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About the Sudent Handbook
This stalent handbook isyour guide to the Berkeley Business Institu(BB). Inside you will find
information on how the Institute works,where students shauld go, and who they should seeto resolve

problems. Pdicies, procedures,and regulations ae outlined so that you understand how the Institute
operates.

Disclaimer

TheBBlattempts to enaure that the information digtributed 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 asertain whether any updated information is available inrespect of the relevant
material. The Institute, its agents 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.
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1. INTRODUCTION

1.1 Welcome to BBI!

Welcome to the Berkeley Business Institute (B&here new and exciting experiencesand adventures
awaityou. We are happy for you to join our sdool family, and our experiencedstaff andTrainersare
dedicated to providing every student with the besteducational opportunity possble.

BBlis a Regisered Traning Organisation (RTO),registered by tle Australian Skills Quality Authority (ASQA)
under theNational VET Regulator Act 2@13tandards for Registered Training Organisati@®BEOs?015
BBlis 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 lives.

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

Good luck inyour studies!

Ms Gai Warner
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.

If you have alternative accommodation, our institute isvery easy to get to. We area 2-minute walk from
MuseumsStationor a 5-minute walk fromTown HalStationhttps://transportnsw.info/travetinfo
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https://www.google.com.au/maps/place/338+Pitt+Styehey+NSW+2000/@
33.8749986,151.2074424,17z/data=!4m13!1m7!3m6!1s0x6b12ae3dal60a7bb:0x55cdb33fad2ae75e!2s338+Pitt+St,+Sydn
ey+NSW+2000!3b1!18m2!383.8763808!4d151.208102!3m4!1s0x6b12ae3dal60a7bb:0x55cdb33fad2ae75e!8m2!3d

33.8763808!4d151.208102?dcr=0

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 studentsof the various important agects of the Institute
Stuudentswill also have the opportunity to ask quegions. The Orientation will also address issues such as:

Student Support Servicezailable and the Australian Study Environment

1
Legal services

1

1 Emergency and Health services
9 Facilities and Resources

1
1

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 whereand how to find resourcesand assistance.

Sudent visarequirements:
Page7 of 79
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Maintain full-time enrolment 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 Instiute contact information:
PEO Ms Gai Warner
Address: Level 1, 338 PitStreet
Sydney NSW 2000

Phone: +6128316 6666
Email: info@berkeleyedu.au

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

A If you have a question or are confused about something, please talk to the Receptionist/ Student
Welfare Officer at Reception or pb28316 6666

The Student Welfare Officeis hereto assisthe students

Pleasego to Reception andsk for the StudentVelfare Officer anytime you seek assistance or advice
and theywill assist you in anyaythey can

A After Hours pleaseontact the Administration Manager $andra L)lon 0405 240 646

Sudying at the Institute

T As above,lie Receptionist/ Student Welfar®fficeris the first point of contact for studentswith

quedions about any of the Institute s ppartisenvices.

1 Incaseof fire or anyother emergency pleasefollow the instructions gien byyour Trainersor other the
Institute staff member.
CheckInstitute 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.
1 Do not leave valuables wnattended. the Instituteis rot respansible for anydamaged, lost or stolen

items

E R |

A st of uselul contactsfollows on the next page. Thisincudescontactinformation for people and
institutions inAustraliathat may be usefulto you. Yau are encouragedto make a wpy of this page and
keep it nearyour phone for future reference
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1.5 List of Useful Contacts

Acalemic Matters

Seakto your Trainers. If you need additional assistance,ask the Course
Coordinatorfor information.

Ac®mmodation

Ask he Administration Manageifor information.

Access Equity

Ask he Administration Manageffor information.

Banking

ANZ:365George StSydneyNSW 2000. Phone 13 13.

Commonwealth Bank: 546 George St, Sydney N8@)0. Phone 13 22 21
National AustraliaBank NAB): 292 Pitt St, Sydney NSW 2000.PhtB8&2 65
WestpacBark: 591 George Street, Sydney NSW 2000. Phone 13 20 30

Gounsellng

Ask te Administration Manageifor information.

Disability Support

Ask he 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 WingSydneyHospital

MacquarieStreet,Sydng, NSW2000

Phone: 9382 7440

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

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 Crisigiire

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

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

Translating and
Interpreting Sevice

(™

Provides24-hour telephone translation andinterpreting services
Phone: 131 450

BBI 8udent Hardbook
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2. ENROLMENT

2.1 Entry Requirements

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

Thelnstitute may conduct anentry testto determine the student ’legel of Erglish.If the stude n tlevebof
Endlish 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 Instituterecruts (through agroved agents) studentsin anethicalmanner in line with our acess

and equity policy.

The Institutewill ensure that prior to enrolmenprospective learnes receiveadvice about the training
product appropriate t otakimgirdoadcoun thaexiseng skilseandrcempétencies e e d
of eachindividual This shall be done by way of interview witie Institut¢ s mar ket i ngheof f i
Institute’ s agemttt work interviews with individual st udeé

All local axd overseasstudents must meet the requirementsoutlined inthe course documentation andin
the Entry Requirements section of this handbook. During the sdection process, studentswill be given the
followinginformation:

Qoursedetails

Course pathways

Leaming and assessment methods

Feesand charges

Facilities and services

Legislaton andregulations

Briefing about Australia and cost of living (overseasstudent only)

5 N N S N

Student selection and registration into the Institute is basedupon clients satifying Institute entry criteria
covering Emlish proficiency (minimum IELTSscore of 5.5 or the equivalent), academic qualifications
(minimum completion of Year11/12 or the equivaler), work experience, age (minimum 18 years)and visa
status (asper assesment levelsfor the country of origin).

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

2.3 Use of Recruitment Agents

Thelnstitute appoints recrutment agentsto promote our coursesto prospecive students.Agentsare
resgponsible 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
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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:
I Tworecent pasgort-sized photographs
9 A photocopy of your pasgort identity page (overseasstudents)
9 Proof of academic and Blish Language proficiency
3. Submit your Emrolment Form andthe above documents to:

Postal address:
Level 1, 338 Pitt Street
Sydney NSW 2000 AUSTRALIA

Or
E-mail: info@berkeleyedu.au

4. Upon receipt of your Enrolment Form and suptiog documents, an interview will be conducted by a
member of the I nstitute’s Admission Team or
that you have applied for.

If your application is suaessful, wewill sendyou a Letter of Offer together with an 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 in Australian Dollars (AWD). All fees and charges must be paid in
advance by the due date shown on the Letter of Offer and/or invoice. A pendty may be applied to late
payment offees.

Feesare subject to change. Thelnstitute will honour the tuition fees quoted for enrolled studentsonly 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
subject exemptions such as Recognition of Prior Learning or Credit Transfer

A $200 enrdment/application fee appliesbefore enrament for all coursesand the enrolment/application fee
is ron-refundable. Thelnstitute is not responsble for any moniespaid to agents or third parties.
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Tuition fees

Field of Duration Mode of Delivery
Study Course Name and Cese Code (including breaks) |(International Students)Tuition Fees
» BSB5041®Diploma of Business Full time: Rceto-face $6,000
§ Administration 47 weeks (75%)+ Online (25%)
D CRICOS Course Co687311K
= BSB60215 Advard Diploma of Business Full time: Rceto-face $6,000
CRICOS Course CoG87538B 47 weeks (75%)+ Online (25%)
e BSB5141®iploma of Project 52 " Full time: Bceto-face $6,000
e GE) Management WEEKS (75%)+ Online (25%)
ol CRICOS Course Col87682M
DE_' g BSB6121&dvanced Diploma of Program 28 weeks Full time: ceto-face $9,000
© Management (75%)"‘ Online (25%)
= CRICOS Course Cod88956D

Administrativefees

Coursematerial fee (per term) $50
CcE Issue feénonrefundable) $50
RPL application fee $200
RPLas®sanent fee (per subject/unit) $200
Re-issue of final documents $50
Reassessment feper subject/uni) $200

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 cooling off 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 include tactic such atoddoor sales and

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

It must be noted that our Institute do not engage in unsolicited marketing or sales tactics and therefore a
statutory cooling off period in not applibée 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 payabe to the “Berkeley Business Institute
Credit card (V6a orMasterCard. 1.50 fee applies)

EFTPOS

Direct Debit

1 Bank Transfer

1
1
1
1
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Fees can b&ransferred to the following account:
Acmount name: Berkeley Business Institute
BB number: 062037
Acount number: 10249628
Bank: Commonwealth Bank of Australia
Branch: 342 Victoria Avenue Chatswood NSW 2067
Swift codeCTBAAU2S
Reference: Your hame & Student number

Note: the Institutewill not be responsible for any monies paidto agents.

2.7 Protection of fees

Under the Tuition Protection Service (TPS) framewotheifnstituteis unable tdulfil its obligations to
deliveracourse the new TPS framework will facilitate the placement of students in the first instance, and
where this is not possible, provides a refund of unexpended tuition fees (i.e. tuition tHerdthas 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 testd examinations, submitting assesments and/or receiving resuts until the
outstanding feeshave been paid in full.

Feepayment plans are available to all students. Once enralment in a course has been confirmed, the fee
for the first term plus all other fees (including leaming material costsand other relevantfees) must be paid.
Eachsubsequentterm’ fee 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: $120

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 default 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 bayprovided after it starts and before it is completed

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

However, if the student agrees to accept an alternative (replacement) coursearorop a course to be
provided to the student at thdnstitute’ s e x p e n s énstitute is eleeved dof its diability tgrovide a
refund. The student must advise thimstitute in writing whether they agreeand acceptthe alternative
arrangement.
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Locd Students

After course commencement students who discontirtbeir coursewill not be entitled to any refund. Every
effort will be made to negotiate the transfer of training in the event afmpassionate or compelling

circumstances such as

given to extended absences for any other reason.

International Students

The

reqguest for refund must be made i nReund ti ng

Application Fom.

A

A

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.

Where a refund is approved, the Institute will make payment of refunds within 28afagseipt of

the Refund Application Form

In the case of default bhe Institute, the provisions of the ESOS Act 2000 and the ESOS
Regulations 2001 apply. For further information about the ESOS Act please see
https://internationaleducation.gov.au/regulatorinformation/pages/requlatoryinformation.aspx

Enrolment Feand CoE issuing Fee Nonrefundable

Tuition Fees

Visa refused prior to couescommencemenfexcept for  Full refund less enrolment fee ai@bE issuinfge
fraud, forge or misleading documents

Withdrawal at least 28 days (prior to agreed start date) 70% refund of tuition fees lesrolment fee andCoE

issuingfee

Withdrawal les than 28 days (prior to agreed start date 50% refund of tuition fees lessrolment fee andCoE
issuingfee

Withdrawal after the agreed start date No refund

Visa cancelled due to actions of the studamtluding due No refund
to fraud, forge or misleading doments

Does not commence (i.e. Does not arrive, or has not  No refund
arranged with us for a later start because of health or
compassionate reason)

Visa extension is refused Return of unused tuition fees

Withdrawal from study current stucents

Refund of unused tuition fees (of the following term/s)’

*Deferment, Suspension or Cancellation of Enrolment
Application Form must be received at least 28 days pr
to the commencement of the following term/s

*No refund will be given after an appved deferment or
suspension.

Compulsory Health Insurance (Student visa holdersorRef er t o OSHC provider ' s

Airport Pickup Full Refundnly if service cancelled business daysrior

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

RTO Default

A Under the TuitorPr ot ecti on Service (TPS) framework, if
obligations to complete a course. The TPS framework will facilitates the placement of students in
the first instance, and where t hi dtuitonfees(i.e. po s si

_tuition the student has paid for but has not been delivered by the provider).

A The Institute defaults if the course they o el

A The Institutedefaultsif the coursestopsbeingprovidedafter it startsandbeforeit iscompletedor

the course isot providedfully to the studentbecausehe registeredproviderhashada sanction
imposed.
If the Institute defaults, it will refund to the student within 14 days after the default day and
receipt ofyour Refund Application Form.
The Institute will give the student a statement that explains how the refund amount has been
wor ked out. The I nstitute dispute resolution |
_ to pursue other legal remedies.
A This greement and the availability of complaints and appeals processes, does 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 enrolntéeiraight
to a statutory cooling off 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 mairkgr sales tactics. These include tactic such
as doorto-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 notedhat our Institute does not engage in unsolicited 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 reféretogfund policy.

The refund policy is subject to review from time to time.

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

PP

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 (eGE)to
you. You will then need to submit the eCoEandall of the documentsrequired for the student visa
application to the Australian High Commisson in your country.

Financidstatus

Under current country assesment levels, students from assessment level 1-2 countries must sign
adeclaraion 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 from
Australia Sudents from assesment level 3 countries must have evidencethat they have suficient funds
to cover their stay and there travel costs to anfrom Australia. Students acompanied by a spouse should
addaminimum of 35%per annum.

Sudentswith schod-aged dep@&darts

Please note that the are schooling obligations and options for schagéd dependants of intending
students, including that school fees may be incurredd&ats 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 are
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of school age.

It shouldalsobe noted that any dependents accompanying you to Australiawill be required to pay full fees
if 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/

3. STUDENT SERVICES

The Institute personnel are ready to provide friendly and helpful advice covering all apects of a
student's life in Australia, ncluding academic, cultural and social ssues.In addition to academic
support, we canhelp with issuessuchasaccommodationhomesidknessand culture shock, aswell as
with career advice, learring support and counseling.

TheReceptionist/Student Welfare Officés the first point of contact for students with quegions éout
any of the Institute s ppartiservices.

3.1 Student Support Services

Thelnstitute support students to adjudb studyand lifein Australiaensuring they are prepared and
supported inachiewngthe learningoutcomes of their chosen course.

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

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

Thelnstitute providesthe opportunity for students to participate in services or provides services designed to
assist students in meeting coarsequirements 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 requiranénts
accommodation issues. These services are provided at no additional cost to the stuttentniftitute

refers a student to external support servicd®e Institutewill not charge for a referraStudents are advised
that external agencies may chargdditional fees payable by the student.

Thelnstitute has a documented 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 in@den
actionstaken.

The Institute has designatel a member of staff or members of staff to be the official point of contact for

students.

The ReceptionistStudent Welfare Officerwill have access to up to date details tbe Institute support
services. TheReceptionist/ Student Welfare Officer is the initial and official paint of corftacall students.
Therefore, ifyou need assistance, please see Reeeptionist in the first instance.
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Thelnstitute has sufficient staff personnel to meet the rd=eof the students enrolled in thastitute.

Thelnstitute ensures that the staff members who interact directly with students are aware of the
obligations othe Institute under the ESOSamework and the potential implications for students arising
from the exercise of these obligations. This information is communicated totlstatigh staffmeetings,
and throughthe policies and procedures manual.

