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Welcome to Skills Australia Institute

Thank you for choosing Skills Australia Institute to deliver your next learning experience.
We hope your time with us is productive leading to a fruitful conclusion.

We are a young and active team of specialists offering classroom learning and work-based training that will
assist you to attain the skills essential to be employed in your preferred industry.

This Student Handbook holds pertinent information about your training, assessment and other support
services. This Handbook also gives you information about your rights and responsibilities as a Student Visa
Holder and a Skills Australia Institute Student.

It is very important that you read and understand this Student Handbook completely. If there are segments
you do not comprehend or have queries about any aspect of this Student Handbook or your education at
Skills Australia Institute, please contact the Student Support Officer.

Please make sure you join us in our social events and sporting activities to ensure you don’t miss out on the
best of student life experiences.

The staff members at Skills Australia Institute wish you all the luck in your chosen course and look forward
to helping you with any questions you may have.

Dream, Seek, & Achieve!

Dr Eby Mathew JP FAIM
Chief Executive Officer
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About your Student Handbook

This Student Handbook is made accessible to all Students before enrolment, from the Skills Australia
Institute website with an extra copy given to you as part of our welcome kit on the Orientation day. It is
very important that you read and understand the contents of this Student Handbook before the course
commences. The Skills Australia Institute website has the newest version of the handbook and it can be
downloaded or you can request for a published copy at the reception desk.

Please contact your Student Support Officer on +61 8 6148 1300 or studentservices@skillsaustralia.edu.au
if you do not comprehend any part of the Student Handbook or you would like some sections of this book
clarified.

Skills Australia Institute has Student Support Staff here at the campus to help you on both academic and
non-academic matters. If you want help or support at any time, please get in touch with the Student
Support staff, or meet one of our Staff Members. If they are unable to help you, they will recommend an
appropriate staff member that can help you.

Definitions

ASQA: Australian Skills Quality Authority

AQF: Australian Qualifications Framework

CRICOS: Commonwealth Register of Institutions and Courses for Overseas Students
DHA: Department of Home Affairs

DET: Department of Education and Training

OSHC: Overseas Student Health Cover

Skills Australia Institute Administration and Contact Numbers

Skills Australia Institute

10 Victoria Avenue, Perth WA 6000
Phone: +61 8 6148 1300

Email: info@skillsaustralia.edu.au

Web: www.skillsaustralia.edu.au

Skills Australia Institute

Level 1 East, 50 Grenfell St, Adelaide SA 5000
Phone: +61 8 81204186

Email: info@skillsaustralia.edu.au

Web: www.skillsaustralia.edu.au
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Key Personnel

Chief Executive Officer: Dr Eby Mathew JP FAIM eby.mathew@skillsaustralia.edu.au
National General Manager: Vandana Ticku Vandana@skillsaustralia.edu.au

Student Services Team

Student Support Officers: Emiko Monobe
Vlada Barsanova

Accounts Manager: Itihasdeep Kaur

Grad. Accountant: Gurleen Chahal

For Emergencies, contact +61 1300 118 368

Administration Office Operating Hours

Monday - Friday 8.00 am —5.00 pm

Campus Locations

Skills Australia Institute (SAI) operates from 10 Victoria Avenue, Perth 6000 in Western Australia and Level 1
East, 50 Grenfell Street, Adelaide 5000 in South Australia. The details are given below:

Perth Campus

Perth, the capital of Western Australia, is the 4th most populous city in Australia with a projected
population of 2.02 million living in Greater Perth. A part of the South West Land Division of Western
Australia, Perth, and most of its urban areas lie on the Swan Coastal Plain. A slight strip between the Indian
Ocean and the Darling Scarp, The Plain is a low seaside cliff. The areas on the Swan River were the first to
be established, while Perth’s central business district and Fremantle were located on the seashore.
Officially, Perth is divided into several local government areas. These local areas consist of several suburbs,
which extend from Two Rocks in the North to the southern Rockingham, and from the Lakes in the West to
East inland.

