ& Y I NJ S A y 3he IFifataQOES NE
F3SyiQa ySiég2N] AYyGSNIBBASsE 6A0GK AYRADGARdAzZ f adGdzRSY

All local and overseasstudents must meet the requirementsoutlined inthe coursedocumentation andin the
Entry Requirementssection of this handbook. During the sdedion process, studentswill be given the bllowing
information:

Qoursedetails

Qourse pathways

Leaming and assessment methods

Feesand charges

Facilities and services

Legislaton andregulations

Briefing about Australia and cost of living (overseasstudent only)

D D > D

Student selection and registration into the Institute is based upon clients satifying Institute entry criteria
covering Emlish proficiency(minimum IELTScore of 5.5 or the equivalent), academic qualifications (minimum
completion of Year 1lor Year 12or the equivalert depending on the course chosgmvork experience, age
(minimum 18 years)and visastatus (asper assesment levelsfor the country of origin).

Original or certified copies of all documents must be submitted upon application. Theserequirements canbe
found at http://www.homeaffairs.gov.au/

2.3 Use of Recruitment Agents

Thelnstitute appoints recrutment agentsto promote our coursesto prospectve students.Agentsare

WIC 8udent Hardbook Pagel3of 93
Combined Ver &.: July 2021
Provider Code90501CRICOS Codet 856K


http://www.immi.gov.au/

ABN: 19 080559 600 | CRICOS CODE: 01856K | RTO:90501

.
infol@dwic.edu.au | www.wic.ed WELLSWIC

COLLEGE

regponsible for providing the information outlined inthe selection criteriaprior to enrolment to ensure
students are well informed and well prepared for study and life in Australia

2.4 Enrolment Procedure

Should an gplicant wishto proceed with enrament, the following procedure should be followed:
1. Complete andsignthe Institute Errolment Form/online form.
2. Submit the following documents along with your Enrolment Form:
A Tworecent pasgort-sized photographs
A Aphotocopy of your pasport identity page (overseasstudents)
A Proof of academic and English Language proficiency
3. Submit your Errolment Form andthe above documents to:

Postal address:

LG 101 Sussex Street
Sydney NSW 2008JSTRALIA

Or
E-mail: info@wic.edu.au

4. Upon recgipt of your Enrolnlent Form and supportipg documegts, an interview will bq conducted by a .
YSYOSNI 2F (GKS LyadAddziSQa ' RYaAaairzy ¢SFY 2N I R
have applied for.

If your application is suaessful, wewill sendyou a Letter of Offer together withan nvoice and a written
agreement.Onceyou receive the Letter of Offer you must pay the tuition fee and sign the written agreement.
We will then use this to send you a Conformation of Enrolment)CoE

2.5 Fees

All course fees and charges must be paid inAustralian Dollars (AUD). All feesand chargesmust be paidin advance
by the due date shown on the Letter of Offer and/or invoice. A pendty may be applied to late payment of
fees.

Feesare subject to change. Thelnstitute will honour the tuition fees quoted for enrolled students only if the
student commencestuition within 12 months of the date of the Letter of Offer.

If students need to repeat a subjed(s), a pro rata tuition fee is payable. Thereis no reduction in fees for
slbject exemptions such as Recognitiorf @rior Learning or Credit Transfer

A $200 enrolmentipplication fee applies before enrdment for all coursesand the
enrolment/application feas ron-refundable. Thelnstitute is not responsble for any moniespaid to
agents or third parties.
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BSB6420Advanced Diploma of Leadership and

Full time: Faceto-face

Management ; $6,000
CRICOS Course Cd&17H 52 weeks (70%)+ Online (320)
BSBB420Diploma of Leadership and Full time: Bceto-face
Management 52 weeks (70%)+ bnline 20%) $6,000
CRICOS Course Cddrt138F
BSB@&520Certificate IV in Leadership and Full time: Bceto-face
Management 52 weeks 70%)+ O i 0% $6,000
CRICOS Cour€ede103944F (70%)+ Online §0%)
ICT6@20 Advanced Diploma of Information S §
Technology 52 weeks Fl;lcl);rrle.olilci:ﬁto ;;ce $6,000
CRICOS Course Coi85173F (70%) e (3%)
ICT5@20 Diploma ofInformation Technology 52 weeks Full time: Rceto-face $6.000
CRICOS Course Cotle5172G (70%)+ Online $0%) ’
ICT4012Certificate 1V in Information Technology 52 weeks Full time: Rceto-face $6.000
CRICOS Course Coti@3189C (70%)+ Online (386) '
SIT30616 Certificate Il in Hospitality Full time: Rceto-face
CRICOS Course Code:093158G 40 weeks (70%)+ Online (396) ¥5,400
SIT40416 Certificate IV in Hospitality Full time: ceto-face
> CRICOS Course Code:093170A 53 weeks (70%)+ Online (396) $7,200
)
X~
= SIT50416 Diploma of Hospitality Management Full time: ceto-face
> O
£0 CRICOS Course Code:093160C 80 weeks (70%)+ Online (3%) $10,800
R
25 SIT60316 Advanced Diploma of Hospitality L 3
8 & Management 105 weeks Fl;got/mfbmﬁeto ?f’g,ce $14,400
- E CRICOS Course Code:0931458 (70%)+ Online (386)
S SIT30816 Certificate Il in Commercial Cookery Full time: ceto-face
CRICOS Course Cod00193 64 weeks (70%)+ Online (32) $12,500
SIT40516 Certificate IV in Commercial Cookery Full time: faceto-face
CRICOS Course Coft£90194 104 weeks (70%)+ Online (305) | $20.000
BSB8012@raduate Diploma of Management L §
(Learning) 52 weeks Full time: Facao-face $8,000

CRICOS Course Cod6619F

(70%) + Online (30%)
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Administrativefees

STUDENT FEES & CHARGES ***

Enralment/Application fee® (not refundable) AUD $200.00 Re-enralment fee AUD 5200.00
Confirmation of Enrolment fee (COE) AUD $50.00 Duplicate Document / Re-issue fee AUD %50.00
administration fee AUD $200.00 Equipment Fee for Cookery course (not refundable] AUD S800.00
Deferment/Suspension/Cancellation fee AUD $350.00 Re-assessment fee (per subject/unit)
IT/Leadership and Management/ Hospitality, AUD 5200.00
Change of Course fCourse Location fee [Course variation fee) AUD 5200.00 Commercial Cookery Theory Units/ Graduate Diploma
Commercial Cookery Practical Units AUD 5400.00
Material fee IT/Leadership and Management/Graduate Diploma ALD 550,00
(per term)  Hospitality Courses ALD 575.00 RFL Application fee AUD $200.00
Commercial Cookery Courses AUD $200.00
Priority Processing fee AUD 550.00
Airport Pick U i i
o p Refer to Service pmm_:ler Late payment fes AUD $200.00
Homestay Placement fee from guote upon booking
Student Card & Lanyard (new student) AUD 55.00
Owerseas Student Health Cover (OSHC)** AUD 5271.00 [ 6 months)
{Single cover premium, subject to change upon ALD $543.00 {12 months) Student Card / Lanward Replacement AUD 510.00
the Medibank Private price guide) AUD $1087.00 (24 months) Photocopy Service AUD $0.10 (B/W]}/AUDS1.00 {colour]

* Non-relundable Application fee; please note; Wells International College reserves the right to change conditions and prices at amytime without notice. I you require Homestay and airpor
pick up Service, you st give us &t least 3 weeks advance notice. in addition you must also pay in advance, airport pick up fee, placement fee, and the first 4 weeks rent.

** Fees are indicative anly. Refer 1o Fees and Charges &s published by each service provider.

*** Read in conjunction for full details with refund palicy.

Note: The fees and charges stated above are subject to change or variation. Due notice will be provided
prior to any adjustment.

The Standards for RTOs 2015 require the Institute to inform persons considering enrolment of their right to a
statutory coolingoff period. A statutory cooling off period (which is 10 days) is a period of time provided to a
consumer to allow them to withdraw from a consumer agreement, where that agreement was established
through unsolicited marketing or sales tactics. These irectadtic such as dogo-door sales and telemarketing.

A statutory cooling off period allows a consumer to withdraw from a sales agreement within 10 days of having
received a sale contract without penalty.

It must be noted that our Institute do not engageunsolicited marketing or sales tactics and therefore a
statutory cooling off period in not applicable to our students who have enrolled into a course. For refund option
in other circumstances, students must refer to the refund policy.

2.6 Methods of payment:

Bank cheque or bank draft, made payabetothed 2 St t & LY GSNY I GA2ylt /[ 2f¢fS
Credit card (Visa or MasterCardl.5% fee applies)
EFTPOS

Direct Debit

Bank Transfer

Fees can b&ransfered to the following account:
Acount name: Wells Internatimal College

BB number: 062 016

Acount number: 1072 8104

Bank: Commonwealth Bank

Swift code CTBAAU25

Reference: Your name & Student number

= =4 -4 -8 -9

Note: the Institutewill not be responsible for any monies paidto agents.
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2.7 Protection of fees

Underthe Tuition Protection Service (TPS) framewonthéfInstituteis unable tdfulfil its obligations tadeliver
acourse the new TPS framework will facilitate the placement of students in the first instance, and where this is
not possible, provides a nefid of unexpended tuition fees (i.e. tuition the student has paid for but has not been
delivered by the provider).

2.8 Late payment of fees

If fees have not been paid in full by the due date written on the invoice, students may be disdlowed from
attending clas, sitting testsy examinations, suomitting assesmentsand/or receiving resuts until the outstanding
feeshave been paid in full.

Feepayment plans are available to all students. Once enrolment in a course has been confirmed, the fee for
the first term plus all other fees (including leaming material costs and other relevantfees) must be paid. Each
subsequent termQ f@e must be paid prior to the commencement of the relevant term.

If tuition fees are not paidon time, the following late payment fees willapply:
- Overdue: $200

Should fees remain overdue for more than one day; the Institute will inform the student of our intention to
report the student for non-payment of feesto DHAvia PREVIS.

2.9 The Institute refund policy

Situations where a provider &ult may occur include:

1) The course does not start of the agreed starting date which is notified in the loét@dffer

2 ) The course stops being provided after it starts and before it is completed

3 ) The course is not provided fully to the student because lfgtitute has a sanction imposed by a
government regulator

However, if the student agrees to accept an alternative (replacement) course or part of a course to be provided t
the student at thelnstituteQ & S E LJS y & ISstitte isirefiev e ofitiSility to provide a refund The student
must advise thénstitute in writing whether they agreand accepthe alternative arrangement.

Local Students

After course commencement students who discontitiueir coursewill not be entitled to any refund. Eweeffort

will be made to negotiate the transfer of training in the eventompassionate or compelling circumstances such
asl a0GdzRSy(iQa LINRf2y3ISR AfftySaa 2NJ LISNR2ylFf KIFNRa
absences for any other reas.

International Students

The request for refund must be made in writingWells International Collegey using theRefund Application
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A No refunds will be paid to a third party unless it is indicated at the time the Refund Application Form is

lodged that any refunds due are payable to a third party.