Thelnstitute will notify studentsof any intention to relocag premises (including the headfice andcampus
locations) at least @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 Institute for 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 dénts. Thelnstitute 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 gudentsat the Instituteare able to use computers and audio-visual equipment. Enrolled students
are 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.
Thekitchen' dining areais equipped with amicrowave and kettle aswell askitchensupplies.

Suggedion box
A siggegion box is available for studentsto give valuable siggestionsto the Institute. Students'
suggegions are constantly reviewed and appropriate improvements are implemented.

Refaence library

Tosupplement their own textbooks, gudents have accessto the Institute ghysical and online
library of textbooks andreference books, please visit the library and afsk any assistancat
Reception.
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3.4 Academic support services

Tutorial assigance
Trainersat the Institutecanprovide extratutorial assstanceif required. Please see the@seCoordinator.

Biingud 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 aim at all timesto provide a positive andrewarding learning experience for all of our students,
the Institute providesa formal assessment of the stude n tlevelsof 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 assessments comply with the standards of the AQFand the requirements of
the relkevant national training package. Tése standards are maintained through staff professonal
development, monitoring, industry liaison, intemal auditing andboth internal and external moderation.

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

Thelnstitute is committed to providing our studentswith the opportunity to engage in aflexible leaming
and assesnentsprocess. Thelnstitute’ approachto flexible leaming andassssmentisto offer
studentsavariety of leaming and asessment experiencesthat may include but are not limitedto:
Classhased training/assessment

Group discussions

Roleplays

Presentations

Interactive web/CD/DVibased training

Selfdirected study

Research activities

v Iy > B D D

3.5 Recognition of Prior Learning (RPL)

Thelnstitute offers vocational courses at different levels and recognises that stgdeay already possess
the skills and knowledge in areas of the trainihgy seek to enrol in

Thus enrolling students can apply fBecognition ofPrior Learning (RPL) for units of competency in the
course they enrol in prior to the commencement of studies orirdyithe 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 fdlime study.
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All studentsare offered theopportunity to apply for Recognition of Prior Leaming (RPL) and Recogniti on of
Qurrent Competency (RCCdn an ndividual basis,prior to enradment or duringthe stude n tcdurse. The
RPL/RC@rocessallows studentsto apply for creditfor previous gudy, work, life and educational
experience that matchthe leaming outcomesof spedcfic moduleswithin their course. Outomeswill be
notified within 10 working daysof the date of receipt of the application.

All RP/RCC applicants will be asked to provide evidenceto support their clams,whichshould be attached
to the RPL/RC@Qpplication Form. Evidenceincludes,but is rot limited to:

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

Course outlines of previous courses

Credantials ssuedby other organisations operatingunder the Augralian QualificationsFramework

> > > >

Wherea student's evidence is nsufficient, the PEQOmay ask the student to complete an asessment or
examination relevant to the unit.

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

WhereRPLis granted prior to the issueof a sudent 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 RBiice studentsarrive in Australia they must meet with the

Course Coordinatomhowill finalise this process and apply for RRIThismay involve tests, interviewsor
assesment and as noted, must be applied for during the first term in the chosen course (by the end of
the 2" week). Pleasenote that if your requestfor RPLis granted, your course duration may change. Ifit
does,you will be given a rew eGE confirming this,and the duration of your visamay be affected.

3.6 Credit Transfer (CT)

Policy

Thispolicy and procedure supports the National Codestandardwh i ch st ates t he ‘' Regi ¢
must appropriately recognise courseeditwithi n t he ESOS fr amewor k.’

This policy implements a procedure the Institutet o pr ocess any student’'s appl
and 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 course credit 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
Visa is granted, amneported toDHAvia PRISMS.

Definitions

W/ 2 dzNEA Ss défingB B’/ Ahé Kational Code as follows:
Exemption from enrolment in a particular part of the course as a result of previous study, experience or

recognition of a competency currently held. §imcludes academic credit and recognition of prior learning.
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W/ NBRAG ¢NIyaFSND o6/ ¢0

The granting of exemption or credit by a Registered Training Organisation to students for units of competency
completed under accredited training. These unit codes nmesttically match the units that you are applying
for 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 the
enralment and induction process of the course. This is supported with information provided i&utlent
Handbook.

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

All applications are to be submitted to theEGand include original 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 mustudehll relevant evidence of work experience and where
learning has occurred.

A Credit Transfer application must be accompanied by nationally recognised Certificates Stalement of
Attainments with detail indicating the units successfully completexliding 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 quaiific/ unit that have the exact same code as a
unit currently enrolled will be eligible for credit transfer for the particular unit(s). The student must provide
the original certificate to be sighted by ttestitute to verify the Credit Transfer.

4. STUDENT ISSUES

4.1 Student Grievances, Complaints and Appeals

Thelnstitute recognisesthat differencescanarisefrom time to time. We have afair and equitable
processfor dealing with complaints, grievances andappeals. The quick sétlement of thesematters
isin thebest nterestof all parties concerned at minimal or no cost to the student and the following
policiesand proceduresarein placeto enare that this happens.

1 Thelnstitute ensures that the principles of natural justice and procedfairness are
adopted at every stage of the complaint and appeal process.

BBI 8udent Hardbook Page20of 79
Version 6.0: Dec 2018
Provider Code40693CRICOS0de:03395G



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

9 If the student chooses to accetbee Institute s compl ai nt s athed appeal s p
Institutew i | | mai ntain the student’'s enrol ment whil
ongoing.

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

Thegrievance procedure
Sep?2 Sep 3
Sep 1 Who takes Wheredo | go Sep 4
ISSJE Whomdo | . . Dol have any
talk to? over from if 1Q ¥till not other options?
' there? happy? '
Academic Issue
(a quegtion or problem about Student Indeperdent
your classor studies, incliding | Your Trainer/ ThePEO Appeals me die:ltor
further studiesat the Institute | Course Committee
or another ingtitution) Coordinator
Fe&s/A_plecatlon for Refund The PEO Sudent
(a quedtion about the payment - Independent
- Receptionist/ Appeals .
of coursefeesor an gplication , : mediator
Accounts Officg Committee
for arefund)
Welfare/ Personal Issue
(a question abaut your The PEO Sudent
acommodation, health or . Indeperdent
safely, or concernsabout Receptionis Appeals mediator
’ Admin Manage Committee

bullying, aluseor other
mistreatment)

If you are not satisfiedby Sep 1 above, a Sudent Appeals Brm will be givento you to complete. The
PEQwill enaure that your Student Appeals Fom is entered correctly and will attempt to resolve the
problem and provide reasons 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 sypport person to help
you if you like. The result of your meeting will be recorded in writing, andyou will be given acopy.

If you are not satisfiedat this staye, your complaint/ grievance/ appealwill be referredto the Student

Appeals ©@mmittee.

TheSudent AppealsCommittee (SAQ
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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 canagan bring a friend or sypport 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 gopeal or complain about the decison, 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/abotioverseasstudentsor 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 disaissyour 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.

Thelnstitute’ sode©f Conduct sets clearstandards of behaviour anddefinesthe roles and
responshilities of membersof the Institute community in supporting thesestandards. It alscspecifes
the mandatory consequencesfor student and staff acionsthat do not comply with thesestandards.
Thestandards of behavour apply to all the Institute studentsand staff members.

Sandards of behaviour

A Demonstrating honegy and integrity

Respeting differencesin people andin their ideasand opinions

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

> > > >

> > > >
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SudS vy liokesand respasibilities under the Cale of Gonduct
A Coming to school prepared, on time and ready totear
A Showing respect for yourselves and for ottiee Institute students and staff
A Refraining from bringing anything to school that may compromise the safety of others
A 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 Instituteimmediately. Amedical
cettificate isrequired for al illness-related abs@aces. 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 lreachngthe Instituté solicypand
guidelines and is subject to severe disciplinary action.

Wegpons
You must not bring firearms, knivesor anyother weaponsto the Institute. If you are found with these
on school premises, you will be expelledand reported to he relevam authorities

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 fireexitsandtoilets). 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 a microwave and kettle are provided for students.

Please ensurethat youcleanup after yourself andput your litter in the rubbishbins provided.

Conputer usage

Thelnstitute’ Internet service is provided only for educational purposes. Ay other useof the Internet
(suchaschat programs anddownloading/ playing/watching games, music,moviesetc.) isnot allowed. Only
registeredthe Institute studentsand staff may usethe Institute computers.

When usig any the Institute computer, you are expected to show consideration for other users.
Discplinary action will be taken aginst students who fail to comply with the following regulations:
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No eating or drinking while using the compuers

Keep noiselevelsto aminimum

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

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

Do not change the settings of anythe Institutecomptuter

If you find a faulty computer pleasdo NOT attempt to fix it yourself. Simply notify the Trainerher
PEO

A Thelnstitute reservesthe right to refuseany student acaessto the Institute computer labs.

> >

>

Tomake sure that everyone has achanceto use the Internet, Internet servicemay be redricted to certain
studentsat a certain time.
Pl ease al so see tihckdediSthecApperdix®teetaila Pol i cy”

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 influence of illegaldrugs or alcohd

Vandalism causing extensive damage to school property or property located on school premises
Threatenng 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 anythingis causing you concern, peasefeel free to talk to your Trainers. liour Trainerscannot solve
your problem, you will be referred to amore appropriate person (either someone within the Instituteor
someone outsidethe Institutewho hasthe necessay training andskills to help). Either way, you will be
listened to andyour problem will be looked ater, with all of the information kept confidential. All sudents
also have full access to the stulent glievances, complaints and appealsprocess, whichis detailed inPant
4.1.

5.4 Anti-discrimination policy

Thelnstitute complieswith the Anti-Disclimination Act (1977) and the Canmonwealth Sex Disciimination
Act (1984), and ensuresthat all gievancesare dealtwith fairly.

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 CRICOBistitutes, in particular:

A The Edcation Services for Oveseas Sudents(ESOS)Act 2000
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Work Health and Safety Act 2011

Affirmative Action (Equal Employment Oortunity for Women) Act 1986

The MNitional Cale ofPractice br Regstration Authoritiesand Providers of Education and Training to
Oveaseas3udents (the National Cale)

A National VET Regulator Act 209tandards for Registered Training OrganisatiGtiEOL015

> >

5.5 Access and equity policy

Thelnstitute upholds all Fderal and Statelawspertaining to human rights, anti-disciimination, equal
opportunity and affirmative action in the Educationmdustry in Australia. Thesenclude the following:
A The HimanRigts and Equal Qpportunities Comnission Act 1986

The Raial Disaimination Act 1975 (Commonwealth)

TheSex Disclimination Act 1984 (Canmonwealth)

TheDisability Disaimination Act 1992 (Commonwealth)

The NewSouth WalesAnti-Disclimination Act 1977

> > > > >

In the event of a situation that is considered by either staff or students to be in violation of the Institute¢ s
Accessand 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 opportunities to 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-Emglish geaking backgounds, Irdigenous Australians and rural and remote leamers.

A Al participants have equal accessto our programs irrespecive of their gender, culture, linguistic
backgound, race, socio-economic backgound; disability, age, marital status, pregnancy, sexual
orientationor ca r eresporssibilities.

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 sypport include:

A Language andliteracy support of participants who have difficulty with written or spoken English

A Supprt to participants with numeracy issues

A Accommodate the unique needs of expectant or new parents or participants with other carer's
respansiilities

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

Theprinciples of Aacessand Equity are covered at our staff induction and regularly reviewed to enaure 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.
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5.6 Harassment policy

Thelnstitute will not tolerate harassment, victimisation, bullying or any suchconduct that hasthe purpose
or effect of interferingwith an irdividua | 'ork pesiormanceor creaing any intimidating, hostile, or an
offengive 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.

Exanplesof harassment mayinclude:

A Unwelcome physical contact

Repeaed uinwelcome invitations

Insuting or threatening language or gestures

Continual unjustified commentsabout a stude n tworlksor work capacity

Jokes and comments about someone ’ethinicity, race, religion, natonality, gerder or sexual
preference

A Picture, posters, graffiti, electronic images, etc. that are offensive, obsane or objectionable

> > > > P

Examplesof victimisaton mayincude:

A Persistent and unreasonable unfavourable treatment

Refusing to provide information to someone

Intentionally ignoring somean

Mocking someone’s customs or cultures
Lower assessment of student work

> > > > >

Examplesof bullying mayinclude:

A Using strength, power or position to coerce others by fear
Behaviour that intimidates, degrades or humiliates a person
Aggression, verbal and/or phigal abuse, or similar behaviour
Frequent and/-@dowmepeated ‘' put
Persistent and/or unreasonable criticism of student performance
Violence (actual or threatened)

> > >

All staff andstudentsare expectedto work in anatmosphere basedon mutual respectfor the rights and
differencesof each ndividual. Students and staff should be awarethat differing social andcultural
standards may meanbehaviour that isacceptable to some canbe perceived asoffensive by others. Such
conduct, whenexperienced or observed, shouldbe reported to the Institute management. All complaints
will be promptly invesigated. Theprivacy of the student filing areport and the individual under
investigation will be respected at all times, in line with the Institute’ @bligation to conduct afair 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.
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5.7 ESOS framework

TheAustralianGovernment wantsoverseasstudentsin Australia to have a safe,enjoyable andrewarding
placeto study. Australia 'lasvspromote gquality 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 2011require the Instituteownersto provide a sde and hedthy
working environment for all employees, studentsandvisitors.

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

A Maintaining a safe, clean and efficient 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 Higeand safety hazard you might notice to tREO

5.9 Privacy and use of personal information

Personal information is collected solely for the purposesof operation asa provider according to the

National VET Data Policy availablé#ps://docs.education.gov.au/node/46116

Under theData Provision Requirements 20the Instituteis required to collecpersonal information about
studentsand to disclose that personal information to the Nai# Centre for Vocational Education Research
Ltd NCVER

Studentspersonal information (including the personal information contairmn the enrolment form and
studentstraining activity data) may be used or disclosedh®y Institutefor statistical, reglatory and
research purposed.he Institutemay discloss t u d pensbnal information for these purposes to third
parties, including:

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

Employe —if you are enrolled in training paid by your employer;

Commonwealth and State or Territory government departments and authorised agencies;
NCVER;

Organisations conducting student surveys; and

Researchers.

Personal information disclosed to NCVER maydael or disclosed for the following purposes:

= =4 =4 =4 =9

1 Issuing a VET Statement of Attainment or VET Qualification, and populating Authenticated VET
Transcripts;
T facilitating statistics and research relating to education, including surveys;
1 understanding how the VEMarket operates, for policy, workforce planning and consumer
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information; and
1 administering VET, including program administration, regulation, monitoring and evaluation
Studentsmay receive an NCVER student survey which may be administered by an NC\UResragehor

third party contractor. Studentmay opt out of the survey at the time of being contacted.