There are several places in Perth those are worldwide famous to visit which include:

Elizabeth Quay

The Bell Tower

The Perth Mint and Zoo
Pink Lake

Indian Ocean Drive

The Pinnacles

Cottesloe Beach

The Indian-Pacific

Perth’s City Precinct

e Rottnest Island

e South-West Beaches and Goldfields
e Swan Valley

e Fremantle & Elizabeth Quay
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o Snorkel Shoalwater Marine Park - Entry to this snorkelling, diving, and kayaking adventure park near
Rockingham is free. The main attractions comprise Western Australia’s largest waddle of fairy
penguins, spirited sea lions, dolphins, seabirds, a dive wreck, reefs, and seagrass pastures packed with
aquatic animals.

e Picnic in Kings Park and the Botanic Garden - With 400 hectares of beautiful landscaped gardens and
natural bushland, Kings Park is one of the biggest inner-city parks in the world — larger than New York’s
Central Park. You have countless picnic spots to choose from, with several offering extensive views of
Perth's city skyline and the Swan River, bounded by more than 1,700 exclusive native species and
spring wildflowers on display in the park.

e Off-roading in Lancelin - Lancelin’s never-ending hilly sand dunes make for a flawless free play area for
four-wheel driving, quad-biking, and sand-boarding. Just an hour’s drive from Perth, it makes for an
easy daytrip. Lancelin has superlative wave and wind conditions, as well as protected fishing spots. So,
be ready to go with a tent, or a surfboard, windsurfing gear, mask, fishing tackle, and a snorkel in your
pack to make it a memorable weekend break.

e Get a cultural insight — The Cultural Centre in Perth is located right in the heart of the city. The centre
is the home to the Art Gallery of Western Australia, the Western Australian Museum, the Library of
Western Australia and Perth Institute of Contemporary Arts. All venues are free, though donations are
welcome. You can easily spend an entire day at the centre getting a cultural insight.

e Check out what’s new in Perth — There is something novel and fascinating around every turn in Perth.
The maze of laneways is bursting with urban art, street food, and pop-up stands. Forrest Place offers a
stage for several free festivals and concerts, and the Northbridge Piazza offers free live music, films,
exhibitions, and events throughout the year.

e Cruise through renowned markets at Fremantle - Experience the iconic market that’s been active for
over a century. From Friday to Sunday, the markets are abuzz with the fresh and interesting scents of
organic produce, the ingenuity of resident artists, and free live music and family entertainment. Visit
the famous hall and yard for some free entertainment at the markets in Fremantle.

e  Watch the sunset on the Indian Ocean - The dazzling beauty of the Indian Ocean when the sun sets is
not to be missed. With more than 100 bright and clear days each year, there are ample opportunities
to enjoy the show. Pack a picnic and head over to one of Perth’s sandy white beaches and watch the
sun go down, reflecting a dazzling display of colours from the sea to the sky. To see the best sunset,
head over to Cottesloe Beach, Scarborough Beach, or the City Beach.

e Wine Tasting at the Swan Valley - You can sample some of the flavours of Western Australia’s oldest
wine growing region for free on a self-driven tour of the valley’s wine cellars and manufacturers of
decadent goodies. You can take in a tasting of award-winning wines, cheeses, chocolates, and more
within a 20-minute drive east of Perth.

e Catch dinner in the Peel Inlet - You can fish for your dinner throughout the year in the 155sq km of
channels in Mandurah. Head over to the river in summer or autumn to pick some of the best prawn,
the blue-manna crabs, or king prawns. Cast a line off the landings under the inlet bridges, or take your
boat out on the water. You can spend a free day out at the annual Crab Festival in March.