A Where a refund is approved, the Institute will make payment of refunds within 28 days of receipt of the
Refund Application Form

A In the case of default bihe Institute, the provisions of the ESOS Ag0Q and the ESOS
Regulations 209 apply. For further information about the ESOS Act please see
https://internationaleducation.gov.au/regulatorinformation/pages/regulatoryinformation.aspx

Withdrawal request must be made in writing to our admirétitsn office byusing theDeferment, Suspension or
Cancellation of Enrolment Application Form

Enrolment Fee Nonrefundable
Visa efused prior to course commencement Full refund lessn administrationfee of $200

(except for fraud, forge or misleading documents)

Withdrawal at least 28 days (prior to the initial course agreed start | 50% refund of tuition fees less an adisination fee of $200
datey

Withdrawal less than 28 days (prior to thetial course agreed start No refund
date)*

Withdrawal after the initial course agreed start date

Visa or CoE cancelled due to student breach of their visa conditions|
misbehaviour by the studén

Incorrect, fraudulent or misleading information or document submitt¢
by the student or the authorised education agent
Does not commence (i.e. does not arrive, or has not arranged with
a later start because of health or compassionate reason)
Visa extension is refused after course commencement
Withdrawal from any continuing study, including any continuing CoH

Compulsory Health Insurance (Student visa holders only) Refer to the Terms and Cotidns of Third Party Service Provider|
Airport Pickup
Homestay placement fee

Note:

1  *Initial course agreed start date is the date of the first Confirmation of Enrolment (CoE) issued to the student, prior to any
deferment, suspension or revisions

1  Deferment, Suspension or Cancellation of Ement Application Form must be received at least 28 days prior to the
commencement of the following term/&or deferment, No refund will be applicable unless visa has not been granted. No re
will be given after an approved deferment or suspension.

1 IMGiKS S@Syi 6KSNBE SyNeRiYSydG FTSS o6& sl AGSR i GAYS 27F
enrolment fee from any refund made

RTO Default

A Under the Tuition Protection Service (TPS) framework, if the Institute is unable ¥ dzf Uf f A G &
obligations to complete a course. The TPS framework will facilitates the placement of students in the
Ust instance, and where this is not possible, provides a refund of unexpended tuition fees (i.e.

tuition the student has paid for but ha®nbeen delivered by the provider). o .
¢KS LyauAudz?iS RSFldzZ dad AF 0KS O2dz2NES UKSeée 20S]|
The Institutedefaultsif the coursestopsbeingprovidedafter it startsandbeforeit iscompletedor

the course ishot provided fully to the studentbecausehe registeredproviderhashada sanction

imposed.

> >

WIC 8udent Hardbook Pagel8of 93
Combined Ver &.: July 2021
Provider Code90501CRICOS Codet 856K


https://internationaleducation.gov.au/regulatory-information/pages/regulatoryinformation.aspx

ABN: 19 080559 600 | CRICOS CODE: 01856K | RTO: 90501

(]
infoldwic.edu.au | www.wic.e WELLSWlC

COLLEGE

If the Institute defaults, it will refund to the student within 14 days after the default day and receipt
of your Refund Application Form.
The Institute will give the studém statement that explains how the refund amount has been
62N] SR 2dzid ¢KS LyadAddziS RA&LHzIS NB&aztdziazy |
_ pursue other legal remedies.
A This agreement and the availability of complaints and appeals pragedses not remove the right of
the student to take action under Australia's consumer protection laws.
A The Standards for RTOs require the Institute to inform students considering enrolment of their right to
a statutory cooling off period. A statutory caadi off period (which is 10 days) is a period of time
provided to a consumer to allow them to withdraw from a consumer agreement, where that
agreement was established through unsolicited marketing or sales tactics. These include tactic such ac
door-to-door sales and telemarketing. A statutory cooling off period allows a consumer to withdraw
from a sales agreement within 10 days of having received a sale contract without penalty.
It must be noted that our Institute does not engage in unsolicited marketirgglas tactics and
therefore a statutory cooling off period in not applicable to our students who have enrolled into a
course. For refund option in other circumstances, students must refer to the refund policy.

A The refund policy is subject to review frorme to time.

A The Institute recommends that you read the ESOS Framework Information, which provides
legislative protection fointernational students, available at
https://internationaleducation.gov.au/regulatorinformation/pages/regulatoryinformation.aspx

2.10 Additional information for overseas students only

Electronic Canfirmation of Enrolment

Oncewe have received your payment, we will forward your electronic confirmation of enrolment (eGoE)to
you. You will then need to submit the eCoEandall of the documentsrequired for the student visa gplication
to the Australian High Commisson in your country.

Financidstatus

Under current country assesment levels, students from assessment level 1-2 countries must sign a
declaraion that they have sufficient funds to cover their stay in Australia. Sudents from assesment level 2
countries must have evidencethat they have sufficient funds to cover travel costs to and froustralia
Sudents from assesment level 3 countries must have evidencethat they have sufficient funds to cover their
stay and there travel costs to anffom Australia. Students acompanied by a spouse should adda minimum
of 35%per annum.

Sudentswith schod-aged dep@&dants

Please note that there are schooling obligations and options for sedgea dependnts of intending students,
including that school fees may be incurredudgints should add a further 20% per annum if they have at least
1 child (plus AUDS8000 per annum or the cost of sctooling) if the child is of school age and 15% per annum per
additional child (plus AUD$8000 per annum or the cost of schooling) if the children areof school age.

It shouldalsobe noted that any dependents accompanying you to Australiawill be required to pay full feesif
they areenrolled ineither agovernment or non-government Institute.

Formore details on student visas and to find the contact details ofthe AustralianHigh Commission in your
country, visit http://www.homeaffairs.gov.au/
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3. STUDENT SERVICES

Thelnstitute personnel are readyto provide friendly and helpful advice covering all agects of a student's
life in Australia, ncluding academic, cultural and social ssues.n addition to academic support,excanhelp
with issuessuchasaccommaodationhomesidknessand culture shock,aswell aswith career advie, learring
support and counseling.

TheReceptionist/Student Wifare Officeris the first point of contact for studentswith quegions aout any
of the InstituteQ a pp@rtdervices.

3.1 Student Support Services

Thelnstitute support students to adjust to studynd lifein Australiaensuring they are prepared arsdipported
in achiewngthe learningoutcomes of their chosen course.

Thelnstitute assist students to adjust to study and live in Australia, including through the provision of an age
and culturally appropriate orientation program that includes informatidrout:

Student support services available to students in the transition to life and study in a new environment:
1 Legal services
1 Emergency and health services
1 Facilities and resources
1 Complaints and appeals processes
1 Any student visa condition relating towrse progress and/or attendance as appropriate

Thelnstitute providesthe opportunity for students to participate in services or provides services designed to
assist students in meeting course requirements and maintaining their attendance.

Thelnstitute provides the opportunity for students to access welfare related support services to assist with
issues that may arise during their study, including course progress and attendance requirements and
accommodation issues. These services are provided at nitiGadd cost to the student. the Instituterefers a
student to external support servicethe Institutewill not charge for a referraStudents are advised that
external agencies may charge additional fees payable by the student.

Thelnstitute has a @cumented Critical Incident Policy together with procedures that covers the action to be
taken in the event of a critical incident, required follow up to the incident and records of the incident and
actionstaken.

Thelnstitute hasdesignatel a member oftaff or members of staff to be the official point of contact for students.
TheReceptionistGtudentWelfare Officewill have access to up to date detailstibé Institute support services.
TheReceptionist/ Student Welfare Officer is the initial aofficial paint of contacfor all students. Therefore, if

you need assistance, please see Reeeptionist in the first instance.

Thelnstitute has sufficient staff personnel to meet the needs of the students enrolled iingtaute.

Thelnstitute ensues that the staff members who interact directly with students are aware of the obligations of
the Institute under the ESO8amework and the potential implications for students arising from the exercise
of these obligations. This information is commuatéd to staff throughstaff meetings, and througkhe

policies and procedures manual.
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Thelnstitute will notify studentsof any intention to relocat premises (including the headfice and campus
locations) at least 20 working days before the relocation

3.2 Welfare and guidance services

Airport pick-up
Thelnstitute providesairport pick-up services. Sudentswho require these servicesmust make prior
arrangements. Please contact the Institutefor more information or to make a booking.

Additional social ativitiesmay alsdbe organised. Thesecould include beachtrips, meals atocal cdesand
regaurants, and sporting activities. Thereis sometimesa small cost for transport or admission, but you will be
informed of this in alvance.

Assising with student visas and work permits

Students are advised to seek the services of a Registered Migration Agent authorised to provide student visa,
and other immigration related assistance to studernt$elnstitute regularly updates DHAinformation on the

Institute notice board.

Opening a newbank account
When s$udents firstarrive in Australiawe canhelp them to open a new bank account.

3.3 Student facilities

Conputer facilities
All studentsat the Instituteare able to use computers and audio-visual equipment. Enrolled studentsare
given acessto free Internet, avariety of software, and printing and e-mail facilities.

Photocopying and printing
A photocopier and printer are available for studentsto photocopy or print their class andssgnment work.
(Feesapply;please see Receptidor assistance

Kitchenand dining area
Thereis a common kitchen/dining areain the Institute where students canhave a snack between clases.The
kitcher/dining areais equipped with amicrowave and kettle as well askitchensupplies.

Suggedion box
A auggegion box is available for studentsto give valuable slwggestionsto the Institute. Students'
suggegions are constantly reviewed and appropriate improvements areimplemented.

Refaence library
Tosupplement their own textbooks, $udents have accessto the InstituteQ dorarf/ of textbooks and
reference books, please visit the library and afk any assistancat Reception.

3.4 Academic support services
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Tutorial assigance
Trainersat the Institutecan provide extratutorial assstanceif required. Please see the@seCoordinator.

Bilingud personnel

Theacalemic and administrative staff at the Institutespeaka number of languagesand have accessto
interpretation serviceswhen needed. Students are able to receive help intheir own language wherever
possble.

Provisionof Languagg, Literacy and Numeracy (LLN) assistance

Becauseave aimat all timesto provide a positive andrewarding learning experience for all of our students,the
Institute providesa formal assessment of the studS y llie@#of Erglish.Numeracyis alsoanimportant
component in most of our courses. Additional assisance with these skillscanbe arranged if thestudent
requires it.

Quality Training and Assessment

All the Institute training and assesments comply with the standards of the AQFand the requirements of the
relevant national training package. Tése standards are maintained through staff professonal development,
monitoring, industry liaison, intemal auditing andboth internal and external moderation.

Hexilde learnhng and assessment
Hexible learnng and assesment provideschoicesto studentson how andwhere they leam, how they are
assessd andwhen andwhere the leaming occurs.