NCVER will celtt, hold, use and disclose studepersonal information in accordance with thgivacy Act
1988(Cth), the VET Data Policyand I MER pol i ci es and protocols (incl
website atwww.ncver.edu.aj

Thelnstitute must meet the requirements of the relevant Commonwealth privacylegishtion. All
reasonable depsaretaken to protect personal information from misuse, loss, wauthorisedacess,
modification or disdosure, including passvord protection of electronic files, secure storage of paper files
and secure backupof data.

All studentsare able to accesstheir own personal filesheld by the Institute and may also request that
updates bemade to information that is incorrect or out of date. Acess may be givento anidentified
government officerfrom such agenciesasthe National VET Regulator (AS(I2& Tor DHAfor the purposes
of anaudit. We are required to inform DHAof any changesto your enrolment andany breacesby you of
your student visa conditions relating to attendance or academic performance. A copy of student or staff
records byathird party canonly be obtained bywritten permisson of the person whosefile hasbeen
requested. Thispermisgon must be provided inwriting for such acessto occur.

Pl ease al so see tihckdediSthecAppendix®aetaila Pol i cy”

6. STUDENT VISA CONDITIONS AND RELATED POLICIES

All student visas @e granted subject to conditionsthat govern thestay of students and their familieis
Australia.

Fdlure to comply with visaconditions may resut in the cancellaion of the visaand removal of the person
and their family from Australia.

Visa reqiirementsinclude, but arenot limited to:
A Maintaining full-time enrolment in a registereccourse
A Maintaining saisfactory course progress
A Maintaining OSHCfor the duration of the visa
A Natifying the Institutewithin seven daysof any change of address

6.1 Attendance policy

1. Policy Statement
Students are expected to attend their scheduled classes, lectures and online learning sés&insure they are
appropriakely exposed to course content enabling them to sucfelly undertake and complete their courses.

2. Scope
a. This policy relates to studengnd staff

3. Legislation
a. ESOS Act/ National Code

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

5. Policy Content
a. Daily attendance monitoring
i. Dalily attendance muaitoring is the responsibility of the trainend assessor
ii. Thedalilyattendancerecordsheetmustbe marked for each hour timetabling session.
iii. Thedalilyattendancerecordsheetmustbe stored overnight in a locked filing cabinet for security reasons.
b. Weely attendance monitoring
i. Weekly attendance monitoring is the responsibility of the Administration Manager, who calculates and
records student s’ aneensuteyrecardstare npdated io the StudentdMlarmgement
System.
ii. The Administration Maager ensures that any student who has not commentbeir course/swithin 14
daysof the expected course commencement d&ias been reportedia PRISMS.
c. Courseattendance requirement
a. Students are expected to attend their scheduled classes, lecturesrdimg dearning sessiorte
ensure they are appropriatg and adequatelgxposed to course content enabling them to
successfully undertake and complete their courses.
b. Attendance is monitored regularly and is used as a variable in determining possibldatngyi
reasons in circumstances where students are identified being at risk or have failed to meet course
progress requirements in accordance with the |

ProcedureqgInternal)
1. Overview

a. Daily attendance monitang is the responsibility of the train@nd assessor

b. Weekly attendance monitoring is the responsibility of the Administration Manager.

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

2. Procedures
a. Daily attendance monitoring
i. The trainerand assessanarks thedailyattendancesheetf or ever y h-pession.s ti met abl e
ii. The trainerand assessaigns offthe dailyattendancesheetat the end of each week.
iii. The attendance roll is locked nightly in the filing cabinet in the Main Office for security purposes.

b. Weekly attendance monitoring
i. The Administration Manager ensures antopdate master electronic copgf all student attendance
records is kept ofite at all times.
1. Attendance backup occurs every week.
2. Individual weekly attendance records are backed up electronically at the end of every week and a copy
made and kept offite.
ii. The Administration Manageervi ews each student’s attendance on a
1. The Administration Manager estimates each studer
student management system
2. Students who have been absent are identified.
3. The Administration Manager ensurtgt any student who has not commencéteir course/sthin 14
daysof the expected course commencement d&ias been reported via PRISMS.

c. List any related forms/documents/materials
i. DailyAttendancesheet
ii. NONCOMMENCEMENT OF COURSE WARNING LETTER
iii. Student Management System
iv. PRISMS reporting system
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ATTENDANCE REQUIREMENTS [For Domestic Students Only]

/ fFraaNr2YnolASR 5SSt AGSNRY
For students enrolling full-time campus-based face-to-f
0.5 of the full-time | oad.

Flexible Delivery (Blended):

The face-to-face ¢ o mp oconesedthroughfmonthlyevorksopsieithér organised dnlcampus or a
training room/facility close to the learners. Where a group of learners enroll in the same program at the same time,
workshops will be organised close to their geographical location.

Forthe cour se, the |l earners wild|l be provided with an opp
month. In this mode, learning will be supported through the Learning Management System (LMS).

Students enrolled in a flexible/blended mode vgillt i | | have an option to access and
wherever reqguired/ needed. They may also use on-campus
photocopying, internet, student learning support, and student semvice
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6.2 Course progress policy

The Institutemonitors, records and assesss the course progress of each sudent throughout and at the
end of each stuly period (The length of the study period for the purpose of this policy is one term).
Unsatisfatory progressis defined asnot successfully completing or demonstrating competencyin at least
50% of the units/modules in ay study period of a course. Students who do not achieve satisfactory
progress for two consecutive study periods will be reporte®tdi via the PRISMS system.

Students canaccesstheir results andfeedbackfrom the eLearning site or the student ePortal or from
the Trainers orby asking the Course CoordinatéReceptionto show them their recorded results.
Students can contact their Trairer as soon astheir results are available. Trainersare the first point of
contact if students have any issueswith asgssments.

Course Progresmonitoring Policy and Procedure

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

In accordance with the requirements of the National Code, this 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 akrig failing to achieve satisfactory
course progress
iv. The process 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, staff abDtHA

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

a. Monitoring student progress

i. Upon enrolment, the stuent is given a timetable ara study plarshowing the unitsgubjectsto
be completed in every study period.

1. For the purposes of this policy, a study period is definea as“ T e rweek9 diratidn.

ii.  The student is assessed throughout the course, in aezure with the requirements of the
course.

iii.  During each study period, the Course Coordinate v i e ws asatemid esults sit’least
twice (on week 7 and week 18)r that study periodtad et er mi ne whet her t he
progress for that study ped has been satisfactory or unsatisfactdgnsatisfactory course
progress is defined as failing more than 50% of the units/subjects delivered within each study
period.
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iv. If the Course Coordinator becomes aware at any paiming the study periodhat astudent is
at riskof not achieving satisfactory course progress for a study period, the Course Coordinator
wi || conduct an i mme dacaadmé resuimith seview to implamene st u d
the intervention strategypy sending intervention letter
v.  Students can access their resudtsany timeby accessing the studentfortal andeLearning
1. Trainers are the first point of contact if students have any issues with assessments.

b. Intervention strategy
i. Any student who has failed 50% or marfethe units/subjectsdeliveredin a single study peried
is deemed to havensatisfactory course progress and an intervention strategy will be activated
to assist the student improving their course progress.

1. After review of the results for each study period (on weednd week 13)if a student has
unsatisfactory course progress for that study period, an intervention strategy will be activated
by the Course Coordinatsendngthe student a Course Progress Intervention or Warning
letter, which advises the student ofdiher unsatisfactory performance and requests that the
student discuss the matter with the Course Coordinator as a matter of urgency.

The student is counselled regarding his/her progress.

3. The student is given the opportunity for reassessment within anexjtieneframe. The fee
for reassessment is specified in then s t ifee schedulesd the Reassessment Policy

4. The Course Coordinator records in the stude
and support services, including reassessmertyiged to the student as part of the
intervention strategy.

N

c. Reporting a student for unsatisfactory course progress
i. If after the implementation of the intervention strategy the student is identiféesdhaving
unsatisfactory course progredn two consecuive study periods the Course Coordinatawill

send the student an “lIntention to Report” wa
intention to report the student tdHAfor unsatisfactory course progress.
d. Appeals
i. Students have 20 working ga from the date of the Warning of Intention to Report for
Unsatisfactory Course Progress is issued t
i. Appeal s wildl be assessed in accordance with
and procedures.
iii. After completion of the appeals periods, students will be reporte®tdAfor their
unsatisfactory course progress if any of the below occurs:
1. The student chooses not to appeal
2. The student withdraws from the appeals process
3. The outcome of the appealsprocessd our s t he I nstitute’s deci s

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

i. Overseas students who are enrolled in CRICOS courses must complete their course within the
expected duration of their CoE, and the duration of the course muséxroted the course
duration registered in CRICOS.

ii.  The Institute may only extend the duration of the course where it is clear that the student will
not complete the course within the expected
result of:

1. Compasionate or compelling circumstances

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

3. An approved deferment or suspension having been granted by the Institute
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iii.  All coursevariations affecting the course finish date will be reportedidAthrough PRISMS and
the supporting documents are kept in the stu

Part B: Procedures

1. Overview

a.
b.

d.

Mar king/ assessing students assessessont s is the
Reviewing students’ academic results and deter.
of the Course Coordinator.

A failure to meet the course progress requirements may result in the Institute reporting the student to
DHA

Students shald refer to the student grievances, complaints and appeals policy before lodging an

appeal.

2. Procedures

a.

b.

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 studyeriod.

ii.  Students are expected to attend their scheduled classes, lectures and online learning sessions to
ensure they are appropriatg and adequatelgxposed to course content enabling them to
successfully undertake and complete their courses

iii. The studenis assessed throughout the course, in accordance with the requirements of the
course.

1. The student’ s assessments are marked by the
2. Resutar e recorded in the student’'s academic f
student mangement system

iv. The Course Coordinator reviews stud t s’ academi cand athelehdtolseach n we e
study period (week 13); tdetermine studentsourse progress for that study period whether it
has been satisfactory or unsatisfactory.

v. If the Course @rdinator becomes aware at any of the above points that a student is at risk of
not achieving satisfactory course progress, then the Course Coordinator will conduct an
i mmedi ate review of the student’s acatbemic r
strategy (see below).

1. If atrainer and assessor feels at any time that a student is at risk of not achieving satisfactory
course progress for a study period, the trainer must notify the Course Coordinator
immediately.

vi. Students can access their resulty accessing the student management system (LMS)/student e
portal

1. Students can contact their trainers and assessors as soon as their results are available.
2. Trainers and assessors are the first point of contact if students have any issues with
assessments

Intervention strategy
i. Any student who has failed 50% or mariethe units/subjectsdeliveredin a single study peried
is deemed to havensatisfactory course progress and an intervention strategy will be activated
to assist the student improving theioarse progress.
1. TheCourse Coordinata@ends the student a Course Progress Intervention letter or Warning
letter, which outlines the steps the student must take to improve his/her progress.
1% Intervention letter applies for the student who is at risk dailing for the first time or
the 1° subject/unit of the term
f  1*Warning letter applies for the student who is at risk of consecutive failure in the same
term after 1* Intervention
T 2" Intervention letter applies for the student who is at risk of faita in following terms
after 1 Warning

BBI 8udent Hardbook Page33of 79
Version 6.0: Dec 2018
Provider Code40693CRICOS0de:03395G



The student is counselled regarding his/her progress.

The student is given the opportunity for reassessment within an agreed timeframe.

The fee for reassessment is clearly stated in the Institute fee schedule.

TheCar se Coordinator records in the student
and support services provided to the student as part of the intervention strategy.

abhwh

c. Reporting a student for unsatisfactory course progress
I If after the implementation bthe intervention strategy the student is identifie$having
unsatisfactory course progress in twapnsecutive study periodshe Course Coordinatawill
send the student a Warning of Intention to Report for Unsatisfactory Course Progress, notifying
thest udent of the 1 nstit ut e DHAfor undatesfactorycourset o r e
progress.

d. Appeals
i. Students have 20 working days from the date of the Warning of Intention to Report for
Unsatisfactory Cour se Rdarigianerstte followiog gayngse al t h
1. The Institute has not calculated or recorded results or marks accurately or correctly
2. Compassionate or compelling circumstances
3. The Institute has not implemented its intervention strategy and/or other policies accotaling
the documented policies and procedures available to students
i. Appeal s wild.l be assessed in accordance with
appeals policy and procedures.
iii. After completion of the appeals periods, students will be repdrie DHAfor their
unsatisfactory course progress if any of the below occurs:
1. The student chooses not to appeal
2. The student withdraws from the appeals process
3. The outcome of the appeals process favours

e. Completion of course withithe expected duration of the CoE
i. Overseas students who are enrolled in CRICOS courses must complete their course within the
expected duration of their CoE, and the duration of the course must not exceed the course
duration registered in CRICOS.
ii.  The Institue may only extend the duration of the course where it is clear that the student will
not complete the course within the expected
result of:
1. Compassionate or compelling circumstances
2. The Institute having impmented its intervention strategy for students who were at risk of
not meeting the satisfactory course progress
3. An approved deferment or suspension having been granted by the Institute
iii.  All course variations affecting the course finish date will be repaxddHAthrough PRISMS and
the supporting documents are kept in the stu
1. Where necessary a new CoE will be issued to students notifying them of their new course
completion date.
2. Changes to the duration of the course may affect the durationefths t udent ' s vi s a

f. Listof any related forms/documents/materials.
i. Course Progress
1  1%Intervention letter
1 1%Warning letter

1 2"Intervention letter
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ii.  Warning of Intention to Report for Unsatisfactory Course Progrg8sDays letter

iii. Academic Interventiomnterview Form

iv.  Student complaints and appeals 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 STRAYEG
At the middleofeach t erm of a study period student’s acaden

course progress is deemed at risk of not meeting course requirementheatmiddle of each study
period/teaching term will be sent aAcademic Intervention Lettenotifying that they are advised to take
necessary actions to solve any academic problems urgently.

Students are advised to contact the Course Coordinator for a meeting or risk being repoiddtiAid they
continue not meeting their course requirements. Stutteare also advised when-gssessments are to take
place by way of notice lawds and notices in class rooms

1% Intervention letter

Where the student is at risk of failing or has failed for the first time or th& dubject/unit of the term, will

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

1°TWARNING

Where a student has failed 50% or more of the units they attempted in a study period/teaching term, they will
be sent a warning email/letter {Iwarning) to their email address (at the end of the teaching term) requiring
that they contact thePECQor Couse Coordinator to discuss strategies to help them achieve satisfactory course
progress. Strategies/interventions may include additional study suggestions and referral to other support
services such as:

Academic skills support by trainers
Additional Englis support

Additional tutoring/study group

Increased monitoring

Personatounselling

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

PP i PP

2"°INTERVENTION STRAYEG
If the student does not respond, and no contact has been made or informegim#ived about the students

during the study period or if the students continue to fail 50% or more of the units they attempted in the
secondteaching term, they will be warned by email notifying that the student will be offered the intervention
strategy pogram again.