Thelnstitute is committed to providing our studentswith the opportunity to engage in aflexible learing
and assesnentsprocess. ThelnstituteQ @pproachto flexible leaming and asessment isto offer studentsa
variety of leaming and asessment experienceshat may indude but are not limited to:

Classhased training/assessment

Group discussions

Roleplays

Presentations

Interactive web/CD/DVibased training

Selfdirected study

Research activities

v D D D

3.5 Recognition of Prior Learning (RPL)

Thelnstitute offers vocational coursed different levels and recognises that studembay already possess the
skills and knowledge in areas of the trainthgy seek to enrol in

Thus enrolling students can apply Recognition ofPrior Learning (RPL) for units of competency in the course
they enrol in prior to the commencement of studies or during the first term in the chosen course by the end of
the 2"¥week. It should be noted that a shortening of overall course duration does not change the requirement
for students to be enrolled in futime study.
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All studentsare offered theopportunity to apply for Recognition of Prior Leaming (RPL) and Recogniti on of
Qurrent Gompetency (RCChn an ndividual basis prior to enroment or during the studS vy &drée. The
RPL/RCQrocessallows studentsto apply for creditfor previous gudy, work, life and educational experience
that matchthe leaming outcomesof spedfic moduleswithin their course. Outomeswill be notified within
10 working daysof the date of receipt of the application.

All RPL/RCC aplicants will be asked to provide evidenceto support their cldms,whichshould be attached to
the RPL/ RCQ\pplication Form. Bvidenceincludes,but is rot limited to:

A Documentation suchascertificatesissuedby other AustralianRegstered Traning Organisations (RTOS)
Qupport letters rom employers

Gourseoutlines of previous courses

Credantials ssuedby other organisations operatingunder the Augralian QualificationsFramework

> > > >

Wherea student@evidence is insufficient, the PEOmay ask the student to complete an asessment or
examination relevant to the unit.

ThePEQreviews allRPL-related asgssnents. From time to time or when deemed ne@ssay, we will have an
additional person or subject expertbe part of the assessment process.

WhereRPLis granted prior to the issueof a tudent visa, the period of the visawill be reducedto
compensde. Where RPLisgranted after the visa hasbeen issudl, studentsare required to maintain full
study load with supplementary materials andsupervised sudy.

Offshore students also can apply for RBrice studentsarrive in Australia they must meet with the Course
Coordinator whowill finalise this process and apply for RRPIT'hismay involve tests, interviewsor

assesment and as noted, must be applied for ihg the first term in the chosen course (by the end of the
2" week). Pleasenote that if your requestfor RPLis granted, your course duration maychange. Ifit does,

you will be given a rew eGoE confirming this, and the duration of your visamay be affected.

3.6 Credit Transfer (CT)

Policy
Thispolicy and procedure supportsf the National Codestandardg K A O K
9

atlrasSa GKS WwS3IAc
appropriately recognise courseNSERA G A GKAY GKS h :

a
{h{ FTNIXQYSg2N] oQ
This policy implements a proceduiar the Instituteti 2 LINR OS&aad Fyeée addzRSydQa | LI
document any results, including student verification of the outcome. It will provide a process that ensures that
students receive written verification of the outcome of the ceaicredit application and records are kept with
student files.

It also ensures that any changes to course duration that occur from granting a course credit, after a Student Vise
is granted, are reported tBHAvia PRISMS.

Definitions

W/ 2 dzNA Ss défiheB B/ xhé Rational Code as follows:
Exemption from enrolment in a particular part of the course as a result of previous study, experience or
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recognition of a competency currently held. This includes academic credit and recognition of prior learning

W/ NBERAG ¢NIXyaFSNDR 6/ ¢
The granting of exemption or credit by a Registered Training Organisation to students for units of competenc

completed under accredited training. These unit codes must identically match the units that you are applying fol
credit, i.e. the unit code and name must be identical

Procedure for Course Credit

All students are made aware of the ability to apply for course credit via a RPL or CT application throughout th
enrolment and induction process of the course. This is supponid information provided in theSudent
Handbook.

Those students wanting to place an application for course credit must do so by the 2nd week of the first term ir
their enrolled course.

All applications are to be submitted to tHeEOand include origial documents to be sighted and copied by
Administration. Applications will not be accepted unless all required information has been included.

Where RPL is being applied for the students must include all relevant evidence of work experience and whet
learning has occurred.

A Credit Transfer application must be accompanied by nationally recognised Certificates Statement of
Attainments with detail indicating the units successfully completed including unit codes and titles and dates of
completion.

Students are required to submit their application with supporting evidence as required and outlined in the
applications:

Credit Transfer

Students who have completed a Nationally Recognised qualification / unit that have the exact same code as a ur
currenty enrolled will be eligible for credit transfer for the particular unit(s). The student must provide the original
certificate to be sighted by thistitute to verify the Credit Transfer.

4. STUDENT ISSUES

4.1 Student Grievances, Complaints and Appeals

Thelnstitute recognisesthat differencescanarisefrom time to time. We have afair andequitable
processfor dealing with complaints, grievances andappeals. The quick sétlement of thesemattersisin
the best nterestof all parties concerned at minimal or no cost to the student and the following policies
and proceduresarein placeto ensure that this happens.
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1 Thelnstitute ensures that the principles of natural justice and procedural fairness are adopted
at every stage of the complaint argpeal process.

1 Thelnstitute ensures that the complaints and appeals policy are publicly available.

 If the student chooses to accetb InstituteQa O2 Y LI | Ay (i a | $ieRnstitutdlIS| £ & LJ
GAEE YFEAYOGFAY GKS & dzRS ystamimppsals pacesyi§ohgoingi KA £ & (i |

1 If the internal or any external complaint handling or appeal process results in dotettiat
supports the studentthe Institutewill immediately implement any decision and/or corrective
and preventative actions redued and advise the student of the outcome.

Thegrievance procedure

Sep?2 Sep3

Sep 1 Who takes Wheredo| go Sep 4

ISSJE Whomdo | . ) Dol have any
talk to? over from if 1Q ¥étill not other options?

' there? happy? '

Academic Issue

(a quegtion or problem about Student

your classor studies, incliding | Your Trainer/ ThePEO Appeals mgzipa?;?em

further studiesat the Institute | Course GCommittee

or another ingtitution) Coordinator

Fees/ Appllcatlon for Refund The PEO Sudent

(a quedtion about the payment - Independent

S Receptionist/ Appeals .

of coursefeesor an gplication , . mediator
Accounts Officg Committee

for arefund)

Welfare / Personal Issue

(a question abaut your The PEO Student

acommodation, health or o Indeperdent
Receptionist/ Appeals .

safely, or concernsabout . . mediator

. Admin Manage Committee
bullying, abluseor other
mistreatment)

If you are not satisfiedby Sep 1 above, a Sudent Appeals Brm will be givento you to complete. ThePEO
will ensure that your Student Appeals Fom is entered correctly and will attempt to resolve the problem and
provide reasors for the dedsion. This wil involve a meeting with you - at no cost to you - within 10 working
daysof the lodgement of your form. You canbring afriend or support person to help you if you like. The
resut of your meeting will be recorded in writing, andyou will be given acopy.
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If you are not satisfiedat this staye, your complaint/ grievance/ appealwill be referredto the Student Appeals
Committee.

TheSudent AppealsCommittee (SAQ

TheSACcomprisesthe PEQand another staff member. You canpresentyour casedirectly to the SAC
andyou will be given awritten statement of the outcome and the reasons for the dedsion reached. You
canagadn bring afriend or support person if you like.

Sill have aproblem?
You have other avenuesof appeal aginst the decison made if you are still dissatsfiedwith the outcome of
your complaint / grievance/ appeal.

If you wishto lodge anexternal appeal or complain about the decigon, you cancontact the Overseas
Students Ombudsman. TheOverseasStudents Ombudsman offers a free and independent seavicefor
overseasstudentswho have a complaint or want to lodge anexternal gopealabout a decison made by
their private education or training provider. See the OverseasStudents Ombudsmanwebsite
http://www.ombudsman.gov.au/about/overseastudentombudsmanlandingpageor phone 1300 362
072 for more information.

Please remember that the Instituteis @mmitted to delivering quality education. If you are experiencing any
difficulties whatsoever during your program of study, you should not hestate to disaussyour concernswith the
relevant staff member or the PEO Saff will make themselvesavailable at a mutually convenient time if you
wishto seek assistance outside Institute office hours. At any stage of the process,you canalso nominate
another person to talk to the Institute staff member directly on your behalf.

Thecomplete Student Giievances, Complaints and AppealsPolicy and Procedures anda copy of the
Student AppealsForm canbe found in Appendix 2.

5. The Institute POLICIES

5.1 Code of Conduct

Satement
Study today requiresstudents to usetheir initiative, work as ateam andbe honest, loyal, tactful and
courteous. It isexpected that you will treat fellow studentsand staff memberswith respect.

ThelnstituteQ dode/of Conduct sets clearstandards of behaviour anddefinesthe roles and
responsbilities of membersof the Institute community in supportingthesestandards. It alscspecifes
the mandatory consequencesfor student and staff acionsthat do not comply with thesestandards. The
standards of behavour apply to allthe Institutestudentsand staff members.

Sandards of behaviour
A Demongtrating honesty and integrity
A Respeting differencesin people andin their ideasand opinions
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Treding one another with dignity andrespect at all times

Respeting andtreating othersfairly, regardless of their rae, ethnicity, nationality, religion, gender,
sexualorientation, age or disability

Respeting the rights of others

Helping thosein need

Respeting people in aposition of authority

Respeting the need of othersto work in an environment of learning andteaching

Respeting sclool property andthe property of others

A
A

> > > P

SudS vy liokesand respasibilities under the Cale of Gonduct

A Coming to school prepared, on time and ready to learn

Showing regect for yourselves and for othéne Institutestudents and staff

Refraining from bringing anything to school that may compromise the safety of others
Following the rules and regulations, and taking responsibility for your actions

> > > >

Thelnstitute alsooperates under a Code of Practice whichcanbe found in detail in Appendix 4.

5.2 Rules and regulations

Other rules andregulationsindude:

Sudent health

Studentsunable to attendthe Institute due to illnessmust advisethe Institute immediately. Amedical
cettificate isrequired for al illness-related abs@ces. Formore information on medical @rtificates,see
Pant 6.4, Compassionate and Compding Crcumstances.

Drugs and alcohol

Thelnstitute is a dug- and alcohol-free environment. The consumption, use,saleor distribution of alcohol
and/or prohibited drugs byanystudent on the Institute premisesis strictly forbidden atall times. Ay student
who atterds chssesunder the influenceof alcohol or prohibited drugsis kreachingthe Institute@ plicy and
guidelines and is subject to severe disciplinary action.

Weagpons
You must not bring firearms, knivesor anyother weaponsto the Institute. If you are found with theseon
sclool premises, you will be expelledand reported to the relevarauthorities.

Mobile phones
You must turn your phone OFFduring class.You canuseyour mobile phone during breaksonly, and you
must leave the classoom areasto do so.

Smoking
Studentsare NOT dbwed to smoke anywhere in the building (including in the fire exitsandtoilets). If you
must smoke, please go outside the building.

Food and drink in classrooms
No food or drink is albwed in the chssiooms. Food and drink is only allowed in the Institute kitchen/ dining
areawhere amicrowave and kettle are provided for students.
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Please ensurethat youcleanup after yourself andput your litter in the rubbishbins provided.

Conputer usage

ThelnstituteQ Aternet service is provided only for educational purposes. Ay other useof the Internet (such
aschat programs and downloading/ playing/watching games,music,moviesetc.) isnot allowed. Only
registeredthe Institute studentsand staff may usethe Institute computers.

When using any the Institute computer, you are expected to show consideration for other users. Discplinary
action will be taken agingt students who fail to comply with the following regulations:

A No eating or drinking while using the comptters

Keep noiselevelsto aminimum

No downloading files or sotware,including games, music,movies,television shows, etc.

Do not usethe Institute computersto view, store or transmit offendve materials, including any material
of apornographic nature

Do not change the settings of anythe Institutecomptter

If you find a faulty computer please do NOTeatpt to fix it yourself. Simply notify the Trainerstbe
PEO

A Thelnstitute reservesthe right to refuseany student aceessto the Institute comptter labs.

> > > >

Pl g

Tomake sure that everyone has achanceto use the Internet, Internet service may be redricted to certain
studentsat a certain time.
ttSIFasS faz2z 4SS (GKS a{20Alf aSRAI t2fA0eé¢ AyOfdzRS

5.3 Failure to adhere to the Instituted® rules, regulations and Code of Conduct

Immediate sugpengon will be the minimum pendty faced bya student for:

A Beigin possesson or under the influenceof illegaldrugs or alcohd

Vandalism causing extensive damage to school property or property located on school premises
Threatenig or committing physicalor sexualharm/assault

Violent or abusive language, including swearing, directed at athe Institute staff member or student
Bengin possesson of weapors of anykind

> > > > >

Other violations may attract other discplinary procedures,including (but not limited to) officialwarnings.

If anything is causing you concern, peasefeel free to talk to your Trainers. lfyour Trainerscannot solve your
problem, you will be referred to amore appropriate person (either someone within the Institute or someone
outsidethe Institutewho hasthe necessary training andskillsto help). Either way, you will be listenedto and
your problem will be looked ater, with all of the information kept confidential. All sudentsalso have full
access to the stulent grievances, complaints and appealsprocess, whichis detailed inPant 4.1.

5.4 Anti-discrimination policy

Thelnstitute complieswith the Anti-Disciimination Act (1977) and the Canmonwealth Sex Disciimination Act
(1984), and ensuresthat all gievancesare dealtwith fairly.
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Thelnstitute has apolicy for anti-discrimination toward anygroup or individuals inany form, indusive of:
A Gerder

Pregnancy

Race nationality, ethnic or religious background

Marital status

Sexual orientatiorfmale or female,actual or presuned)
Age (inrelation to compulsory retirement)

> > > > > >

Thelnstitute follows all relevant legslation for CRICORBstitutes, in particular:

A The Edcation Services for Oveseas Sudents (ESOS)Act 2000

Work Health and Safety Act 2011

Affirmative Action (Equal Employment Oortunity for Women)Act 1986

The National Cale ofPractice br Regstration Authoritiesand Providers of Education and Training to
Oveaseas3udernts (the National Cale)

National VET Regulator Act 2@013tandards for Registered Training OrganisatiGiEO)015

> > > >

>

5.5 Access and equity policy

Thelnstitute upholds all Feeral and Statelawspertaining to human rights, anti-disciimination, equal
opportunity and affirmative action in the Educationmdustry in Australia. Thesénclude the following:
A The HimanRights and Equal Opportunities Comnission Act 1986

The Raial Disaimination Act 1975 (Commonwealth)

TheSex Disciimination Act 1984 (Canmonwaealth)

TheDisability Disaimination Act 1992 (Commonwealth)

The NewSouth WalesAnti-Disclimination Act 1977

> > > > P

Inthe event of asituation that is consideredby either staff or studentsto be in violation of the InstituteQ access

and
Equity Pdicy, staff andstudentsarerequired to report the situation to the management.

Programs are designed andwherever possble faciities areset upto enhancethe flexibility of deliveryin
order to maximise the opportunity for accessand participation by disadvantaged students.

We are committed to providing opportunitiesto all people for advancement in training on an equitable basis,
including women in industries where they are under-represented, people with disabilities, people from non-
Erglish geaking backgounds, Irdigenous Australians and rural and remote leamers.

A Al participants have equal access to our programs irrespectve of their gender, culture, linguistic
backgound, race, socio-economic backgound; disability, age, marital status, pregnancy, sexua
orientation or - NBrégdmEsbilities.

A Al participants who met the entry requirements (if applicable) as prescribed by the appropriate
National Traning Padkage will be accepted into anyprogram within our scope of registration.

A Anyissuesor questions rased regading accessand equity canbe directed to the PEO

Same examplesof our support include:

A Language andliteracy support of participants who have difficulty with written or spoken English
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A Supprt to participants with numeracy issues

A Accommodate the unique needs of expecant or new parents or participants with other carer@
respashilities

A Modify leaming and assesment tasks to accommodate the unique cultural or personal needs of
participants

Theprinciples of Aaccessand Equity are covered at our staff induction and regularly reviewed to ensure the
correct interpretation and application.

Where our training programs have a limited number of available places, these will be filled in order of
completed enrolment agplications.

5.6 Harassment policy

Thelnstitute will not tolerate harassment, victimisation, bullying or any suchconduct that hasthe purpose or
effect of interferingwith an irdividul f @& peormanceor creaing any intimidating, hostile, or an
offensive leaning environment. Thisincludesharasment, victimisation and bullying because of gerder, race,
national origin, religion, disability, sexuality or age.

Harassnent isunlawful under Commonwealth and Sate Legislaton andall harassment, bullyingand
victimisaton are contrary to the duty of careto provide a sde environment for work andleaming.

Harassnent, victimisation and bullying cantake many forms andcan be overt or subtle, direct or indirect.

Examplesof harassment mayinclude:

A Unwelcome physical contact

Repeaed uinwelcome invitations

Insuting or threatening language or gestures

Continual unjustified commentsabout a studS Yy iiveXkor work capacity

Jokes and comments about someonS @thnicity, race, religion, nationality, gerder or sexual preference
Ficture, posters, graffiti, electronicimages, etc. that are offensive, obscene or objectionable

> >

Exanplesof victimisation mayindude:

A Persistait and unreasonable unfavourable treatment

Refusing to provide information to someone

Intentionally ignoring someone

az201Ay3 az2vySz2ySQa Odzaidz2ya 2NJ Odz (dz2NBa
Lower assessment of student work

> > > > >

Exanplesof bullying mayinclude:

A Using strength, power or positian coerce others by fear
Behaviour that intimidates, degrades or humiliates a person
Aggression, verbal and/or physical abuse, or similar behaviour
CNBIljdzsSy i | yYRkRANFWHEQISI G§SR WLz
Persistent and/or unreasonable criticism of student performance
Violerce (actual or threatened)

v > > > P
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All staff andstudents are expectedto work in anatmosphere basedon mutual respectfor the rights and
differencesof each ndividual. Students and staff should be awarethat differing social andcultural stardards
may meanbehaviour that isaaceptable to some can be perceived asoffensve by others. Such @nduct, when
experienced or observed, shouldbe reported to the Institutemanagement. All complaints will be promptly
invegigated. Theprivacy of the student filing a report and the individual under investigation will be respected
at alltimes, in line with the InstituteQ @bligation to conduct a fair and thorough investigation.

Thelnstitute expects all studentsand staff to uphold the irit of this policy. Breachesof the policy may
resut in discplinary action, induding expulsion for sudentsor dismissalfor staff.

5.7 ESOS framework

TheAustralianGovernment wantsoverseasstudentsin Australiato have a safe,enjoyable andrewarding place
to study. Australil (asvspromote quality and consumer protection for overseasstudents. Thesdaws are
known asthe ESOS émework and they indude the Education Servicesfor Overseas Sudents(ESOS)Act

2000 and the National Cale.

Thefull text of the ESOSAct 2000 is available online at https://internationaleducation.gov.au/requlatory
information/pages/requlatoryinformation.aspx

5.8 Work health and safety

TheNSN Work Halth and Safety Act 2011and theQLDWork Helth and Safety Act 2011require the
Institute ownersto provide a sde and hedthy working environment for all employees, studentsand
visitors.

Thelnstitute hasthe ultimate responsibility for providing and maintaining safeamenities and classooms, and
we takethis responsibility very serioudy. However, we expectyou to help minimise the risk of personal injury
to enaure your safay at alltimes. You cando this by:

A Maintaining a safe, clean armdficient work and study environment

A Using all equipment in the appropriate manner, and asking for help when you need it

A Reporting any unsafe situations or health and safety hazard you might notice REDe

5.9 Privacy Policy

The Institute cormplies with the following Privacy principles:

Collection of Data

The Institute will not collect personal information about an individual unless the information is necessary for one
or more of its functions oactivities. The Institute will at all timesisure that information is collected about an
individual from the individual themselves and the collection and storage of their personal information will be
d4S0dzNB FyR y20 RAAGNAROdzISR gAlGK2dzi GKIFIG AYRAQGARMZ f

Where the institutecollects personal information, it will declatiee purpose of the collection, how the
information will be used and how the individual can get access to that information.

WIC 8udent Hardbook Page31of 93
Combined Ver &.: July 2021
Provider Code90501CRICOS Codet 856K


https://internationaleducation.gov.au/regulatory-information/pages/regulatoryinformation.aspx
https://internationaleducation.gov.au/regulatory-information/pages/regulatoryinformation.aspx

.
infoldwic.edu.au | www.wic.e WELLSWIC

ABN: 19 080559 600 | CRICOS CODE: 01856K | RTO: 90501

COLLEGE

Data Quality, Security and Openness

The Institute will take reasonable steps tosene that the personal information it collects, uses or discloses is
accurate, complete and up to date. The institute will take reasonable steps to protect the personal information
from misuse and loss from unauthorised access, modification or disclosure.

The Institute will provide a public document outlining its policies and procedures for handling personal
information and make this available on request, ighsip and via the institute wedite.

Use and disclosure

The Institute will only use or discl#nformation for the purpose for which it was collected or for a secondary
purpose which the provider of the information could reasonably expect. The Institute may use or disclose
personal information in circumstances related to public interest, suchvaghforcement and publicro
individual health and safety.

Sensitive information
The Institute will not collect sensitive information unless the individual has consented, or it is required by law, or
where there are other special circumstances such asdhrelating to health services provision.

Access and Correction

The Institute will provide an individual with access to personal informatibalits on that person on request.
Where an individual can show that information held about them is not coratent or complete, the Institute
will take reasonable steps to correct that information.

Identifiers

The Institute will only assign unique identifier to individuals where it is necessary in order to carry out one or
more of its functions or activiéls. The Institute will not make this unique identifier available to others and will not
adopt as its own.

Anonymity
The Institute will give people the option to interact anonymously wheneveratful and practicable to do so.

The Institute operate compliance with current privacy legislation. This legislation regulates the way
organisations can collect, use, keep and disclose personal information. It gives individuals the right to know wha
information an organisation holds about them and a rigghtipdate any information if it is incorrect.