REASSESSMENT

Students are eligible for rassessment 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 thedue dates provided or have missed the due date for some inevitable circumstances.

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 tiigexct/unit).
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See the reassessment policy for details.

INTENTION TO REPORT
The student will be warned that they will be reported to the DepartmentHoime Affairs(DHA) for not

achieving satisfactory course progress (Intention to Report).

Where a studentan no longer achieve satisfactory course progress or fails to maintain 50% or above of the
units for 2 consecutive teaching terms, they will be sent an email via their provided email addressignotifyi
them thatthe Instituteintends to report them for nbachieving satisfactory course progress.

Students will be informed that they have 20 (Twenty) working dey® the date of the Intention to Report
Letter within which to appeal tdghe Institute. If the student does not respondf the appeal is not uphie or if
the student withdraws from the appeal process, th#e Institute must report the student tdHA

Appeds
Studentscan gpealthe Institute decison on the following grounds:

A the Institute has rot calalated or recorded resultsor marksacaurately or correctly

A Compassonate or compelling circumstances

A the Institute has rot implemented its intervention strategy and/or other policies according to the
documented policies and procedures available to students

All appealsmust be made in writing on the Sudent Appeals Brm andwill be assessd in acoordance with
the Student Grievances, Complaints and AppealsPolicy and Procedures.

Theprocessesfor dealng with breades of the attendance policy are outlined in Appendix 6 Details of the
Qourse Progress Monitoring Pdicy and Procedurescanbe found in Appendix 7.

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 eQoE, and the duration of the coursemust not exceed the course duration registered in
CRICQ Thelnstitute may only extend the duration of the coursewhere it is clearthat the student will not
complete the coursewithin the expected duration, asspecifedon the stude n teCoks,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 sugppension taving been granted by the Institute

Requedsto extend courseduration must be submitted in writing on the Errolment Variation Fam. Any
changesto enrolment that affectthe coursefinishdate will be reported to DHAthrough PRIEMS and the
supporting documentswill be kept in the stude n ffile. $Vherenecessarya new eCoEwill be issuedto
students notifying them of their new course completion date.

6.4 Compassionate and compelling circumstances

Studentsmust submit evidenceto show that they are experiencing compassonate and compelling
ciracumstances. Thisevidenceisreviewed bythe Institutein the decison-making process.

Compassonate or compelling circumstancesare generally those beyond the control of the student and
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they have animpact on the stude n tcgpaxty and/or ability to progressthrough the course. Thesecould
include, but arenot limitedto:

A

A
A
A

Serous ilhess or injury, where amedicalor psychiatric certificate statesthat the sudent wasunable to
attendclases

Serous ilhess, inpry or death of a dose family member

Major political ypheaval or natural disasterin the home country requiring emergencytravel

A traumatic experience that has hadanimpacton the student (traumatic experiences include, tare
not limited to: involvementn or witnessing of an accident; a crime having been commétginst 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
ciracumstances. 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 consideredvalid evidence,medical and psychiatric certificates must:

>y > D

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 clinician’ sontact details

Betranslated into English ifnot written inEnglish

6.5 Critical incidents

Thelnstitute recognisesthe duty of careowedto its studentsand undergandsthat planning for the
management of critical inddents 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 the Administration Manager on 0405 240 646

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)

Detailsof the Institute sitical incident policy canbe found in Appendix 5. If you have any quegions, pkase
speakto your Trainersor the Administration team or th®EO

7. CHANGES TO YOUR COURSES OR ENROLMENT

Requedsfor changesto your courseor enrolment must be submitted inwriting on the Enrolment Variation
Fom. 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 canchange a course before any subject starts. Relevant exemptionswill be given if any equivalent
subjects have been completed in the previous course. Ay balance of the feesfrom the previous course will
be forwardedto the new course. Sudentswill only be charged ifa new eEhasto be issued.

7.2 Discontinuation of studies

Stuudentsare asked to inform the Instituteas soon as possble of their intention to dismntinue studies. All
requeds for refundswill be assessed in acordance with the Institute efund policy, whichis available in
this handbook.

7.3 Deferring, suspending or cancellation of enrolment

Note: Studentsshould be aware that if enrolment is deferred, sugpended or carcelled, their student visa

statusmay be affeded. Thelnstitute is obligated to inform DHAof any changesto astude n terratment
BBI Sudent Hardbook Page38of 79

Version 6.0: Dec 2018
Provider Code40693CRICOS0de:03395G



that may resit in achange of visa satus.

Deferring enrolment

Stuudents can defer the commencement of their course on compassonate and compelling grounds
(maximum one term).The Institutecan alsoinitiate to defer the commenament of a course when acourse

is not offered or is wnavailable. In both casesstudents will be given a new GoE with the new enrolment
details upon the tuition fees for the deferred term and fees for the deferment application been paid in full
prior to the deferment. The tuition fees will be credited towards the term that studerdammences.

Temporarily suspending enrolment
Students cantemporarily suspend their gudies during the course on 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 Sudent misbehaviour resutingin a lreachof the Institute's code of conduct
A Failure to progressthrough a course

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

fees. Thelnstitute will initiate cancellation of enrolment on the following grounds:
A Swudent misbehaviour resutingin a ®vere breachof the Instituteé sode of conduct
A Non-payment of fees

Theprocedure for sugpenson or cancellation of enrolment by the Instituteis asfollows:

N
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7.4 Extending course duration

Studentswho wishto extend studies in theevent of deferring or repeating subjects or 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 by
the student atter beingissued avisa,then the student mustinform the Instituteimmediately. If a
student failsto ammencethe course within 14 days, the Institute must notify DHA

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 H1COSollowed by a Bachelor degree, the Batelor degree isthe principal
course.

A Sxmonths: 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 murseif:
A Thestudent is a government-sponsred sudent, andthe student’ gponsor supports atransfer
A Thestudent’ aurreat education provider or course has ceaed to be registered,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
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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 curseif:
A Thestudent is a government-spon®red sudent, andthe student’ gonsor supports a transfer
A the Instituteor the coursein whichthe student enrolled has ceasedto be regigered,or asanction has
been imposedthat preventsthe Institute from 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 PEQoonsidersto be appropriate
A Thelnstitute will assess and consider all requests for in accordance with Standard 7 of the National
Code, which states that the educatiprovider 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, must be issued at no toshe student and must advigée student d 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 wurseif:

A Thereisno Letter of Offerfrom another provider

A Thestudentisenrollingin a @urse 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 studemtsd letter of release and the assessment of, and
RSOAAaAA2Y NBIFNRAYyI:Z GKS NBljdzSad 2y (GKS addzRSyidQa

7.7 Refunds

All applications for refunds must be made in writing on the Refund Request Form (see section 2.9
and Appendix). Applicationsfor refundswill be asessed inaccordancewith the Institute refund

policy.

7.8 Issuing end-of-course documents

Issuance of Qualifications

In order to ensure that all qualifications and statements of attainment issued are verified and checked, the

following process is applied:

T Completion of units is progressively recorded
management database.

1 The checklist (Academic folder cover) has been thoroughly checked, completed and signed off by an
authorised persn (usually the Administration Manager)

1 All assessments have been deemed competent by the Assessor
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1 Upon completion of their course of training (or withdrawal of enrolment), their file is reviewed by the

PEO.
T The student wil/ comptmte a “Document request
1 The Admin Manager (or delegate) will sign the application and forward 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 studentl W issued with a Final Fee Reminder notice.)

1 Provided all evidence 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 copyléed to the students file.

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

Conditions governing Issuance of Qualificatid@sedentials

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

Reissue of Qualifications

In the case of any student losing orgpliacing a certificate/transcript issued by the Institute, a replacement may be
issued. The cost for reissue of a certificate is a $50 administration fee. The replacguadifitation will have the
original date of issue. Request for-issue of a qualifiation must be provided in writing to the Administration Officer
outlining the reason for the réssue, 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 students are required to demonstrate is listed in the National Training Package,which
contains the gllabus. Trahing is deliveredto students so that they canperform the assessment tasks.

Assasment

Assesment isthe processof collecting evidenceand making judgements on whether or not the student
has demonstrated competency. Asessment is cartied out by comparingthe stude n tsKillsandknowledge
to the requirementsof the stardards.

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 stude n tworlsalone. Plagiarismis unaceptable and Internet-
derived material must be suitably acknowledged.
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Reliaility

Thelnstitute’ s esarerdg methodsenaure 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 and diverseforms 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 student’  ills nd knowledge are current andcanbe applied
in today's workplace.

Qfficiency

Bvidenceof competency should be sufficient to cover all the elements, performance criteria and required
range of variables in thestandards ag#nst whichassessment 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 must identify and develop their own
specifc sets of evidence to prove competency aganst the stardards. Thesesetswill require dfferenttypes
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

Ouras®ssmentsdo not disadvantage any person except those who do not study. Studentswill have
assesmentsthat do not discriminate in anyway. Assesament guidelinesmust include an approachfor
working with candidates who have special needs.

Trainer-assessas

Ourassssor will objectively assessevidence against a setof sandards. Al our trainershold:
A Relevant qualifications
A Certificate IV iTraining and Assessment (or equivalent)
A Industry experience

Formsof evidence

Bvaluation of direct assgnment tasks

Obsewation

SkKil tests, smulations andprojects

Bvaluation of underpinning knowledge and understanding
Questons anddisaisson

Bvidencefrom prior achievement andactivity

v >y > > >

Assesmentsshould not be stressfu. They are conducted in arelaxed and friendly atmosphere. Do not

regard your asessmentsasexaminations — 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’s interest to ensure that all of the skills ne@ssaryfor the job
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have been madered;our am isto helpyou to learnthoseskillsin the right way.

Reassessment
Students are eligible for rassessment 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 witin the due dates provided or have missed the due date for some inevitable circumstances.

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 datetie subject/unit).

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

9.1 About Sydney

Sydhey has been voted one of the most beautiful cities in the world and has one of the world’ s
most cekebrated harbours. Thae is awide variety of things you can see and do in Sylney when rot
studying.

Australia ' beaches are wll known around the world, and increashgly we are ako becoming known for
our great food, wines and a multitude of sporting and cutural actiities. Add this to our relaxed lifestyle
and great weather and you will quickly undersgand why Sydney is one of the best citiesin the world for
students to enpy!

9.2 About Sydney CBD

Sydney CBD is a friendly, multicuilarea of Sydneyhelnstitute is centrally located, close to Sydney
CBD shopping areas and a number of cafés and restaurants.

Thelnstitute is only al0-minute bus ride from Sydney Opera House, where you can enjoy the famous
Australian culture and suhsi ne! You’' |l |l al so have quick and easy
other popular locations via bus, train and light rail from Central Station.

9.3 Transportation

Public transport isvery easy in Sydhey and is alsdfairly chegp. Thelnstitute is a 2-minute walk from
MuseumStationand a5-minute walk from Town HaBtation whereyou canget trains and busesto all
locations inSydey.

Taxis ee easyto getbut are fairly expensve, so we recommendthat you take public transpottation to
getto the Institute. We also suggestthat you don't drive yourself to the Institutebecauseparkingin the
area isextremely limited.

9.4 Cost of Living (A$)

TheAustraliangovernment suggests that international studentsallow funds of approximately $20,290 AUD
peryearto support their living experditure. The information below isa GUDEONLY br individual living
experseswhile in Australia.For details please refer tattps://www.studyinaustralia.gov.au/english/liva-
australia/livingcosts

EXPENSE Qosr NOTES
Housing $150+ per This willvary greaty depending on where you live and the type
week of accommodation you choose.
Food $100+ per week| This ifor aweek’ worth 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.
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Utilities $25+ perweek | If you share accommodation, the costs for utilities will decrease

(gadeledricity/ per person.

Internet)

Mobile phone $20+ perweek | This willvary greaty depending on your plan, intemnational
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 occagonal 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 Sydney. Remember that weather in Sydney varies
soyou should havesome warm clothesin case it gets old.

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

9.5 Accommodation

Renkl accommodation

Estmates 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

Rentin Sydney is usually paid fortnightly. Note that whenyou move into rentalaccommodation you
will have to pay bond, whichisusually four weeks rent, plustwo week sént in advance. The bond will
be refunded toyou whenyou move out.

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

Baoarding houses

Boarding housesrange from fairly large commercial properties to average sized houses run by
private citzens. Full-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 accommodation consigs of a single room in a private house where the houselolder
provides mealsfor you and you share in the life of the family. Theaverage mst for accommodation and
mealsis $250-350 per week. This is a good way for international studentsto improve their Erglish and
get to know Australianculture.
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9.6 Weather

Sydey hasa mild climate, especiallyin winter, but be awarethat the weather is subject to quick changes.
You should bring clothing for hot and cold weather, wind, rain and strong sunshine, regardlessof the
time of year. Listento the weather forecasts carefully.

Reamember that the sunin Australiais very strong. You are advisedto wear sunscresn whenever you will
be in the sunfor extended periods —evenin winter!

9.7 Trading hours

Post Offices are open from 9:00 am to 5:00 p.m. Monday to Friday. 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 machinesoperate 24 hours per day.

Shops are usually open from 9:00 am. to 6:00 p.m. Monday to Friday, 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

There are many different types of bank accounts. Ask about the different types of acoounts before you
decide which one you would like to open. A Savings Acount is probably the most sutable account for
students.

Whenyou open an acount you will normally receve an ATMcard that will also function asa debit card
(known asan B-TPOScard inAustralid). 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 a doctor. 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 stateshow many daysyou may stayat home. Don’ forget to hand in your medical certificate
whenyou return to Institute so thatyour absenas don't affect your attendance.

Your OFCwill cover some or all of the cost of your doctor ’apointment, but in most casesyou will need
to pay the full fee up-front and claim the refund back from your OS1C 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

Ms Gai WarnerPEO
Telephone:028316 6666

Emergency services: 000 (police, fire and ambulance)

Nearest Medical Centre:
Name:  SydneyMedical Centre
Address: 580 George SSydney NSW 2000
Phone: 9261 9200

Telephonre 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 ass#t 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 haveOSHCfor 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 OS1C povider. Atthe Institute, we prefer
Medibank Private, whichis aregistered health und. For more information on O3HC,visit the Medibank
Private website: http://www.medibank.com.au/ .

10.4 Unique Student Identifier (USI)

From 1 January 2015 if you are undertaking nationally recognised training delivered by a registered training
organisation you will need to haweUnique Student Identifier (USI). This includes studying at TAFE or with a
private training organisation, completing an apprenticeship or skill set, certificate or diploma course.