The Institute keeps the following personal information on each student:
9 Personal details (such as hame, gender, address, phone number, birthday, country of residence, allergie
and ilinesses)
Academic qudiications
Course selections, letter of offer and student acceptance of offer
Academic statements
Passport, visa and OSHC details
Employment history (if applicable)
Enrolment details
Attendance records and any medical certificates /approved absaenoesfgiven
Financial details
Driver Licence Number
Company Name
ABN / ACN

A -—A_Aa_—a_8_8_98_8a_-4_-5_-2
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Tax File Number (TFN)

Bank Account Details

Health Care Card

Birth Certificates

Unique Student Identifier

Relevant Sensitive Information (e.g. health and/or disability)
Emgoyer contact details

Supervisor (WPD and work placement) contact details
WPD Supervisor qualifications and resume

The Institute collects personal information in a number of ways, which include, but is not limited to:

1
1
1
1

=

Directly from applicants when #y express interest or apply for enrolment with the Institute

Directly from Education Agents acting on behalf of students where students have expressively authorisec
the Education Agent to act on their behalf

Directly from employers or Government Agergighen signing up a trainee/apprentice to undertake a
training course

Directly from host work placement organisations when agreeing to and signing Memorandums of
Understanding, trpartite agreements and other documentation required for legal/compliance
Directly from recruitment partners as part of our partnership arrangements to source and recruit
students into an education or training course

Through marketing activities, student expos, email enquiries and similar mechanisms where the
interested partierovide personal information in order to find out about training opportunities and
eligibility for government subsidised funding.

The Institute uses the information for:

1

= E ]

EEE]

Correspondence in relation to enrolment, promotion, progression, attendance, dgibiey and any other
related business of the Institute or its partner Colleges under the Times Education Group umbrella,
offshore or onshore.

Awarding certificates or diplomas

Meeting student visa compliance requirements

Assessing application and enr@nt to study at the Institute

To apply for Unique Student Identifier (USI) on behalf of students, provided authorization to do so is
obtained

To access the Unique Student Identifier (USI) register to substantiate student/applicant/trainer claims of
pprevous study, once a written permission has been obtained

¢2 Ffft2¢ F2NI NBLR2NIAYy3I (2 GFNAR2dza {41 0S yR D2
business.

To contact Emergency contacts in case of emergency

Checking payment of course fees

Anyai KSNJ NBF a2yl of$ dzad NBtIGSR G2 GKS NBt SOy
information was collected for

=N

The Institute cannot disclose information to a third party without the written consent of the student.

Note: International studnts should be aware that information provided to the Institute may be made available
to Commonwealth and state agencies and the TPS fund manager, pursuant to obligations under the ESOS Act
2000 and the National Code of Practice.

Student may access thdites at an appropriate time by appointment. To view their file, students must:
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A Complete the request to view student File Form and submit to the Institute reception.

A If after viewing their files, students are not satisfied with the information conigioeconsider some
information to be inaccurate they should write to the PEO outlining their concern and asking for
corrections to be made.

The student may ask to view their file again to ensure the changes have been made.

Enquiries in relation to th@rivacy Policy can be directeditdo@wic.edu.au

5.10 Privacy and use of personal information

Personal information is collected solely for the purposesof operation asa provider according to the National
VETData Policy available attps://docs.education.gov.au/node/46116

Under theData Provision Requirements 20the Instituteis required to collecpersonal information about
studentsand to disclge that personal information to the National Centre for Vocational Education Research Ltd
(NCVER

For more detailed information in regards to how data is collected, processed and used in national VET statistic:
and publications, please refer to the NatadrWVET Data Policy in its entirety available at
https://www.dese.gov.au/nationalet-data/resources/nationalet-data-policy.

Studentspersonal information (inclding the personal information contaideon the enrolment form and
studentstraining activity data) may be used or disclosedh®y Institutefor statistical, regulatory and research
purposesThe Institutemay disclosé (i dzR Seysdnal formation for thse purposes to third parties,
including:

1 Schook if you are a secondary student undertakivif T including a schoddased apprenticeship or
traineeship;

Employerg if you are enrolled in training paid by your employer;

Commonwealth and State or Territogpvernment departments and authorised agencies;
NCVER;

Organisations conducting student surveys; and

Researchers.

= =4 =4 =8 =9

Personal information disclosed to NCVER may be used or disclosed for the following purposes:

1 Issuing a VET Statement of Attainment or VE&li@eation, and populating Authenticated VET

Transcripts;

facilitating statistics and research relating to education, including surveys;

understanding how the VET market operates, for policy, workforce planning and consumer information;
and

1 administeringVET, including program administration, regulation, monitoring and evaluation

1
1

Studentsmay receive an NCVER student survey which may be administered by an NCVER empldyae, agen
third party contractor. Studentsay opt out of the survey at the time of img contacted.

NCVER will celtt, hold, use and disclose studepirsonal information in accordance with tigivacy Act
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The Institutemust meet the requirements of the relevant Commonwealth privacylegishtion. All reasonable
stepsaretaken to protect personal nformation from misuse, loss, unauthorisedacass,madification or
disdosure, including password protection of electronic files, secure storage of paper files and secure backup
of data.

All studentsare able to accesstheir own personal filesheld by the Institute and may also request that updates
be made to information that is incorrect or out of date. Ac@ss may be givento anidentified government
officerfrom such agenciesasthe National VET Regulator (AS(Q¥¥BEor DHAfor the purposesof anaudit.
We are required to inform DHAof any changesto your enrolment andany breadeshby you of your student
visa conditions relatihgto attendance or academic performance. A copy of student or staff records byathird
party canonly be obtained bywritten permisgon of the person whosefile hasbeen requested. This
permisgon must be provided inwriting for such acessto occur.

6. STUDENT VISA CONDITIONS AND RELATED POLICIES

All student visas are granted subject to conditions that govern the stay of students and their families in Australia.

Failure to comply with vésconditions may result in the cancellation of the visa and removal of the person and
their family from Australia.

Visa requirements include, but are not limited to:

A Maintaining fulltime enrolment in a registered course

Maintaining satisfactory attestiance

Maintaining satisfactory course progress

Maintaining OSHC for the duration of the visa

Notifying the Institute within seven days of any change of address

> v > D

6.1 Attendance policy

1. Policy Statement
Students are expected to attend their scheeldiiclasses, lectures and online learning sessions to ensure they

are appropriate exposed to course content enabling them to successfully undertake and complete their
courses.

2. Scope
a. This policy relates to studengnd staff

3. Legislation
a. ESOS Act/ Natioh&ode
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4. Policy Approval History

a.

This policy was approved llye PEO

5. Policy Content

a. Daily attendance monitoring
i. Dalily attendance monitoring is the responsibility of the trainad assessor
ii. Thedailyattendancerecordsheet must be marked for each houintetabling session.
iii. Thedailyattendancerecord sheetmust be stored overnight in a locked filing cabinet for security reasons.
b. Weekly attendance monitoring
i. Weekly attendance monitoring is the responsibility of the Administration Manager, who calcutedageords
A0dzRSy1aQ ¢SS faddehsiirés3efdrds greuPdaied®inithefStudent Management System.
ii. The Administration Manager ensures that any student who has not commeheadcourse/swithin 14 days
of the expected course commencement ddtas been reportedia PRISMS.
c. Courseattendance requirement
i. Students argequired to attend at least 80% o$cheduled classes, lectures and online learning sessipons
ensure they are appropriatg and adequatelgxposed to course content enabling themsuccessfully
undertake and complete their courses.
ii. Attendance is monitored regularly and is used as a variable in determining possible contributing reasons in
circumstances where students are identified being at risk or have failed to meet courseggogquirements
AY I O02NRIyOS 6AGK (GKS LyadAaddziSQa /2dz2NBES t N2EINBA:
Procedures

1. Overview

a.
b.
c.

Daily attendance monitoring is the responsibility of the trainad assessor

Weekly attendance monitoring is the responsibility of the AdmintgtraManager.

A failure toattend scheduled classes, lectures and online learning sessions may contribute to a student not meeting
course progress requirements and beingogpd to the department of Homéffairs (DHA).

2. Procedures

a. Dalily attendance moniting
i. The trainerand assessanarks thedailyattendancesheet¥ 2 NJ S@SNE K-fedgdid GAY SOl 6f ¢
ii. The trainerand assessaigns off thedailyattendancesheetat the end of each week.
iii. The attendance roll is locked nightly in the filing cabinet in then\M@fifice for security purposes.
b. Weekly attendance monitoring
i. The Administration Manager ensures antopdate master electronic copy of all student attendance records is
kept off-site at all times.
1. Attendance backup occurs every week.
2. Individual weekly aendance records are backed up electronically at the end of every week and a copy
made and kept offite.
i. ¢KS ' RYAYAAUGNI GA2Y alyl3SNI NB@OASga SIOK atdzRRSyidQa
1. The Administration Manager prepares the online attendance report ddohday for the previous
week.
2. The Administration Manager collects the completed attendance records each Monday for the previous
week.
3. The Administration Manager calculates the total attendance hours for the previous week for each
student.
4. The Administrattn Manager ensures that any student who has not commenced their course/s within
14 days of the expected course commencement date has been reported via PRISMS.
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5. Students who have been absent for a full delivery week, wilididied to explain their absece, if a
valid reason has not already been provided.

6. Students who have not attended two consecutive delivery weeks without a valid explanation are
issued with a poor attendance warning and invited to attend an intervention meeting. Students have 1
week torespond to this warning.

7. Students who have failed to respond to the first warning within 1 week, and their attendance has not
improved, will be issued a second poor attendance warning advising that they are at risk of failing to
meet satisfactory courserpgress and/or attendance, and are given an additional week to respond.

c. Study period attendance monitoring
i.  The Administration Manager reviews the attendance rate of each student at the end of each study period.
ii. Any student with an attendance rate below®0for any study period is actioned as per the Course Progress
Policy.

d. List of any related forms/documents/materials
i. DailyAttendancesheet
ii. NONCOMMENCEMENT OF COURSE WARNING LETTER
iii. Student Management System
iv. PRISMS reporting system

ATTENDANCE REQUIREMENGr Domestic Students Only]

/fraaNr2Ynol aSR 58St AGSNRY
C2NJ aiGdzRSyida SyNRttAy3d FdzZ t miAYS Ol YLzanol aSR Tl OSwi2n+
2F GKS TFdA t mdAYS t2FR®

Flexible Delivery (Blended):

¢ KS T OS mpbgent Bfithe Faindd@ will be covered through monthly workshops either organised on campus or a
training room/facility close to the learners. Where a group of learners enroll in the same program at the same time, weorkshop
will be organised close to thegeographical location.

C2NJ GKAAa O2dz2NESY (GKS tSIFENYSNE gAftf 06S LINPBARSR 6AGK |y
In this mode, learning will be supported through the Learning Management System (LMS).

tf adAatt KF@S Iy
a2 dzasS 2y nOl YLz

S KSNBEOSNJ NBIjdANBRkYSSRSR® ¢KS@& YIe@
photocopying, internet, student leaing support, and student services.

Students enrolledh y | Ff SEAG6f Skof SYRSR Y2RS gAf
| £

6.2 Course progress policy

The Institute monitors, records and assesses the course progress of each student throughout and at the end of each study
period (The length of the study period for the purpose of thisqyoié one term). Unsatisfactory progress is defined as:
91 not successfully completing or demonstrating competeimcsnore than50% of the units/modules in any study
period of a course; or
9 failing to attend at least 80% of scheduled contact hours during @ysperiod, without prior written consent.

Students who do not achieve satisfactory progresstay consecutive study periogsvhetherconsecutive or not, will be
reported to DHA via the PRISMS system.
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Students can access their results and feedback fitmreLearning site or the student ePortal or from the Trainers or by
asking the Course Coordinator Trainers by asking the PEO to show them their recorded results. Students can contact
their Trainer as soon as their results are available. Trainers afirsh@oint of contact if students have any issues with
assessments.

Course Progresmonitoring Policy and Procedure

1. Policy Statement
The institutemonitors course progress for all its courses.

In accordance with the requirements of the National Cdbes, policy specifies:
i. The requirements for achieving satisfactory course progress
ii.  The process for assessing satisfactory course progress
iii. The procedure for intervention for students who are at risk of failing to achieve satisfactory course
progress
iv. The pocess for determining the point at which the student has failed to meet satisfactory course
progress
v.  The procedure for notifying students that they have failed to meet satisfactory course progress
requirements
2. Scope
a. This policy relates to students, stafiGdDHA

3. Legislation
a. This policy is governed by the National Code.

4. Policy Approval History
a. This policy was approved bye PEO

5. Policy Content

6. Overview
a al NJAy3IklaaSaaiy3d aitdRSyiaQ FraaSaavySyida Aa GKS NBaLJ
b. Reviewingi i dzZRSy G1aQ I OF N dzt 6& YR RSOSN¥YAYyAYy3 (KS
Coordinator.
c. A failure to meet the course progress requirements may result in the Institute reporting the student to DHA.

w

d. Students should refer to thstudent grievances, complaints and appeals policy before lodging an appeal.

7. Procedures

a. Monitoring student progress
i. Upon enrolment, the student is given a timetable and a study plan showing the units/subjects to be
completed in every study period.
1. FONJ G KS LJzN1)32aSa 2F GKAa LRtAOex | addzRe LISN
i. The student is assessed throughout the course, in accordance with the requirements of the course.
i. 5dzZNAYy 3 Sl OK addzReé LISNA 2RI (i KésadénficdeNmisSat I¢agt V&R A Y
02y $SS1T T YR 6SS]1 mMo0O F2N) idKIFG addzRé LISNA 2
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for that study period has been satisfactory or unsatisfactory. Unsatisfactory course progress is
defined as failing more thabi0% of the units/subjects delivered within each study period or failing
to attend at least 80% of scheduled contact hours during a study period, without prior written
consent.

iv. If the Course Coordinator becomes aware at any point during the study peribd gtadent isat
riskof not achieving satisfactory course progress for a study period, the Course Coordinator will
02y RdzOG +FyY AYYSRAIFIGS NBGASe 2F GKS aidzRSyidQa
view to implement the intervention stratedyy sending intervention letter
v. Students can access their results at any time by accessing the stuBentaEand eLearning
1. Trainers are the first point of contact if students have any issues with assessments.

b. Interventionstrategy

i. Any student who hafailed more than50% of the units/subjectdelivered in a single study period
or has failed to attend at least 80% of scheduled contact hours during a study-sededmed to
haveunsatisfactory course progress and an intervention strategy will beadetiio assist the
student improving their course progress.

1. The Course Coordinator sends the student a Course Progress Intervention letter or Warning
letter, which outlines the steps the student must take to improve his/her progress.
a 1%Intervention letter applies for the student who is at risk of failing for the first time
or the 1% subject/unit of the term

b 1%Warning letter applies for the student who is at risk of consecutive failure in the
same term after ¥ Intervention

c 2"Intervention letter applies for the student who is at risk of failure in following
terms after ' Warning

Note: The above intervention and warning letters are not interdependent on each other, ie: a student may
receive 1st warning letter/Intention to Report letter withopteviously receive 1st Intervention letter/ 2nd
Intervention letter due to the timing of issuing of the letters and individual students course progression
status.

2. The student is counselled regarding his/her progress.

The student is given the opportunitgrfreassessment or to increase their attendance rate
GAOKAY |y FT3INBSR GAYSTFNIYSP ¢KS FSS F2NJ NBI
and the Reassessment Policy.

4. ¢KS [/ 2dz2NBS / 22NRAYIF 12N NBEO2 NRA unsélling 8eSsior(sy dzR S
and support services, including reassessment, provided to the student as part of the
intervention strategy.

c. Reporting a student for unsatisfactory course progress
i. If after the implementation of the intervention strategy the studéstidentified as having
unsatisfactory coursgrogressin two consecutive study periodshe Course Coordinator will send
0KS a0dzRSy il Iy aLyGSyGAz2y G2 wSLERNI¢ 1 NyAy3
to report the student to DHAol unsatisfactory course progress.

d. Appeals
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i. Students have 20 working days from the date of the Warning of Intention to Report for
PyaAlLGAaTEOG2NE / 2dzNBES t N2PINBaa 2N ! GSyRIFyOS

i. Appeals will be assessedinaddRI yOS 6A0GK GKS LyaidAaddziSoa aio
and procedures.

ii. After completion of the appeals periods, students will be reported to DHA for their unsatisfactory
course progress if any of the below occurs:

1. The student chooses not tppeal
2. The student withdraws from the appeals process
3. ¢KS 2dzi02YS 2F (GKS | LIISIFfa LINRPOSaa Tl @2 dzN&

e. Completion of course within the expected duration of the CoE

i. Overseas students who are enrolled in CRICOS courses must corhpieturse within the
expected duration of their CoE, and the duration of the course must not exceed the course
duration registered in CRICOS.

i. The Institute may only extend the duration of the course where it is clear that the student will not

A ¥ 4 A x

complete KS O2dzNBS 6AGKAY (GKS SELISOGSR RdNI GA2Yy S
1. Compassionate or compelling circumstances

2. The Institute having implemented its intervention strategy for students who were at risk of
not meeting the satisfactory cwse progress

3. An approved deferment or suspension having been granted by the Institute

ii. All course variations affecting the course finish date will be reported to DHA through PRISMS and
0KS &dzZLJL2NIAy3d R20dzySyida FNBE {SLIG Ay (GKS aiddzRS\

f.  List of any related forms/documents/materials.
i. Course Progress

1 1st Intervention letter
1 1st Warning letter
1 2nd Intervention letter

i. Warning of Intention to Report for Unsatisfactory Course Progress or Attend@cBays letter
iii. Academic Interventiomnterview Form

iv. Student Complaints andpfeals Policy and procedures

v. Student Complaints and Appeals Form

vi. CoE

vii. PRISMS reporting system and student management system communication log

viii. Continuous Improvement Register

INTERVENTION STRATEGY

Atthemiddled S| OK GSNY 27F | addzRé LISNA2R adGdzRSydQa I OF F
progress is deemed at risk of not meeting course requirements at the madaiach study period/teaching term

will be sent arAcademic Intervention Lettenotifying that they are advised to take necessary actions to solve any
academic and/or attendance problems urgently.
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Students are advised to contact the Course Coordinator for a meeting or risk being reported to DHA if they continu
not meeting their couse requirements. Students are also advised wheasgessments are to take place by way
of notice boards and notices in class rooms

18t Intervention letter

Where the student is at risk of failing or has failed for the first time or theubject/unitof the term, will be sent

an intervention email/letter (1 intervention) to the students email address (around week 7) requiring that they
contact the Course Coordinator to discuss strategies to avoid further academic warning and maintain satisfactor
course progress.

1STWARNING

Where a student hafailed more than50% of the units they attempteith a study period/teaching term, or has
failed to attend at least 80% of scheduled contact hours during a study period, they will be sent a warning
email/letter (1 warning) to their email address requiring that they contact the PEO or Course Coordinator to
discuss strategies to help them achieve satisfactory course progress. Strategies/interventions may includ
additional study suggestions and referral tdet support services such as:

Academic skills support by trainers
Additional English support

Additional tutoring/study group

Increased monitoring

Personal counselling

Placement in a more appropriate class; and
Reduction in study load

DI I

2NDINTERVENON STRATEGY
If the student:

1 the student continues tdail more than50% of the units they attempiy week 7 in thesecondteaching
term; or

9 fails to attend at least 80% of scheduled contact hours by week 7 dugagandstudy period,

they will be waned by email notifying that the student will be offered the intervention strategy program again.
This is the last option before an intention to report is issued.

REASSESSMENT

Students are eligible for rassessment at any time during the term providekether they have received a Not

Yet Competent (NYC) outcome despite of making a genuine attempt at the assessment when initially submitted
within the due dates provided or have missed the due date for some inevitable circumstances.

Students must followheir study plan to determine the term, the subjects/units within the term and their end
dates (usually subject/unit end date is the due date for the subject/unit).

See the reassessment policy for details.
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INTENTION TO REPORT
The student will be warrgbthat they will be reported to the Department of Home Affairs (DHA) for not achieving
satisfactory course progress (Intention to Report).

Where a student has failed to demonstrate satisfactory course progressommttendancein line with the
AttendancePolicy and Course Progress Polibgy will be sent an email via their provided email address notifying
them that the Institute intends to report them for not achieving satisfactory ceymogress.

Students will be informed that they have 20 (Twentygrking days from the date of the Intention to Report Letter
within which to appeal to the Institute. If the student does not respond, if the appeal is not upheld or if the student
withdraws from the appeal process, then the Institute must report the shide DHA.

Appeals
{GdzRSyGa OFy FLIISFHf GKS LyadAaiddziSQa RSOA&AAZ2Y 2y (F

A the Institute has not calculated or recorded results or marks accurately or correctly
the Institute has not calculated or recorded their attendance accuratebpmectly
Compassionate or compelling circumstances

the Institute has not implemented its intervention strategy and/or other policies according to the
documented policies and procedures available to students

> > >

All appeals must be made in writing on thednt Appeals Form and will be assessed in accordance with the
Student Grievances, Complaints and Appeals Policy and Procedures.

6.3 Completion of course within the expected duration of the eCoE

Overseasstudentswho are enrolled inCRICO&ursesmust complete their course within the expected
duration of their eG®E,and the duration of the coursemust not exceed the course duration regstered in
CRICQ Thelnstitute may only extend the duration of the coursewhere it is clearthat the student will not
complete the coursewithin the expected duration, asspecifed on the studS y @@, asresultof:

A Compassonate or compelling circumstances

A the Institute having implementedits intervention strategyfor studentswho were at risk of not meeting

the satisfatory course progress
A Anapproved defement or sugpension taving been granted by the Institute

Reqiegsto extend courseduration must be submitted in writing on the Errolment Vaiation Fam. Any
changesto enrolment that affectthe coursefinishdate will be reported to DHAthrough PRIEMS and the
supporting documents will be kept in the studS y il@ #Wherenecessarya new eCoEwill be issuedto
students notifying them of their new course completion date.