Each student will need a USI to obtain their certificate or qualificdtimm their registered training organisation
when studying nationally recognised training in Australia.
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A Unique Student Identifier (USlaseference number made up of numbers and letters that give students
accesdo their US| account:

A A USI will alle an individual's USI account to be linked to the National Vocational Education and Training
(VET) Data Collection allowing an individual to see all of their training results from all providers including all
completed training units and qualifications.

A TheUSI will make it easier for students to find and collate their VET achievements into a

singleauthenticatedtranscript. It will also ensure that students' VET records are not lost.

The USI will be is available online and at no cost to the student.

A This W8I will stay with the student for life and be recorded with any nationally recognised VET course that is
completed from when the USI comes into effect on 1 January 2015.

.

The USI initiative will:

A Seamlessly link information about a student's VET achiewgs, regardless of where they studied
A Enable students to easily access secure digital transcripts of their achievements
A Give students access to, and more control over, their educational information

As part of this initiative-it is required that studets create there USI at the earliest possible.

If you are unable to create a US| and would likelttsitute to do it on your behalf you will need to come to
the Admin Office athe Institutea nd si gn a ‘ Co n s e nihstittfeavill be'able toAicfeatesitrfor wh i ¢
you.

For more information visivww.usi.gov.awr ask at Reception. You can either apply yourself for your USI or ask
at Reception and we can do it on your behalf or assist.

10.5 Working in Australia

Overseasstudentsare allowed to work in Australiaafter commencement of their courseof study. Theyare
allowedto work no more than 40 hours per fortnightluring the semester, provided that it doesnot adversely
affecttheir studies.During holidaysoverseasstudents may work full-time. However, work is not always easyto
find, andyou should not rely on income eamed in Australiato payyour tuition fees.

Obtaining a tax file number (THN)
You must have a TFNto be assessd for tax. Thisisarequirement for anyjob. Yau will needto complete a
specialform, whichyou can get from any taxation office or downloadfrom the website

http://www.ato.gov.au/. You mustthen lbdge the application at ataxaton office. Your taxfile number will be
sentto your current Australian address.Also to know more about your employment rights and conditions, and
how to resolve workplace issues please béps://www.fairwork.gov.al/

10.6 Institute property

Studentsmay be offered additional resourcesto aidthemin their studies. Tleseresourcesremainthe
property of the Institute andare only on loan. Theseresourcesmay takethe form of:

A Work papers

A Classats of notes
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A Textbooksbelonging to the Institute and for which thestudent hasnot paid

Studentsarerequired to return all Institute property within the time specifed bythe isauing staff member.
Falure to do sowill result in certification being withheld until all Institute property isreturned.

10.7 Student equipment

All studentswill require the following equipment:
A Paper (A4 white)
A A4 notebook with lined wiiting paper
A Red, backandblue pens

10.8 Student identification card

All gudentsare issued with the Institute Identification Card hat includestheir photograph, name, student
identification number, commencement andcompletion dates, and signature. Stidentsare required to have
their identification card with them at all timeswhile on the Institute premises.

10.9 Leaving the training room during the lesson

GCommon courtesyrequiresthat you inform the Trainersbefore leaving the room. If it is your intention not
to return during that or later lessons, you must disauss this with your Traners

10.10 Student refreshment breaks

Stuudentsare allowed to carry hot/cold drinksn the classooms; howewer, there is strictly no eating or
drinking while seated at or using the computers.

Amicrowave and tea/ coffee faciitiesare available for student usein the kitchenette. Thisand allother
work areas stould be kept clean ad tidy at all times.

10.11 Student feedback and quality improvement

Thelnstitute collects statistical information regularly to monitor, maintain and achieve ongoing continuous
quality improvement in the delivery of our qualificationsWe welcome constructive feedback from our
studentsand staff concerning educational and service improvements or changesthat would improve our
existing educational and student sevices. Studentswho wishto provide management with feedback on any
issuesof concernor areasfor improvement are encouraged to ask the Receptionistor an Opportunity for
Improvement Form.
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11. COURSE INFORMATION

11.1 General information on the course

Entry Requirements: 18 years of ageor over
Australian Yearl11/12 or equivalent

Sudy Method: Fulktime only-with aminimumof 15 faceto-facecontact hours
perweek and 5 hours online per wedlkkenasanaverageper
term

Teaching Methods: Learning delivery e.g. combination of training, lectures,

demonstrations, simulated work
environments ( if necessary)workshops, visits

English Proficiency: IELTS.5 (or equivalent) Sudents who are not fully proficient must
take language literacy andnumeracy (LNN) training

Work Placement Not applicable
FieldTrips: Advised atcommencement of course
Assessment Methods: Assessment procedurese.g. combination of assesment tasks,

written assgnments, supervisedtests, role plays and
presentations

Qustomisation: Eachcourse and its leaming and as®ssment materials maybe
subject to customisation.

For more information on the courses, pleasset he | nst i t hitpéiwwsy.berkelbysdutawtousds
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APPENDIX 1: REFUND REQUEST FORM
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Please submit your completed form the Institute or forward toaccount@berkeley.edu.ado refunds will be paid to a third

party unless it isndicated at the time the refund application is lodged, that any refunds due are payable to a third party.
According to our refund policy Application/Enrolment faed CoE issuing fee aNOT refundable. Where a refund is approved,
the Institute will makepayment of refunds withir28 days of receipt of théRefund Application Form

STUDENT DETAILS:

First Name: Family Name:

Student ID: Date of Birth: / /

Contact Number: E-mail:

Address:

Orignal Payment )

Method: O cCredit card O Direct Deposit | O other: Payment Date:  / /

Reason for Refund;

(If you require more space please attach a separate sheet. Please include independent, original or certified documentarynepid application

(e.g. medical certificate)

REFUND PAYMENT DETAR&uUNnd will be processed in Australian Dollars.

0 I Agree fotthe Instituteto refund to a third party other than | Requested Amount: $
my student personal account.
Refund Options:
Mailing AddresqIf different from above):
0 Cheque /Dratft:
BSB No: Account No:
0 Direct Deposit into ) )
Bank Account: Account Name: Bank Name:
Branch Address: SWIFT Code (Overseas):

(The Institutewill NOT be held responsible if any of the follandetails are incorrect.)

STUDENT DECLARATION:

| have read the refund policy and understand the terms and conditions. | am aware of the academic and financial consefjtrenebsve request

and have sought appropriate advice on these matters. | ustdad and agree to be bound by the institution policies and deadlines for the processing
of refunds. | declare that the information | have given on this application is correct and understand that by knowingly falakiror misleading
statements that | mg be liable for prosecution. | also authorise thestitute to gather and obtain any necessary information pertaining to this

application.

| agree to the conditions of this Refund Application and declare that | am the person to whom this refund isid. be p

Student Signature:

Date: /
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REFUND CALCULATION FOR:

Mr. / Ms. Student ID:

Please be advised that yorequest for refund of tuition fees has been approved according to the following code.

Reason Code Reasons

O VR Visa refused prior to course commencement (except for fraud, forge or misleading documents)

0 Withdrawal notified in writing and received Ibiye Institute28 days or more prior to the course
WDA commencement

O Withdrawal notified in writing and received bige Instituteless than 28 days prior to the course
wbB commencement and before the commencement date

0 Withdrawals notified in writing and eeived bythe Institute on the commencement date or after the cours
wbhC commences

O RSCA Course cancelled or rescheduledthg Institute

REFUND CALCULATION TABLE

Tuition Fee paid: (Label A) Others Fee paid: (Label B)
Course Commencement date: / / Withdrawal notification date: / /
Days notice provided in writing: days
Reason Code VR or RS®&fund 100% of the amount identified at Label A and other Refundable { Refund remitted
(Evidence that the student visa was refused or the course was rescheduled or candkédddiituteis required) $
i Refund remitted
Reason Code WDA&Refund 70% of the amountedtified at Label A and other Refundable fees $
. - Refund remitted
Reason Code WDRefund 50% of the amount identified at Label A and other Refundable fees $
Reason Code WDG®Ip refund No refund
FINANCE DEPARTMENT ONLY
- d bv: Refund $
repared by Amount:
Authorised by: Payment Date: / /
uthorised by Processed by: '
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APPENDIX 2: STUDENT GRIEVANCES, COMPLAINTS AND APPEALS POLICY AND
PROCEDURES

Part A: Pdicy

1. Pdicy Statement
1 The Instituterecognisesthat differencescanarisefrom time to time and it thus has afair and
equitable processfor dealng with complaints, grievancesand appealsat a minimal or no cost to the
student. The quick settlement of thesemattersisin the bestinterestof all parties @ncemed.

1 Thelnstitute ensures that the principles of natural justice and procedural fairness are adopted at
every stage  of the complaint and appeal proc€hslnstitute ensures that the complaints and
appeals policy are publicly available.

1 Each student conlpint should be dealt firstly byif possible- the person to whom the complaint is
addressed and the person who has first dealt with the complaint should provide the student with a
receipt of acknowledgement stating that the complaint has been received

1 Inaccordance with the requirements of the National Codiis olicy detailsthe process bywhich
stude n tgrievances,complaints and appealswill be addressed by the Institute.

2. Swope
a. Thipolicy relatesto students, staff andindeperdent mediators.

3. Pdicy Content
a. [st-level gievance/ complaint/ appeal @iscusson)
i. Each stdent grievance/ complaint/appeal dould be handled firstlyby the person to whom it is
addressed (wherepossble).
ii. If the resolution provided doesnot satisfy the student, then he/ sheshouldobtain a Student
AppealComplaintForm fromther ecept i on or downl oad. from t he

b. Seond-level gievance/ complaint/ appeal (sibbmisson of Student AppealComplaintForm)
i. Student completesthe Sudent AppealComplaintForm.
ii. Theperson who hasfirst dealt with the complaint should record any decision they have made,
the responseof the student to that decigon andanyother information deemed important.
iii. Thecompleted Sudent Appeals Ibrm is submittedto the PEQwho reviewsit.
iv. Within 10 working days of the lodgement of the Sudent AppealComplaintForm, the
student will be invited for an gpointment to discuss he complaint orappealwith the
PEO
v. The appointment outcome will be recorded on the Sudent AppealComplaintForm andsigned
by the
PECQCand the student.Wherethe Institute considers more than 60 calendar days are required to
process and finalise the complaint or appehg Institutewill:
1 Inform the complainant or appkant in writing, including reasons why more than 60
calendar days are required; and
1 Regularly update the complainant or appellant on the progress of the matter.
vi. If the gudent is not satisfied, he/sheisinformed thatthe matter will bereferredto the Student
Appeals ©mmittee (SAC).

c. Thid-level giievance/ complaint/ appeal (Convention of SAC)
i. TheSACcomprisesthe PECand another the Institute staff member
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ii. ThePEGCses adate for heaiing the appeal andconvenesthe SAC.

iii. Thestudent is informed of the dateof the appeal andtheir right to addressthe SAC andbring a
friendif they wish.

iv. TheSACmay call yoon anymember of staff who has been part of the processto provide any
necessay information to assistthe committee makeits decigon.

v. Thedecigon made by the SAC igecorded and filed inthe Complaints/ Grievances Appeals He.

vi. If the student is not satisfied, there are other avenuesof appeal against the decison made if
you are still dissatisied with the outcome of your complaint / grievance/ appeal.If the student
wishesto lodge anexternal appeal or complain about the decison, the student can contact the
OverseasSudents Ombudsman. The OverseasStudents Ombudsman offers afreeand
independent savicefor oversasstudents whohave a compéint or wantto lodge an external
appeal abait a decison made by their private education or training provider. Seethe Overseas
Students Ombudsman website http://www.ombudsman.gov.au/Howwe-canhelp/overseasstudents
or phone 1300 362 072 for more information.
Pleasenote that at any stage the studert is able to be accompanied by a sypport person.

d. Gompassonate and compelling circumstances

i. If astdentis sibbmitting an appealon the grounds of compassonate and/or compelling
ciracumstances,he/ shemust submit evidenceto support the claim. Thisevidenceis reviewed
by the Institutein the decison-making process.

ii. Compassonate or compelling ciracumstancesare gaerally those beyond the control of the
Studentandthey have animpacton the stude n tcdpasity and/or ability to progressthrough
the course.

Part B: Procedures

1. Overview

a. Inthis ction: Information relating to overall administrative and procedural requirements
necessay for the implementation of the policy.

2. Procedures
a. Wst-level gievance/ complaint/ appeal discusson)

i. Each stdent grievance/ complaint/ appeal ould be handled firstlyby the person to whomi it is
addressd (wherepossble).
1. Thestudent should disaissthe matter with the relevant person.
2. Wherethe relevant person is another student, the complainant may requestthe preserce

of an Institute staff member to moderate the disausson.
ii. If the resolution doesnot satisfythe student, then he/she shaild obtain a Sudent
AppealComplaint erm fromther ecept i on or downl oad from the

b. Seond-level gievance/ complaint/appeal (sibbmisson of Student AppealComphint Form)

i. Student completesthe Sudent AppealComplaintForm to point #1.

ii. Theperson who hasfirst dealt with the complaint should record any decison they have made,
the responseof the student to that decison andanyother information deemed important.

iii. Thecompleted Sudent AppealComplaintForm is submittedto the

PEO

iv. ThePEGQOreviewsthe completed Sudent AppealComplaintFom.

v. Within 10 working days of the lodgement of the Sudent AppealComplaintForm, the
student will be invited for an gpointment to discuss bhe appealwith the PEO
1. Thestudent canbringafriend if desired.

vi. Theappointment outcome will be recorded atpoint #2 on the Sudent AppealComplaint
Form and sgned bythe PECand the sudent.
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1. Thestudentwill be given acopy.

vii. Ifthe gudent is not satisfied, then thestudent isinformed that the matter will be referred to
the Student Appeals Committ ee (SAC). he student must be informed of the nature of this
committee.

c. Thrd-level giievance/ complaint/ appeal (Convention of SAC)
i. TheSACcomprisesthe PEQanother staff member of the Instituteand an outside independent
expert, deallywith experience in education.
ii. ThePEGCses adate for heaiing the appeal andconvenesthe SAC.
1. Thestudentis nformed inwriting of:
a. Thealate of the appeal
b. Thestudent’ sght to iaddressthe SAC
c. Thestudent’ sght to bringafriendif they wish
iii. TheSACmay call yoon anymember of staff who has been part of the processto provide any
necessay information to assistthe committee makeits decison.

iv. Theoutcome of the appealisto be givento the student in writing. The student is alsoinformed
of anyremaining avenuesof action such asmediation or the Department of Far Trading (if
appropriate).

v. Thedecison made by the SAC igecorded and filed in the Complaints/ Grievances/ Appeals He.
A @pyisgivento the student.

d. Gompassonate and compelling circumstances
i. If astdentis sibmitting an appealon the grounds of compassonate and/or compelling
ciraumstances,he/ shemust submit evidenceto support the clam.
1. Thisevidenceis reviewed by the Institutein the decisibn-making process.
ii. Compassonate or compelling circumstancesare generally those beyond the control of the
student andthey have animpacton the stude n tcapagity and/or ahility to progressthrough the
course. Thesecould include, but are not limited to:
1. Serbus illhessor injury, where amedicalor psychiatric certificate statesthat the student
wasunable to attend clases
2. Beravement of closefamily members(where possble, a death certificate should be
provided)
3. Major political ypheaval or natural disasterin the home country requiring emergency travel
4. A traumatic experience that has hadanimpacton the student (thesecasesshould be
supported bypolice or psychiatric reports).
a. Tramatic experiencesinclude, but are not limitedto:
i. Involvement inor witnessng of an acident
ii. A crime having been committed aganst the student
iii. Thestudent havingbeen awitnessto a crime
iii. Medicaland psychiatric certificates
1. Tobe consideredvalid evidence,medical and psychiatric certificates must:
Bdsauied by aregistred dinician(doctor, RN, ps/chdogist, psychiatrist, etc.)
Statethat the student wasunable to attend clases
Statethe length of time the student will be unfit for class
Include the clinician’ ®ntact details
Betranslated into Engdlish ifnot written inEngdlish

oo

e. List any related forms/ documents materials.
i. Student AppealForm
ii. Student Complaint Form

BBI 8udent Hardbook Pageb6 of 79
Version 6.0: Dec 2018
Provider Code40693CRICOS0de:03395G



STUDENT APPERDRM

Pkase return the completed forrto Reception or Administration Department. If you have any questions or need advice
to fill this request, please see our Student Welfare Officer. Appointment is required; you will be contacted by a member
of staff concerning this lodgement within 14 days.