6.4 Compassionate and compelling circumstances

Stuudentsmust submit evidenceto show that they are experiencing compassonate and compelling
ciracumstances. Thisevidenceisreviewed bythe Institutein the decison-making process.
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GCompassonate or compelling circumstancesare generally those beyond the control of the student and they
have animpact on the studS y ta@akiy and/or ability to progressthrough the course. Thesecould include,
but arenot limitedto:

A

A
A
A

Serous ilhessor injury, where amedicalor psychiatric certificate statesthat the ssudent wasunable to
attendclases

Serous ilhess, inpry or death of a dosefamily member

Major political yoheaval or natural disasterin the home country requiring emergencytravel

A traumatic experience that has hadanimpacton the student(traumatic experiences include, bate not
limited to: involvement in or witnessing of an accident; a crime having been comnaitfaithst the
student; and the student having been a witness to a crime)

Supporting documentation
Supporting documentation is usually required to consider a clam of compassonate and compelling
ciraumstances. This could include, but is not limited to:

A
A
A
A

Medical certificate
Psychiatric certificate
Police report

Death certificate

Medica and psydiatric certificates
Tobe considered valid evidence,medical and psychiatric certificates must:

v I > P

Beisaued by aregisered health professonal (doctor, RN, psychdogist, psychiatrist, etc.)
Statethat the student iswasunable to attend classes

Statethe dateson whichthe student was/will be unfit for class

Include the clinicianQ éontact details

Betranslated into English ifnot written inEnglish

6.5 Critical incidents

Thelnstitute recognisesthe duty of careowed to its studentsand understands that planning for the
management of critical inadents isessential.

Thecritical ncident process for the Institute studentsand staff is:
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Critical incidents occur
(e.g. robbery, serious injury, natural disaster, fire, notification of serious personal issues, dea

Witness to critical incident contact Reception during working hours, or 000 Emergency Services
hours

PEO arrives and takes over management of the critical incident

PEO ensures follow up
(e.g. debriefing, support services, notification of government and other organisations)

Details of the InstituteQ itic&) iddent policy canbe found in Appendix 5. If you have any quegtions, pkase
speakto your Trainersor the Admiistration team or thePEO

7. CHANGES TO YOUR COURSES OR ENROLMENT

Requedsfor changesto your courseor enrolment must be submitted inwriting on the Enrolment Variation
Foms. Additional documentation (e g., medicalcettificates) may be required.

Thelnstitute is recuired to notify DHAabout any of the following changesthat may occurwhile the
studentis studying at the Institute

7.1 Change of course

A student can change a course before any subject starts. Rlevant exemptionswill be given if any equivalent
subjects have been completed in the previous course. Ay balance of the feesfrom the previous coursewill be
forwardedto the new course. Sudentswill only be charged ifa new e@Ehasto be isued.

7.2 Discontinuation of studies

Studentsare asked to inform the Instituteas soon as possble of their intention to dismntinue studies. All
requeds for refundswill be assessed in ac@rdance with the InstituteQ @fund policy, whichis available in this

handbook.
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7.3 Deferring, suspending or cancellation of enrolment

Note: Studentsshould be awarethat if enrodment is deferred, sugpended or carcelled, their student visa
status may be affected. Thelnstitute is obligated to inform DHAof any changesto astudS y er@ofiment
that may resit in achange of visa satus.

Deferring enrolment

Students candefer the commencement of their course on compassonate and compelling grounds (maximum
one term) Thelnstitute can alsoinitiate to defer the commencement of a course when acourseis not offered
or is wavailable. Inboth casestudentswill be given anew GoEwith the newenrolment details upon the tuition
fees for the deferred term and fees for the deferment application been paid ipfiglf to the deferment The
tuition feeswill be credited towards the term that student+@®mmences.

Temporarily suspending enrolment
Students cantemporarily suspend their gudies during the courseon compassonate or compelling grounds.

Theprocedure for studentswho wishto defer or temporarily sugpendtheir enrolment is asfollows:

Suspensbn or cancdlation of enrolment bythe Institute

Thelnstitute cantemporarily sugpend the enrolment of astudent on the following grounds:
A Swudent misbehaviour resutingin a lreachof the Institute® code of conduct
A Failure to progressthrough a course

Note: In both casesof sugpension,studentsare still required to pay their coursefees.

Thelnstitute will initiate cancellation of enrolment on the following grounds:
A Swudent misbehaviour resutingin a ®vere breachof the InstituteQ Zde 6f conduct
A Non-payment of fees
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Theprocedure for sugpendon or cancellation of enrolment by the Instituteis asfollows:

7.4 Extending course duration

Stuudentswho wishto extend studies in theevent of deferring or repeating subjectsor not completing the
courseon time should discussthis matter with the Course Coordinator.

7.5 Failure to commence a course

If a sudent cannot commencethe course due to visarejection or any other circumstancesfaced bythe
student atter being issued a visa,then the student must inform the Instituteimmediately. If a student
failsto commencethe course within 14 days, the Institute must notify DHA
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7.6  Transfer between providers

Definitions (source: the National Cale):

A Principal course: Usudly the final course of study a student will undertake. For example, ifa
student isstudying B1COSollowed by a Bachelor degree, the Batelor degee isthe principal
course.

A S9xmonths: Calclated as & calerdar months from the first day of the principal course.

Transferring from another provider to the Institute
Thelnstitute may enrol students seeking to transferfrom another provider within the first six
monthsof their principal wurseif:
A Thestudent is a government-sponsred sudent, andthe studentQ donsbr supports atransfer
A ThestudentQ arreét education provider or course has ceaedto beregistered,or a sandbn hasbeen
imposedthat prevents the current provider from continuing to deliver the principal course
A Thestudent has aetter of releasefrom the current provider

Transferring fromthe Instituteto another provider
Studentscanapply to transfer from the Instituteto another provider at any time prior to completinghe
first six months of their principal courseif:
A Thestudent is a government-spon®red sudent, andthe studentQ donsbr supports a transfer
A the Instituteor the coursein whichthe student enrolled has ceasedto be regidered,or asanction has
been imposedthat preventsthe Institutefrom continuing to deliver the principal course
A Thestudent seeks tcenrol in a coursethat is at the same or ahigher level to that in which the student
iscurrently enrolled, andthe courseis not available at the Institute
A Exceptional personal circumstancesthat the PEQconsidersto be appropriate
A Thelnstitute will assess and consider all requests for in accordance with Standard 7 of the National
Code, which states that the eduaatiprovider should grant the student's request to transfer where
the transfer will not be to the detriment of the student.

Note: Studentson packagecourseswill need arelease letter from their principal provider.

A letter of release, if granted, mube issued at no cost the student and must advigbe student of the
need to contacDHAto seek advice owhether a new student visa isquired.

However the Institutewill not grant areleaseletter for a student seekingto transferany time prior
to completingthe first six monthsof their principal @urseif:
A Thereisno Letter of Offerfrom another provider
A Thestudentisenrollingin a murse that is at a lower level thanthe one in whichthe student is
currently enrolled
A Al the support serviceshave not been exhausted bythe student
A Thestudentistryingto avoid being reported to DHA
A Thestudent hasoutstanding debtsto the Institute
Student must be provided with a written response and the reason for refusal and advice on their right of
appeal.

Thelnstitute maintains records of all requests from students for a letter of release and the assessment of, and
RSOA&AZ2Y NBIFNRAYIsS (KS NBdSald 2y (GKS addRSydoa 7
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7.7 Refunds

All applications for refunds must be made in writing on the Refund Request Form (see Appendix 1).
Applications for refundswill be asessed inaccordance with the Institute refund policy.

7.8 Issue of end-of-course documents

Issuance of Qualifications

In order to ensure that all qualifications and statements dhiaiment issued are verified and checked, the
following process is applied:

1 /2YLX SGA2Yy 2F dzyAida Aa LINPINBaargSte NBO2NRSR
management database.

1 The checklist (Academic folder cover) has been thoroughlykeldecompleted and signed off by an
authorised person (usually the Administration Manager)

1 All assessments have been deemed competent (and of course the work of that student has met rules of
evidence speciallyauthenticity as per the installed plagiarisoftware report) by the Assessor

1 Upon completion of their course of training (or withdrawal of enrolment), their file is reviewed by the
PEO.

f ¢KS aidzRSyid oAttt O2YLX SGS + a520dzySyd NBIjdzSai

1 The Admin Manager (or delegate) will sign the applicaticshfanward it onto the Finance Department.

1 The finance department will also check that all fees have been paid and if so will forward to the Admin
Manager. (If Fees are unpaid, the student will be issued with a Final Fee Reminder notice.)

1 Provided all evidece is held for all of the required units, a qualification or statement of attainment is
printed and signed by the PEO.

1 The original qualification is forwarded to the student and a copy is added to the students file.

Erd-of-course documentswill be issued to students within 30 calendar daysf the completion date (if all
fees have been pajd

Conditions governing Issuance of Qualifications/Credentials

Condition Credential issued
Student requestt throughout course Interim Transcript
Students finishes hamg completed course Certificate and transcript
Students finishes having not completed course Statement of Attainment

Reissue of Qualifications

In the case of any student losing or misplacing a certificate/transcript issued by the Institute, a rephhceay be issued.
The cost for reissue of a certificate is a $50 administration fee. The replacement qualification will have the original date
of issue. Request for #issue of a qualification must be provided in writing to the Administration Officeiirong the
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reason for the rdssue, including any supporting evidence.

8. ASSESSMENTS

8.1 Competency-based training and assessment

Competency means that students at the Institute must demonstrate their skills, not just answer questions.
Thelevel of ill that studentsare required to demonstrate is listed in the National Training Package,which
contains the gllabus. Trahing is deliveredto students so that they canperform the assesment tasks.

Assasment

Assesment isthe processof collecting evidenceand making judgements on whether or not the student
has denonstrated competency. Asessment is cariied out by comparing the studS vy kflisiandknowledge
to the requirementsof the standards.

Validity
Theassessmentsmust assesswhat they clam to assess andwhat they have been desighed to assss.
Vdidity of assessment is achievedwhen:
A Assesors ae fully aware of what isto be assesed, asndicated bythe standards of competence,
including clearlydefined performance criteria
A Appropriate evidence is collected from activities that can be cleaty related to the units of competency

Authenticity
Theevidencecolleded isprovento bethe studS y ivéridalone. Plagiarismis unaceptable and Internet-
derived material must be suitably acknowledged.

Rdiability

ThelnstituteQ & esbnierit methods enaure that the competency standards ae applied consistentlyfrom
student to student andfrom context to context using clear, tnambiguous, well documented asgssment
procedures and competencystandards. All of our trainersand asses®rs arewell-trained andfrom an
appropriate backgound of businessexperience. Ourassessmentsare cariied out within a system flexible
enough to alow multiple anddiverseforms of evidence.

Casidency
We collect enough evidence to allow judgment aaossthe range of skills, without undue reliance on any
small number of select workplacecontexts or projects.

Qurrency
Ouras®ssmentsevaluate whether or not the studentQ &ills @&d knowledge are current andcanbe applied
in today'sworkplace.

fficiency

BEvidenceof competency should be sufficient to cover all the elements, performance criteria and required
range of variables in thestandards aganst whichassesament isto be carried out. The student must provide
enough evidenceto prove competencyagainst the standards. This is defied on eachof the assesment

papers.

Hexikility
Every portfolio andset of candidacyevidenceis unique. Stulents mustidentify and develop their own
specifc setsof evidence to prove competency aganst the stardards. Thesesetswill require differenttypes

WIC 8udent Hardbook Page49 of 93
Combined Ver &.: July 2021
Provider Code90501CRICOS Codet 856K



.
infol@dwic.edu.au | www.wic.ed WELLSWIC

ABN: 19 080559 600 | CRICOS CODE: 01856K | RTO:90501

COLLEGE

of relevant evidence.Assesors can be flexible inusing asgessment tools; however, the assesment tools
must assesdoth performance (skill)andthe underlying knowledge and understanding over a period of
time.