STUDENT DETAILS:

First Name: Family Name:
StudentID: Contact Number:
Address

Email Address:

Course Name:

DETAILS OF YOUR GROUNDS FOR APPEAL

(Attached additional pages as needed AND ground evidence)

Student &nature

OFFICE USENLY

/ /

Interview By: Position:
Signature: Interview Date: /
Appeal Type O Attendance O Academic Probation O Non Payment O wisconduct
Comments:
Outcome:

BBI 8udent Hardbook
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STUDENT COMPLARORM

Please submit directly tReception oAdministration Departmentit may take up to 10 working days to review the
complaint from the date of submission

STUDENT DETAILS:

First Name: Family Name:
StudentID: Contact Number:
Address

Email Address:

Course Name:

COMPLAINT DESCRIPTION:

| request the college to address the following issue (please select):

O other:
O Academic O Financial O Personal O Proedural

Location of issue
(if appropriate):

Date: / / Time:

Briefly describe
the issue:

(Attached separate sheet if require

STUDENT DECLARATION

| declare that althe information | have given above is correct and complete.

Student &nature Date / /

OFFICE USENLY

Receivedy: Signature: Date: / /
Issue discussed with (stafame): Date: / /
Action taken:

Resolved: O ves O nNo Refer to:

PrincipalReview Date: / /
RecordUpdate () vYes O no O nA Date: / /
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APPENDIX 3: DEFERMENT, SUSPENSION OR CANCELLATION OF ENROLMENT APPLICATION FORM

59C9wa9bc¢z {1 {t9b{Lhb
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If you wish to defer or suspend your course due to compassionate or compelling circumstances, you must complete a DeSeispension or
Cancellation of Brolment Application Form and submit the form to the ReceptioThae Institute

STUDENT DETAILS:

First Name: Family Name:
Student ID: Contact Number:
Address:

Email Address:

Course Enrolled:

Are you leaving Australiaf Yes, please attackiea copy of your travel itinerary to this o) o)
2 ; . Yes No
application and complete the overseas contact details below aBérequirements.

Address:

Country: Overseas Contact Number

REQUEST |NFORMAT|@IN{5e tick one of the following options belovindicate the type of enrolment status required
for processing deferment, suspension or cancellation from studies.)

O Deferral of Coursg(Prior to course From / / To / /
commences and deferment fee is $250)*

O Suspenion of Course{During the current From / / To / /
enrolment and suspension fee is $250)*

O cancellation of CourséTerminate the Enrolment PermanentBikase use an application form for release of stu
if you wid to withdraw from the course and transfer to another educational provider within 6 months of study.

* Standard payment accepted include debit and credit cards (Visa and MasterCard), personal or bank cheques, bank tratsériarAdDl.5%
surchage will apply to all credit card transactions. Credit card payments accepted over the phone. No refund will be giverapfies\ad deferment or
suspension.

Reason for deferring, suspending or cancelling your cougBease tick one of the following tigms)

O Serious illness or injuryvhere a medical certificate O Bereavement of close family members such as
states that you are unable to attend classes.) parents or grandparents
O Delay in issuing a student visa. (where possible a death certifite should be provided).

O Misbehaviour O Other reason:

I'NB @2dz LXIYyyAy3d (42 R2 WOFGOK dzLlo O
deferment or suspensionf@f Yes, please see Course Coordinator to revise your study plan a| O Yes O No
copy must battached)

BBI 8udent Hardbook Pageb9of 79
Version 6.0: Dec 2018
Provider Code40693CRICOS0de:03395G

h
h

W
b



VISA INFORMATION:

This written application must include supporting documentary evidence to be assessed and approved bgealitfficers
(Administration Manager, and Principal Executive Officer) including (where appropriate):

Death Certificate, Marriage Certificate, Police Report, Medical Certificate, Travel Itinerary, Letter of Offer or a Statutolgr&tem
where evidence is unavailable.

The process of deferring, suspending or cancelling an enrolment may affect your studenif yisu have any enquiries, you should
visit the DHAwebsitehttp://www.homeaffairs.gov.au/ or call theDHAhelpline on 131 881lor contact yourocal DHA office for
advice to prevent an unsatisfactory visa outcome.

If you return prior to the defermentosuspension stated date or expected date, you must notiéyInstituteas soon as possible.

STUDENT DECLARATION / CONSENT:

| declare that the information provided above is true and complete. | acknowledge that the provision of incorrect inforardtie withholding of

relevant information relating to my application may delay the process of my application. | am aware that the decision toygtaferral, suspension
or cancellation of enrolment may affect my Student Visa. | authdhselnstituteto obtain official student records from any educational instituti
necessary to make an informed decision about the application or matters that concern enrolment. Where my application sudpésrd or cancel m
enrolment is for period more than 28 daylsmay be required to return to my home country unless approved bytmartment of Home Affairs (DHA|
| am responsible for contactingHAto clarify my Visa status.

Student Signature: Date: / /

OFFICE USE ONLY

This applicationis () Approved (@) Rejected

Assessed by: Position:

Signature: Date: / /

Deferral or Suspension / / Deferral or Suspension / /
Start Date: End Date:

Reason(s) / Comment(s):

STUDY PLAN REVIEW

Reviewed by: _ Date of Action:

FINANCE REVIEW

Reviewed by: Date of Review: / /
ATTACHMENTS OF EVIDENCE REVIEW

Reviewed by: Date of Review: / /

PRISMS ACTION

Action by: Date of Action: / /
Processed Copy on O study Plan on File
RTO / GENIUS REVIEW

Reviewed by: Date of Review: / /
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APPENDIX 4: CODE OF PRACTICE

Satement

Thelnstitute is regsteredwith the Commonwealth Regiser of Institutions and Goursesfor Overseas
Student (CRICO&hd is bound by the National Code of Practice for Registration Authorities and
Providersof Ecucation & Trahing to OverseasSudentsunder the Federal Edication Sevice for
OverseasSudents (ESOS) A2000 and subsequent Act.

Sandards
Thelnstitute will at all imesactwith integrity in dealings with students and membersof the public.

Thelnstitute will adopt suchpoliciesand practicesto ensure the quality of vocationaleducation

and traning programs dferedare relevant andin acordancewith:

A Commonwealth/State legislation and regulatory requirements

Commonwealth Register of Institutions and Courses for Overgedsrgis (CRICOS)

The Education Services for Overseas Students Act 2000 (ESOS)

National Code of Practice for Registration Authorities and Providers of Education and
Training to Overseas Students (the National Code)

National VET Regulators Act 2{8thndardsfor Registered Training Organisations 2015
AQF2013

v > > > >

Thelnstitute will refrain from any activities that could be detrimental to the Australian
Internationalindustry or any of its members.

Thelnstitute will enaure:

Theprovision of adequate faciitiesin whichto conduct training programs
Theemployment of qualified staff aad maintenance of staff training sufficientto deliver
programs on anon-going bass

Theaccuacy of any marketing and promational advertising material
Compliance with anacceptable refund policy

Compliancewith curent Work Health & Saféy and Duty of Care requirements
Maintenance of adequate records and security of all current and archival records
That $udents have accessto their records ypon request

Themaintenance and continual improvement of a Quality Assirance System
Gompliance with proper requess made by ASQ/4of which due notice hasbeen given

D> DD

Thelnstitute undertakesto ensure that all itsstaff, agentsand representativesare familiar with and
ageeto comply with this Code of Practice.

Thelnstitute shall refrain from associating with any enterprisethat could be regarded asactingin
breachof this Wde of Practice.
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APPENDIX 5: CRITICAL INCIDENT POLICY AND PROCEDURES

The purpose of this critical incidepolicy and procedure is to recognise the duty of care owedlhmy Institute
to its students and to document the process for managing critical incidents if and when they occur

The Institute recognises the duty of care owed to its students, and understands that planning for the
management of a criticalincident is es®ential. A critical incident is defined by the National Cale as‘ a
traumatic event, or the threat of such (within or outside Audtralia), which caisesextreme stress, fear or
injur y '’

CRICOS reqtered providers must have a documented critical incident policy together with procedures that
cover the action to be taken in the event of a critical incident, required fellpwo the incident, and records
of the incident and action taken.

Critical inailents are not limited to, but could include:

missing students;

Severe verbal or psychological aggression;

death, serious injury or any threat of these

natural disaster; and

Issues such as domestic violence, sexual assault, drug or alcohol abuse.
Deprivation of liberty

Severe verbal aggession

Robbery

Death or serious injry

SQuicide or threat of suidde

Natural disasterge.g., earthquakes, floods, electricalstorms)

Hre

Bomb or hostagethreat

Exposion, gasor chemicalhazard

Isslessuchasdomestic violence, sexual assault, anddrug or alcohol abuse

v v T T Ty T T I I D I D D D

(Note: Non-life threatening eventsmay qualify as crifcal incidents.)

Responding to acritical incident: Staff roles and responsibilities
A Please note that the Receptionist/ Student Welfare Offisgiour official or first point of contact
A Ph:028316 6666during business hour.00am-6.00pm

A Staff, students or visitors nvolved or witnessing a critical ncident after hours $iould immediately
contact the Administration Manager $andra Lion 0405 240 646

Thesenior the Institute staff member present is the lead the Institute representtive at the site until the
arrival of the PEO Whenthe PEQarrives, e/ sheassimesrespasibility for controlling the recovery from
the incident. The PEOwill enaure that dehriefing occurs andsupport services are available to those
affected by the incident.
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The keythe Institute personnel responsible for the implementation of the critical incident procedures are:

GaiWARNERRPrincipal/ PEO)

Shuvagata RO{Course Coorithator)

Sandra L{Administration Manager)

Carly FANPriscila FALCETReceptionist/Student Welfare Officgr
Trainers (various)

However, the PEO is responsible for the implementation of this procedure and to ensure that staff and
students are aware ofg application and that staff implement its requirements.

A If you have a question or are confused about something, please talk to the Receptionist/ Student
Welfare Officer at Reception or pb28316 6666

A Carly FAN Priscila FALCETdre usually hereo assistthe students
A However, allthe Institute staff membersare responsible for reporting a critical incident involving

students to thePEO

Staff Roles and Responsibilities (cont)

AnyInstitute staff member receiving news or information regarding a @aitincident must contact the PEO as
soon as practicable. If this is not possible then the most senior person available (Administration Manager,
Marketing Director, Course Coordinator,) must be contacted and inforifigkde incident is life threatening

then a staff member must contact (Emergency No. 000) relevant emergency departments (Ambulance,
Police, Fire) to seek help at first as an immediate response and then inform PEO aboinditent.

On receipt of news or information regarding a critical inaitdhe PEO or most senior person (Administration
Manager, Marketing Directpand Course€oordinator) must:

Create for themselves a clear understanding of the known facts

If an emergency exists contact the relevant emergency services by phoning 000

If translators are required contact Translating and Interpreting Service by phoning 131 450
If counselling services are required contact Life Line on 131 114

Plan an immediate response.

Plan ongoing strategies.

Allocate individual roles/responsibilities for onggitasks.

P D e

Based on an evaluation of the critical incident the PEO or most senior person (Administration Manager,
Marketing Directorand Courséoordinator) must, where appropriate, implement the following actions:

Contact with next of kin/significant oérs

Informinglnstitute staff and students.

Prepare a guideline to staff about what information to give students.

Prepare a written bulletin to staff and students if the matter is complex.

Briefing staff and delegating a staff member to deal with teleptiomenter inquiries.
Managing media/publicity

Identify students and staff members most closely involved with the incident and ensure they
are offered support and counselling

A Arrange a time and place for an initial group/individual debriefing session withgedior/s
A Arrange access to emergency funds if necessary.

A Record the incident and the following key details to report include:

I I I I D D
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The time of the incident

The location and nature of the incident

The names and roles of persons directly involved in thecatitincident

The action taken by thistitute including any opportunities for improvement
The organisations and people contacted by thstitute

> > D D

Notification of governmentorganisations

TheESOSAct 2000 requiresthe Instituteto notify the Australian Government (curently DHA assoon as
practical afterthe incident.

The Educational Services for Overseas Students Act 2000 (ESOS Act) require#utesto notify DET and
DHAas soon as practical after the incident and in the case of destls death or other absence affecting the
student's attendance, the incident will need to be reported via the Provider Registration and International
Student Management System (PRISMS).

When an international student dies or sustains serious injury, Ittstitute may be required to assist the
student's family. This may include:

A hiring interpreters
A making arrangements for hospital/funeral/memorial service/repatriation
A obtaining a death certificate
A assisting with personal items and affairs including iaBoe issues
A assisting with visa issues
Useful Phone Numbers
Group Phone Number
Lifethreatening or time critical emergency 000
E(?I\i/ge Norlife threatening incident requiring Police response 131 444
Local Police Station 02 9265 6595
Ambubnce 000
Fire and Emergency Services Authority 000
State Emergency Service 132 500
Hospital (St Vincent's) 02 8382 1111
Poisons Information Centre 131 126
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APPENDIX 6: ATTENDANCE MONITORING POLICY

Student Attendance Policy

6. Policy Statement
Students are expected to attend their scheduled classes, lectures and online learning séssinsure they are
appropriakly exposed to course content enabling them to sigsfally undertake and complete their courses.

7. Scope
a. This policy relates to studensnd staff

8. Legislation
a. ESOS Act/ National Code

9. Policy Approval History
a. This policy was approved litye PEO

10. Policy Content
a. Dalily attendance monitoring
i. Daily attendance mnitoring is the responsibility of the train@nd assessor
ii. Thedailyattendancerecordsheetmustbe marked for each hour timetabling session.
iii. Thedailyattendancerecordsheetmustbe stored overnight in a locked filing cabinet for security reasons.
b. Weekly attendance monitoring
iii. Weekly attendance monitoring is the responsibility of the Administration Manager, who calculates and
records student s’ aneéeaensuteyrecartdstare npdated io the StudentdMlarmgement
System.
iv. The Administration Mnager ensures that any student who has not commertbett course/swithin 14
daysof the expected course commencement d&ias been reportedia PRISMS.
c. Courseaattendance requirement
c. Students are expected to attend their scheduled classes, lecturesriveé learning sessiorie
ensure they are appropriatg and adequatelgxposed to course content enabling them to
successfully undertake and complete their courses.
d. Attendance is monitored regularly and is used as a variable in determining possibliéatndy
reasons in circumstances where students are identified being at risk or have failed to meet course
progress requirements in accordance with the |

ProcedureqInternal)
3. Overview

a. Daily attendance moniting is the responsibility of the trainend assessor

b. Weekly attendance monitoring is the responsibility of the Administration Manager.

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

4. Procedures
a. Daily attendance monitoring
i. The trainerand assessanarks thedailyattendancesheetf or ever y h-session.s ti met abl e
ii. The trainerand assessaigns offthe dailyattendancesheetat the end of each week.
iii. The attendance roll is locked nightly in the filing cabinet in the Main Office for security purposes.

b. Weekly attendance monitoring
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i. The Administration Manager ensures antiopdate master electronic copgf all student attendance
records is kept ofite at all times.
1. Attendance backup occurs every week.
2. Individual weekly attendance records are backed up electronically at the end of every week and a copy
made and kept ofEite.
ii. The Administration Managerevi ews each student’'s attendance on
1. The Administration Manager estimates each studer
student management system
2. Students who have been absent are identified.
3. The Administration Manager ensurtgt any student who has not commencéteir course/sthin 14
daysof the expected course commencement ddias been reported via PRISMS.

c. List any related forms/documents/materials
i. DailyAttendancesheet
ii. NONCOMMENCEMENT OF COURSE WARNING LETTER
iii. StudentManagement System
iv. PRISMS reporting system

ATTENDANCE REQUIREMENTS [For Domestic Students Only]

/fraaNr2Ynol &SR 5SSt AGSNRY
For students enrolling full-time campus-based face-to-f
0.5 of the full-time | oad.

Flexible Delivery (Blended):

The face-to-face c¢ o mp covnesedthroughfmonthlyevorkshopsieithér organised dnlcampus or a
training room/facility close to the learners. Where a group of learners enroll in the same program at the same time,
workshops will be organised close to their geographical location.

Forthe cour se, the |l earners wil/l be provided with an opp
month. In this mode, learning will be supported through thénouse developed Learning Management System (LMS).

Students enrolled in aflexidl/ bl ended mode will still have an option to
wherever required/ needed. They may al so use on-campus
photocopying, internet, student learning suppoat)d student services.

APPENDIX 7: COURSE PROGRESS POLICY

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

In accordance with the requirements of the National Code, this policy specifies:
i. The requirements for achieving ssfactory 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
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iv. The process for determining the point at which the student lzdled 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, staff anHi®

3. Legislation
a. This policyd governed by the Nati@h Code Standard 8.

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

5. Policy Content

a. Monitoring student progress
i. Upon enrolment, the student is given a timetable andtudy plarshowing the unitséubjectsto
be completed in every study pedo
1. For the purposes of this policy, a study period is defined as* T e rweekg d(uratidn.
ii.  The student is assessed throughout the course, in accordance with the requirements of the
course.
iii.  During each study period, the Course Coordinator reviewsesitighcademic results at least
twice (n week 7 and week 13)r that study periodtad et er mi ne whet her t he
progress for that study period has been satisfactory or unsatisfadtbryatisfactory course
progress is defined as failing mdben 50% of the units/subjects delivered within each study
period.
iv. If the Course Coordinator becomes aware at any padiming the study periodhat a student is
at riskof not achieving satisfactory course progress for a study period, the Course Coardina
wi || conduct an i mme dacaadmé resuimith sevisw to impldamere st u d
the intervention strategyy sendinganintervention letter
v.  Students can access their resudtsany timeby accessing the studentfortal andeLearning
1. Trairers are the first point of contact if students have any issues with assessments.

b. Intervention strategy
i. Any student who has failed 50% or mariethe units/subjectsdeliveredin a single study peried
is deemed to havensatisfactory course progress andiatervention strategy will be activated
to assist the student improving their course progress.
1. After review of theresults for each study perioéh(week 7 and week 13), if a student has
unsatisfactory course progress for that study period, an intervensibategy will be activated
by the Course Coordinatasendngthe student a Course Progress Intervention or Warning
letter, which advises the student of his/her unsatisfactory performance and requests that the
student discuss the matter with the Coursed@tinator as a matter of urgency.
The student is counselled regarding his/her progress.
3. The student is given the opportunity for reassessment within an agreed timeframe. The fee
for reassessment is specified in then s t ifele schedulesd the Reasses®ent Policy
4. The Course Coordinator records in the stude
and support services, including reassessment, provided to the student as part of the
intervention strategy.

N

c. Reporting a student for unsatisfactocpurse progress
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i. If after the implementation of the intervention strategy the student is identifesthaving
unsatisfactory course progresn two consecutive study periodsghe Course Coordinatawill
send the student an “lteérnnotoinf yiondetploe t St wd
intention to report the student to BIAfor unsatisfactory course progress.

d. Appeals
i. Students have 20 working days from the date of the Warning of Intention to Report for
Unsatisfactory Course Progress isidsuet o appeal the I nstitute’s
i. Appeals wil!/l be assessed in accordance with

and procedures.
iii.  After completion of the appeals periodsudents will be reported to BIAfor their
unsatisfactory coues progress if any of the below occurs:
1. The student chooses not to appeal
2. The student withdraws from the appeals process
3. The outcome of the appeals process favours

e. Completion of course within the expected duration of the CoE
i. Oversas students who are enrolled in CRICOS courses must complete their course within the
expected duration of their CoE, and the duration of the course must not exceed the course
duration registered in CRICOS.
ii.  The Institute may only extend the duration of theurse where it is clear that the student will
not complete the course within the expected

result of:
1. Compassionate or compelling circumstances
2. The Institute having implemented its intervention strategy fludents who were at risk of
not meeting the satisfactory course progress
3. An approved deferment or suspension having been granted by the Institute
iii.  All course variations affecting the course finish date will be reportddH#through PRISMS and

thesupporthg documents are kept in the student'’s
Part B: Procedures
3. Overview
a. Marking/ assessing student s’ assessments is the
b. Reviewing students’ academic results anudlitydet er |

of the Course Coordinator.

c. A failure to meet the course progress requirements may result in the Itestigporting the student to

DHA

d. Students should refer to the student grievances, complaints and appeals policy before lodging an
appeal.
4. Procedues
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.

ii. Students are expected to attend their scheduled classes, lectures and online learningsé&ssi
ensure they are appropriatg and adequatelgxposed to course content enabling them to
successfully undertake and complete their courses

iii. The student is assessed throughout the course, in accordance with the requirements of the

course.
1. The st assksmdnts are marked by the trainer and assessor
2. Resultsar e recorded in the student’s academic f
student management system
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iv. The Course Coor di nadewmic results gniweekahd as theteddeo®aths ’ a
study period (week 13); tdetermine students course progress for that study period whether it
has been satisfactory or unsatisfactory.
v. If the Course Coordinator becomes aware at any of the above points that a student is at risk of
not achieving satfactory course progress, then the Course Coordinator will conduct an
i mmedi ate review of the student’s academic r
strategy (see below).
1. If atrainer and assessdeterminesat any time that a student is atsk of not achieving
satisfactory course progress for a study period, the trainer must notify the Course Coordinator
immediately.
vi. Students can access their results by accessing the student management system (LMS)/student e
portal
1. Students can contact theirainers and assessors as soon as their results are available.
2. Trainers and assessors are the first point of contact if students have any issues with
assessments.

b. Intervention strategy
i. Any student who has failed 50% or marfethe units/subjectsdeliveredin a single study peried
is deemed to havensatisfactory course progress and an intervention strategy will be activated
to assist the student improving their course progress.
1. TheCourse Coordinataends the student a Course Progress Intervention lettaNarning
letter, which outlines the steps the student must take to improve his/her progress.
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
f 1°Warning letter applies foithe student who is at risk of consecutive failure in the same
term after 1* Intervention
2" Intervention letter applies for the student who is at risk of failure in following terms
after 1 Warning
The student is counselled regarding his/her progress.
The student is given the opportunity for reassessment within an agreed timeframe.
The fee for reassessment is clearly stated in the Institute fee schedule.
The Course Coordinator records in the stude
and support services provided to the student as part of the intervention strategy.

abkwi

c. Reporting a student for unsatisfactory course progress
i. If after the implementation of the intervention strategy the student is identiféesdhaving
unsatisfactory course progreda two consecutive study periodshe Course Coordinatawill
send the student a Warning of Intention to Report for Unsatisfactory Course Progress, notifying
the student of the | nst it uDHAorunsatisfacterymcoirsen t o

progress.
d. Appeals
I Students have 20 working days from the date of the Warning of Intention to Report for
Unsatisfactory Course Progress to appeal th

1. The Institute has not calculated or recorded results orkeaccurately or correctly

2. Compassionate or compelling circumstances

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

ii. Appeals will be assessedicaor dance with the I nstitute’s st
appeals policy and procedures.
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iii. After completion of the appeals periods, students will be reporte@kbAfor their
unsatisfactory course progress if any of the below occurs:
1. The student choa=s not to appeal
2. The student withdraws from the appeals process
3. The outcome of the appeals process favours

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

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

ii.  The Institute may only extend the duration of the course where it is clear that the student will
notcompet e the course within the expected durat
result of:

1. Compassionate or compelling circumstances

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

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

iii.  All course variations affecting the course finish date will be reportddH#through PRISMS and

the supporting documents are kept in the stu

1. Where necesary a new CoE will be issued to students notifying them of their new course
completion date.

2. Changes to the duration of the course may a

f. Listof any related forms/documents/materials.
i. Course Progress
1 1*Intervention letter
1 1%Warning letter
2"Intervention letter
ii.  Warning of Intention to Report for Unsatisfactory Course Progra8sDays letter
iii. Academic Intervention Interview Form
iv.  Student complaints and appeals policy and procedures
v.  Student Complaints and Appls Form
vi. CoE
vii. PRISMS reporting system and student management system communication log
viii. Continuous Improvement Register

Reassessment

Students are eligible for rassessment at any time during the term provided whether they have received a
Not Yet CompetenfNYC) 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 follow their study plan to determine the term, thejeats/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.

Reprting a student for unsatisfactory courseprogress

If, afterthe implementation of the intervention strategy, the student is identified asnot making satisfadory
courseprogress for two consecutive stugyeriodsin acourse, the Course Coordinatowill sendthe studenta
Warning of Intention to Rert for Unsatisctory Gourse Progress- 20 Daysletter, notifying the student of
the Instituteé sitention to report the student to DHAfor unsatisfadory course progress.

BBI 8udent Hardbook Pager0of 79
Version 6.0: Dec 2018
Provider Code40693CRICOS0de:03395G



Appeals
Students have 20 working daysfrom the date of the Waming of Intention to Report for Unsatisfadory

CourseProgress- 20 Dayslettertoappealt h e | n s t iortonthedollosvingdyreunds: s

A the Institutehas notcalalated or recorded resultsor marksacaurately or correctly

A Gompassonate or compelling ciracumstances

A the Institutehas notimplementedits intervention strategy and/or other policiesaccording to the
A documented policiesand procedures available to students

All appealsmust be made in writing on the Sudent Appeals Brm andwill be assesd in acoordancewith
the Student Grievances, Complaints and AppealsPolicy and Procedures.

After completion of the appeals peiods, sudents will be reported to DHAfor their unsatisfactory course
progressif anyof the bdow occurs:

A Thestudent choosesnot to appeal
A Thestudent withdraws from the appeals pocess
A Theoutcome of the appeals processfavoursthe Institute dedsion

APPENDIX 8: RE-ASSESSMENT POLICY

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

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

1st reassessment (2nd attempt) for the term
subject s/units”: $0 if submitted before the end of
the term”

If the student has submitted assessments on time
and the outcome is Not Satisfactory (NS) or Not
Yet Competent (NYC) then-
2nd reassessment (8 attempt): $200 fees apply if

submitted before the end of the term” or after

1st reassessment for the term subjects/units”®

If the student has missed the due date for the will be considered as a 2 "¢ attempt: fo if
term” subject/unit and the results have been submitted before the end of the term

already submitted to administration team then - 5.4 reassessment (8 attempt): $200 fees apply if

submitted before the end of theerm” or after
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If the student submits 1 stor 2nd reassessment for | 1st reassessment: $200 fees apply
the term subject/unit” in the following term /s
then -

2nd reassessment : additional $200 fees apply

"The term:

A 1 term=8/9 weeksof study +ollowed by term breakno break for the last term)
ATerm Subjects/units:

A Subjects/units that have been delivered in a particular term

APPENDIX 9: SOCIAL MEDIA POLICY

1. Purpose
(Thelnstitute) embraces the use of technology by staff, students and affdiatgents to connect with each
other on digital platforms such social medidelnstitute’ s obj ective is to seek op

communities and to encourage dialogue through the exploration and consideration of diverse thoughts and
views.

This Potlly sets out guidelines hifie Institutefor acceptable use of sociakdia.

2. Scope
ThisSociaMediaPolicyappliesto:

1 Staffmembers: who aremployedby the Institute(i.e.full time, part time and casual employees) and
who work at or withthe Institutein a voluntarycapacity,
1 Students: Current students and graduates
T Affiliates: Contractors (including Teachers, Trainers and Assessors), Agents, Consultants or any other
persons who participate in social media and who may be identified as having aratissoeith the
Institute
This Policy must be complied with at all times. Failure to comply with this Policy may lead to disciplinary
action including termination of employment or contract and cancellation of enrolment. Serious cases

may result in legalqpceedings or referral to appropriagathorities.