Fairnessand equity

Ourasgssmentsdo not disadvantage any person except those who do not study. Studentswill have
assesmentsthat do not discriminate in anyway. Asesanent guidelinesmust include an approachfor
working with candidateswho have special nesds.

Trainer-assessa's

Ourass®ssor will objectively assessevidence against a setof sandards. Al our trainershold:
A Relevant qualifications
A Certificate IV in Training and Assessment (or equivalent)
A Industry experience

Formsof evidence

BEvaluation of direct assgnment tasks

Obsewation

Skil tests, smulations andprojects

Bvaluation of underpinning knowledge and understanding
Questons anddisaisson

Bvidencefrom prior achievement andactivity

v D >

Assesmentsshould not be stresstil. They are conducted in arelaxed and friendly atmosphere. Do not
regard your assessmentsasexaminations ¢ our assesors smply need to know which competencieshave
been mastered andwhich competenciesrequire further practice, and he/ shewill be flexible in the
assesment method used. It isin the student@ interest to ensure that all of the skills ne@ssaryfor the job
have been magered;our aim isto helpyou to learnthoseskills inthe right way.

Reassessment

Students are eligible for rassesment at any time during the term provided whether they have received a
Not Yet Competent (NYC) outcome despite of making a genuine attempt at the assessment when initially
submitted within the due dates provided or have missed the due date for some ibkvitacumstances.

Students must follow their study plan to determine the term, the subjects/units within the term and their
end dates (usually subject/unit end date is the due date for the subject/unit).

See the reassessment policy for details.
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9. LIVING IN AUSTRALIA

9.1 About Sydney and Brisbane

Sydney

Brisbane

Sydney when not studying.

Sydey has been voted one of the mogt
beautiful citiesin the world and has one of the
worldQ dnost cekbrated harbours. Thee is a
wide variety of things you can see and do in

Australil Chaaches are wll known around the
world, and increasngy we are ako becoming
known for our great food, wines and amultitude
of sporting and cdtural actvities.Add thisto our
relaxed lifestyle and great weather and you will
quicklyundergand why Sydneyis one of the best
citiesin the world for students to enpy!

NAaolySs GKS OFLRAGLHE
{ G GSQ -dlaas, nultichlginsliciy with a
relaxed, safe lifestyle for students.

Situated on the BrisbanRiver and close to
a2YS 2F 1 daAGNIf Al Qa Y
attractions such as the Gold Coast, the Sunshi
Coast, Moreton Bay Islands and Byron Bay, th¢
city and its surrounds offer a wide variety of
leisure activities you can do when not studying

9.2 About Sydney and Brisbane CBD

SydneyCBD

BrisbaneCBD

cafés and restaurants.

Tl Y2dza
Ft a2 KIF @S | dza O

Sydney CBD is a friendly, multicultural area of
SydneyThe Instituteis centrally located, close
to Sydney CBD shopping areas and a number

The Instituteis onlya 10-minute bus ride from
Sydney Opera House, where you can enjoy thg
' dzZa GNY £ ALy Odz

Darling Harbour and other popular locations vi
bus, train and light rail from Central Station.

YR S

BrisbaneCBD is a friendlyelaxed and
multiculturalarea The Instituteis centrally
locatedr G KNBS YAydziSaQ ¢
Station andclose toBrisbaneCBD shopping
areas and a number of cafés and restaurants.

The Instituteis only a20-minute ferry ride from
Southbank. NA &0l ySQa Odz G di
recreational precinctvhere you can enjogreat
entertainment, restaurant&and sunshine!

9.3 Transportation

Public transport isvery easy in Sydhey and is alsdfairly chegp. The hstitute isa 5minute walk from
WynyardStation and a 1@ninute walk from Town Hall Statipwhereyou canget trains and busesto all

locations inSyadey.

Public transport in Brisbanes alsovery easy and cheg. The Institute isathree minute wallkirom Central
Station whereyou canget trainsand busesto all locatons inBrisbane.
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Taxis & easyto getbut are fairly expensve, so we recommendthat you take public transpottation to
get tothe Institute. We also suggestthat you don@drive yourself to the Institutebecauseparkingin the
area isextremely limited.

9.4 Cost of Living (A$)

TheAustraliangovernment suggess that international students allow funds of approximately $20,290AUD
peryearto support their living experditure. The information below isa GUDEONLY br individual living
experseswhile in Australia. For details please refer https://www.studyinaustralia.gov.au/english/liva-
austrdia/living-costs

EXPENSE Qosr NOTES

Housing $150+ per This willvary greatly depending on where you live and the type
week of accommodation you choose.

Food $100+ per week| This isor aweekQ&orth of groceries fom the supermarket.

Transporétion $25+ perweek | A weekly transpart passcould save you money. The cost of
transportwill vary greaty depending on where you live.

Utilities $25+ perweek | If you share accommodation, the costs for utilities will decrease

(gad/eledricity/ per person.

Internet)

Mobile phone $20+ per week | This willvary greaty depending on your plan, intemational
calls,etc.

EXPENSE QosT NOTES

Medical $50 per Your OverseasSudent Health Gover (OFHC)will reimburseyou

expenses consutation for most costs, but you will need to pay up front. Remember

there are occasonal costs (including consutations) that extend
beyond the coverage of your medicalplan.

Clothing Vaies Most students bring clothes from home and purchase only a few
itemswhile in Brisbane. Bmember that weather in Brisbane
varies,soyou should havesome warm clothesin case it gets
cold.

Entertanment $25+ per event | Exanplesinclude afilm, adinner, dinksat the pub, etc.

9.5 Accommodation

Rentl accommodation

Estimates of average rentalaccommodation costs per week are:

Type of accommodation Estimated cost per week (AUD)
1 bedroom flat $180 - $250
2 bedroom flat $250 - $400
2-3 bedroom flat or house $350 - $550
WIC 8udent Hardbook Pageb2of 93
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Rentisusually paid fortnightly. Note that when you move into rental accommodation you will have to
pay bond, whichis usually four weeka @nt, plustwo wee] &efit in advance. The bond will be
refunded to you when you move out.

Utilities (gas, eledricity, telephone and Internet) are paid separately from your rent. There will also be
initial connection feesfor theseservices. ® NI @ngr®eco-friendly) energyprovidersare becoming
more popular in Australia. You canalsosave money by investigating different providers, sobe sure to
shop around!

Baarding houses

Boarding housesrange from fairly large commercial properties to average sized houses run by
private citzens. Rull-board, room with use of faciities, or room-only is available. You can expect to
pay about $150 - $200 per week for a single or shared room in a boarding house.

Ful-board/ homestay accommaodation consigs of a single room in a private house where the housetolder
provides mealsfor you and you share in the life of the family. Theaverage wst for accommodation and
mealsis $250-350 per week. This is a good way for international studentsto improve their Erglish and
get to know Australianculture.

9.6 Weather

Sydney an@risbanehavemild climates, especiallyn winter, but be awarethat the weather issubject to quick
changes. Yu shouldbring clothing for hot and cold weather, wind, rain and strong sunshine, regardlessof

the time of year. Listento the weather forecasts carefully. Brisbane summers can be hot and humid, so make
sure you always stay hydrated.

Ramember that the sunin Australiais very strong. You are advisedto wear sunscresn whenever you will

be in the sunfor extended periods ¢ even inwinter!

9.7 Trading hours

Past Offices are open from 9:00 am to 5:00 p.m. Monday to Fiday. In some shopping centre they are also
openon Satuday mornings, udially from 9:00 a.m. to 1:00 p.m.

Most banks are open from 9:30 am to 4:00 p.m. Monday to Fiday. Some branchesare also open on
Saturday mornings. ATM madiinesoperate 24 hours per day.

Shops are usually open from 9:00 am. to 6:00 p.m. Monday to Fiday,and many larger stores stay open for
late-night shogping until 9:00 p.m. on Thursdays. Weekend hours vary, but most are open between 10:00
a.m.and 5:00 p.m. Sturdays and Sunday. Many big supermarkets areopen until midnight during the week
and until 10.00 p.m. on the weekends.

9.8 Banking

Thereare many different typesof bank accounts. Askabout the different typesof accounts before you decide
whichone you would like to open. A Savings Ac®unt is probably the most sutable aacount for students.
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Whenyou open an acount you will normally receive an ATMcard that will also function asa debit card
(known asan BFTPOScard inAustralig). Most shops in Australiado not accept cheques but will take credit
cards andEAPOScards.

9.9 Medical issues

If you get sick,you may have to goandsee adoctor. In most circumstancesyou go to alocaldoctor who
hasa sugery nearyour house; in Australia, you do not go to a hospital unlessyou are setioudly ill.

If you cannot come to Institute, the doctor will give you a medicalcertificate that describeswhat iswrong
with you and states how many daysyou may stayat home. DonQfirget to hand in your medical certificate
whenyou return to Institute so thatyour absenas don®@affect your attendance.

Your OFHCwill cover some or all of the cost of your doctoNJa@pointment, but in most casesyou will need
to pay the full fee up-front and claim the refund back from your OSHC provider (so be sure to keep your
bills and receipts!). You may have to pay more to see a specialistor if you are stayingin a private hospital.
Most prescriptions will not be covered by basic OFHC, and if you expect that you will need medication
regularly you may want to look at incressed healthcover.

If you are hurt in an accident or need urgent medical attention in an emergency, you should call 000
and/ or go straight to the Emergency Department of a hospital.
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10. OTHER IMPORTANT INFORMATION

10.1 Emergency contact information

Mrs Sirapha Wunnacharoensri, PEO
Sydney Receptiord29283 4388
BrisbaneReception: 073051 0094

Emergency services: 000 (police, fire and ambulance)

Nearest Medical Centre in Sydney
Sydneywedical Centre

580 George $S6ydneyNSW 2000
(02)9261 9200

Nearest Medical Centre In Brisbane
ANZAC Squaidedical Centre
280Ann St, Brisbane City QLD 4000
(07) 3229 1344

Telephore and Interpreting Sevice (TIS):
Phone: 131450

10.2 Emergency evacuation procedure

In caseof fire, please follow the person wearing a safety helmet in your area.They will assi& you to
evaauate the building. Theae are seven exitsin the building. Yau will see a danmarked with red arows
pointing at the emergencyexit at each exit.

Please collect all your personal belongings andgothe exit nearest you. The staff at the Institute will ass#
you inevacuating the building. Proceed to the meeting point, whichislocaedin the front of the building

10.3 Overseas Student Health Cover (OSHC)

All overseas gudentson student visasare required to haveOS3HCfor the period of their stay in Australia.
Education providersand some agentsare able to lodge the OSHC Aoplication Form and payment atthe
time of processinga student's enrolment to study in Australia.

Most Australianeducation instituti ons have a preferred OSHC povider. Atthe Institute, we prefer
Medibank Private, whichis aregistered health und. For more information on OSHC,visit the Medibank
Private website: http://www.medibank.com.au/.
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