Any person concerned that the conduct of a staff member or student or affiliate using social media
contravenes this policy may report their concern tbe Institute, preferably via email to:
info@berkeley.edu.awveports will be reviewed to determine whether the matter requires investigation

or action under the appropriatéhe Institute policy and procedurend/or a responseon behalf of the
Institute.

3. Responsild Officers
TheMarketing Director and Marketing Managers are responsible for content posted on dtffieial
Institute social media accounts.

Aspects of responsibility include;

i Establishing thaccount

1 Publishing content generated, produced, commissionedaguired byhe Institute
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1 Moderating user generated content posted on the accoand
1 Determiningif andwhenthe accountisto be modifiedor closed.

4. Principles
4.1. the Instituteencourages open conversation and ask you to resfiectnstitute communitymembers
by following a few simple guidelines on the usehsf Institute¢ s s o c sitast medi a

a. Please be respectful of other users and their opinions. Do not harass, abuse, threaten or
make personal attacks agairghers.

b. Anyinappropriate inflammatory, offensive repetitive, or unlawfulcommentswill be deleted.

c. Do not disclose any personal or sensitive information about yourself or others on this page.
And do not disclose any confidential information, or infringe the intellectual property rights,
of others.

d. Employees, contractors or supplementary labortleé Institute who use this site must
ensure they complywith all obligations contained within our relevant policies and
obligations.

e. Do not spam us by posting requests, offers or appeals (or repastosg of others), or by
posting anything else that could be considespam.

f. Donot link to other Faceboolpages,or to anynon-- - g o v e orroffre-nttpggesWe do not
have the time to check the content of links, so any such links will be removed at our
discretion.

g. Any comment which we deem not to comply with these guidelines will be subject to
deletion. If yourepeatedlybreachtheseguidelinesyouwill be bannedfrom this page.

h. Opinionspostedby usersof this pagedo not reflectthoseof the Institute.

4.2. Although the Institute takes care in providing the content for our social media sites, the
information or data we provide on these sites i:
that the information or data is accurate, complete, caint, or that it is free from defects, malicious

code (such as viruses) or from otltentamination.

4.3. Use of our social media sites is at your own ridteInstitute does not accept any liability to you if
you incur any loss or damage (however causedjoimnection with the use of or reliance upon, any
content on our social media sites (or any website that our sites magolink

4.4.the Institute may not have any control over content contained on other websites. Shinald
Institute’ s soci al to ey bther sita or fellew anyi othdér account, this does not mean that
we endorse or approve difiat site, the account,its operators,or anyparticularcontenton that site.

5. Use of social media in the courseenfiployment/engagement/contract

5.1. Staff membes and affiliates must not usthe Institute s computer system t o &
unless the access is for teaching, pastoral care or educational purposes and the staff member or
the affiliate has the permission of the PEQuviting.

5.2. Staff membersand affiliates who have permission to use social media under 4.1 must be apolitical,
impartial and professionaland avoid any statementsthat might be interpreted as advocating
government policies or criticising the policies of political partiegroups.
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6. Personal social medissestaff member and affiliates

6.1. Staffmembers and affiliatemayalsobe held accountablefor any socialmediauseboth within and
outside the Institute, on the Instituteowned or private equipment, wheréhe Institute may be
recognied and its name brought intdisrepute.

6.2. Staff members and affiliates are reminded that they should not have any expectation of privacy
when it comes to content and information stored or posted in the social media environment. Even
if staff members and affiatesintend to keepthe information private, it may unintentionallyenter
the public domainForexample,online content may inadvertentlybe viewedor accessedy other
staff members, affiliates, students or familiesstiidents.

6.3. When participating irsocial media use in a personal capacity, either at work or at home, where the
staff member and affiliates can be associated with Institute in any way, the staff member and
affiliates must not:

(a) Contravenetheir contract of employmentor engagementwith the Institute, any the
Institute Policy or any legal obligationstiwe Institute;

(b) Use social media to represetiite Instituteor make any comment abotlte Institute

(c) Postanythingthat is obscenedefamatory,threatening,bullying, discriminatory,hateful,
abusive ounlawful;

(d) Disparageor speak adverselyabout the Institute, the Institute businessmatters or
activities,its staff or itsstudents;

(e) Post anything that is contrary to the best intereststlod Institute or which may damage
the Institute’ meputation;

() Use social media to communicate with current studentdhaf Institute unless it is for
educationor teachingpurposesand the staff memberhasthe permissionof the Principal
in writing. For example, staff members must not add or accepument student as a

“friend” on Facebook. St aff me mb e rbeforar e a (
acceptingesst udent s or parents of current stude
media,;

(g) postimages that includthe Institutestudentson sociamedia;

(h) Identify or discuss staff membeiise Instituteor post photographs that includiae
Institute staff members, unless permission is first obtained from the stafhber;

(i) Use or disclose any confidential informatithe Institutewhich isnot otherwise publically
available;

()) Usethe Institute s | o g othednstitute branded accounts which could be
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interpreted as representinthe Institute

(k) Be disrespectful ahe Institute, or other employees, contractors, volunteers or students
of the Institute; or

() Use social media during work in a manner which detracts from pleeformance.

7. Use of Social MediaStudentResponsibilities
When using social media in the context of education or research training, and when making
identifiable persmal use of social media, students must:

a)

b)
c)
d)

f)
9)

only disclose and discuss information about thestitute or its activities that isot
confidential and is publichvailable;

takereasonablestepsto ensurethat contentpublishedis accurateandnot misleading;
ensurethat the use,includingcontent published complieswith all relevantrulesof the Institute
when making a statement on a matter of public interest, expressly state that the views
expressed aréhoseof the studentandnot thoseof the Institute (unlessthey are officially
authorisedby the Institute);

be respectful and courteous @ommunications;

adhereto the Termsof Useof the relevantsocialmediaprovider;and

comply with the law, including laws about copyright, privacy, defamation, contedngaurt,
discrimination andharassment.

7.1. SpecifidProhibitions
When using social media in the context of education or research training, and when making
identifiable personal use of social media, students must not:

a)

b)

d)

e)

f)
g)

make any comment or post material tha, ior might be construed to be, racial or sexual
harassment, offensive, obscene (including pornography), defamatory, discriminatory towards
any person, or incitingate;

make any comment or post material that creates, or might be construed to createk oris

the health or safety of a student, contractor, stafemberor other person, including material

that amounts to bullying, psychological or emotional violence, coercion, harassment, sexual
harassment, aggressive or abusive comments or behaviour, andfe@asonable demands or
unduepressure;

make any comment or post material that infringes copyright, is fraudulent, breaches
intellectualproperty rights, constitutes a contempt of court, constitutes stalking, breaches
a court order, or is otherwise unidul;

imply that they are authorised to speak as a representative of tmstitute, or give the
impression that the views they express are thosethw Institute (unless they are officially
authorised bythe Institute);

use the identity or likeness of atteer student, contractor, staff member or other stakeholder
of the Institute

useor discloseanythe Institute confidentialinformation obtainedasa studentof the Institute;

sell, purchase or offer to write assignments or other assessable work, ogtese help with
such work. Furthermore, students are required to take steps to minimise opportunities for
others to cheat by, for example, not saving work to a shared network drive that is accessible
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by others and not sharing work on social megites;

h) make any comment or post material that might otherwise cause damagtndolnstitute s
reputation or bring it into disreputeand

i) usethelnstitut¢ s | ogo or name without per mi ssi on, i
or bringthe Instituteinto disrepute.

7.2.Using images anddeo
In most cases, prior permission (i.e. a release) must be obtained to post, share or distribute images
of individuals whose images are identifiable. Students should not post content that might be
embarrassing to an individuak that could be construed as placing an individual in a negative or
false light.

Students should not post content that might cause someone to believe that his/her name, image,
likeness or other identifying aspect of his/her identity is being used, witlpmrmission, for
commercial purposes.

Special care must always be taken when dealing with images of "special populations", e.g. minors,
patients or research subjects. Stringent legal requirements apply. Generally speaking, such images
should never be uskfor social media posting or distribution.

8. Privacy collectionotice
Thelnstitute views the privacy of personal information as a very important issue.

Your name, profile name, location, comments, messages and replies are colledtesl Ingtitute

for the purposes of attending to your enquiries, maintaining records of correspondences and for
statistical purposes. We may use this information for coaching and development and quality
control. No other personal information is collectedthy Institutefrom social media sites.

Your personal information will generally not be given to any other person or agenty bgstitute

unless you have given us permission or we are required or authorised to do so by law. In limited
circumstances we may disclose persomaiormation in the ordinary course of operating our
business. Any such disclosures will be on a confidential basis. However, depending upon your own
social media privacy settings, by participatinglie Institute social media sites, note that you may

be making your personal information accessible to people or to organisations that access social
media sites in Australia and overseas.

Pl ease also refer to the appropriate soci al m
personal information isstored, shared and protectedlhe Institute recommends you regularly
review and select appropriate privacy settings.

9. Monitoring

9.1. Thelnstitute may, where it considers appropriate, monitor social media use and use and disclose
information obtained from soclanedia in such manner as it considappropriate.

10. Related Policies:
This policy should be read in conjunction with all ottier Institute policies: including the Code of Conduct for
All Staff and students; Acceptable Use of computers; the Privacy Polic
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APPENDIX 10: COMPASSIONATE AND COMPELLING CIRCUMSTANCES

In order for a student to establish compassionate and compelling circumstances they must provide proof of these
circumstances. The evidence will be reviewed and a decision made at the disofgtiennstitute

Definition
Compassionate or compelling circumstances are generally those beyond the control of the student, when they have an
i mpact on the student’'s course progress or wellbeing. T

1 Serious medical condition or imjy
1 Bereavement of close family members such as parents or grandparents.
1 Major political upheaval or natural disaster in the home country requiring their immediate travel

1 A traumatic experience which could include but is not limited to:
i Involvement inor witnessing of an accident or
i A crime committed against the student or
i The student has been a witness to a crime and this has impacted on the student.

Guidelines for Compassionate and Compelling Circumstances
1 Medical certificates provided as evidencwist:

0 Beissued by a registered doctor

o State that the student has a '‘medical condition
0 State the length of time the student will be unfit for class
o Ilnclude the doctor’s contact details
1 Death certificates provided as evidenceish be certified and translated into English.
1T Evidence of a major political wupheaval or natural d
family and will be investigated by the Institute.
1 Evidence of a traumatic experience mustinduda pol i ce report or psychol ogi s
issued by a suitably qualified professional.
1 The psychologist report/letter must:
0 Beissued by a registered psychologist
o Include the psychologist’s contact details
List of ExternalCounsellingServices and Assistance
Problem Website Phone no.
Alcoholism www.aa.org.au 938 777 88
Anxiety (including phobias & | www.adamentalhealth.asn.au 9879 5351
Obsessive&Compulsive
Disorder)
Anxiety www.serenitynsw.com.au/ 9740 9539
Asthma www.asthmansw.org.au/ 1800 645 130
Consumer credit and debt www.cclcnsw.org.au/ 1800 808 488
Crimestoppers (report crime anonymously) 1800 333 000
Crisis counselling (Wesley www.lifelinesydney.org/ 9951 5522
Mission) 131114
Depression www.depressiondoctor.com/
Depression (National http://www.beyondblue.org.au/ 1300 22 4636
Initiative)
Disbialities www.ideas.org.au/ 1800 029 904
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http://www.aa.org.au/
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Domestic violence

8745 6999

Domestic violence

1800 656 463

Drug addiction: Narcotics
Anonymous

www.na.org.au

1300 652 820

Drug addiction (Christian helg www.naranon.com.au/ 9418 8728
Drugs and mental health www.thewaysidechapel.com/ 9358 6577
Families & friends with menta] www.arafmi.org/ 9805 1883
illness

Eating disorders www.edf.org.au/ 9412 4499

Eczema www.eczema.org.au/ 1300 300 182
Emergency services (policegfimmbulance) 000

Epilepsy www.epilepsy.org.au/ 9856 7090
Family planning information | www.fpahealth.org.au/ 1300 658 886
Gambling Counselling www.wesleymission.org.au 9951 5566

(Wesley)

G-Line (gambling)

1800 633 635

Gay & lesbian counselling ling www.glccs.org.au/ 8564 9596
Grief support 9489 6644
Grief support www.solace.org.au/ 9519 2820
Hepatitis C www.hepatitisc.org.au/ 9332 1599
HIV/AIDS www.sesiahs.health.nsw.gov.au/ 93329700
Telephone Interpreter Service 131 450
Legal information and advice | www.lawaccess.nsw.gov.au/ 1300 888 529
Mental health advice www.mentalhealth.asn.au/ 9816 5688

Overseas Student
Ombudsman

http://www.ombudsman.gov.au/about/overseas
studentombudsmanlandingpage

1300362 072

Poison Information Centre 131 126
Police Assistance Line (n@mergency) 131 444
Pregnancy counseling WwWWw.pregnancysupport.com.au/ 1300 737 732
Rape Crisis Centre Www.nswrapecrisis.com.au/ 1800 424 017
Relationship counselling www.interrelate.org.au/ 9745 5544
Schizophrenia www.sfnsw.org.au/ 9879 2600

Serious illness (sufferers &
families)

www.cansurvive.org/

1300 364 673

Smoking Quit line 1318 48
Suicide Prevention www.suicideprevention.com.au/ 1300 360 980
Victims of crime support 9374 3000
Women’ s refuge 9560 1605
service
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http://www.arafmi.org/
http://www.edf.org.au/
http://www.eczema.org.au/
http://www.epilepsy.org.au/
http://www.fpahealth.org.au/
http://www.wesleymission.org.au/
http://www.glccs.org.au/
http://www.solace.org.au/
http://www.hepatitisc.org.au/
http://www.sesiahs.health.nsw.gov.au/
http://www.lawaccess.nsw.gov.au/
http://www.mentalhealth.asn.au/
http://www.ombudsman.gov.au/about/overseas-student-ombudsman-landing-page
http://www.ombudsman.gov.au/about/overseas-student-ombudsman-landing-page
http://www.pregnancysupport.com.au/
http://www.nswrapecrisis.com.au/
http://www.interrelate.org.au/
http://www.sfnsw.org.au/
http://www.can-survive.org/
http://www.suicideprevention.com.au/

DECLARATION

| have readunderstoodand agree to comply with all the information outlined in tBéudent Handbook of
Berkeley Business Institute

| consent to the collection, use and disclosure of my peasdnformation in accordancwith the Privacy
notice andl understandthat my personal information may be made available to Commonwealth and State
Agencies and the Tuition Protection Service.

Student Name:
Student signat.ur.e. . ...

Dat e .

Please complete this page then detach it and return itdar Administration Manager
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