e Take a day trip to York - See the beautiful Rolling Meadows that enticed early settlers from Perth to
establish WA'’s first domestic settlement — York. With a striking main street filled with completely
restored Victorian and Federation structures, it is one of the few places in Western Australia to hold
the ‘Historic Town’ status. Checkout the history, fine art, crafts, and a lively annual events calendar in
York.
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e Fashion Festival

e Fringe Festival

e International Arts Festival

e International Comedy Festival
e International Film Festival

e  SPLIF Festival

e Wild West Comedy Festival

e Australian X Trail Championship

e  World Control Line Championship

e World Master Athletics Championship

If you would like to know about more Perth then you may also check the following websites:

http://visitperthcity.com
http://www.experienceperth.com

Western Australia has several climate regions due to its massive size. The southwest has mild, rainy
winters, and blistering, dry summers. Perth has more sunny days a year than any other capital city in
Australia. Perth receives the highest rainfall between May and September. February is typically the hottest
month of the year, with temperatures hovering around 31°C. “The Fremantle Doctor” is a sea breeze that
offers some relief from high temperatures. Winters are comparatively cool and wet with morning
temperatures ranging from 18-21°C. You can find online information and guides on the temperature,
rainfall, and seasonal activities that can help you plan your holidays in Perth.

The climate in Perth has a Mediterranean feel, which means that throughout the year, the weather is warm
and bright. The sun gleams brightly during the short mild winter too. These long summers mean several
activities in and around Perth involve the outdoors. Any time of year is good for visiting attractions,
indulging in outdoor activities, or just lazing on clean sandy beaches in Perth.

e Summer (December - February) — Typically, January and February are the hottest months. The weather
is good and dry, and rain during summers is rare. Perth enjoys an invigorating afternoon sea breeze
known as the Fremantle Doctor, which brings a welcome relief on scorching hot days. Average summer
temperatures range from 27°C - 30°C during the day to night temperatures of minimum of 15°C. Kings
Park, a verdant park in the inner city, is the ideal place to spend a summer afternoon in Perth.

e Autumn (March - May) — Fall in Perth is like an extension of summer, with comparable temperatures,
warm sunny days, and colder nights. Although the weather is usually good, it may rain occasionally or
the air may turn humid. The yearly Sculpture by the Sea arts festival held at Cottesloe Beach in March is
free for visitors. You can take a cruise down the river to Fremantle, visit the wineries of the Swan
Valley, or head to Rottnest Island.

e Winter (June - August) — Winter has more rainy and cool sunny days. There are sporadic storms that
include heavy rainfall and thunderstorms. Everyday temperatures in the winter range from 18 - 21°C to
a minimum of 12°C at night. There are plenty of indoor activities to enjoy, despite the rain. In Perth's
cultural centre, Northbridge, you can spend time visiting the Perth Institute of Contemporary Art, the
Western Australian Museum, and the Art Gallery of Western Australia. The Fremantle Museum,
Fremantle Prison, and Maritime Museum are good places to visit during winter.

e Spring (September - November) — The days are warm and sunny, especially in October and November
with everyday temperatures of around 20 - 25°C. There is mild rainfall during spring, when Western
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Australia comes alive with colourful wildflowers. Follow the Botanic Garden’s Wilderness and
Wildflowers Trail or a similar trail throughout Western Australia.

There are several national and state public holidays. During these days, government departments, banks,
businesses, and a few vacation centres may not be open:

New Year’s Day 1° January Anzac Day 25" April

Australia Day 26" January Queen’s Birthday 2" Monday in June
Labour Day 2" Monday in March Western Australia Day 1* June

Good Friday Different every year Christmas Day 25" December
Easter Monday Different every year Boxing Day 26" December

The cost of living in Perth, in general, is above normal. But, the housing and living expenses have been
falling in the last few years. As such, it remains cheaper than other metropolises like Oslo, New York,
Singapore, and Shanghai. Even meat available in Australia is cheaper than other countries such as the UK.

Here are a few numbers: In 2017, the grocery expense for an upper-middle-class family of four was about
250-300 AUD/week. This sum included occasional Woolworth’s special bargains or buying local produce
from the farmers’ market. In addition to lease, utilities, and food, you must plan for transport and
healthcare costs.

Adelaide Campus

Adelaide, the capital of South Australia, is the fifth most populous city in Australia with a population of
around 1.3 million. It is located north of the Fleurieu Peninsula, on the Adelaide Plains between the Gulf St
Vincent and Mount Lofty. Adelaide was extensively planned before it was built, so the infrastructure of the
city is laid out on a grid that is easy to navigate around. The Torrens River separates Adelaide into the
Northern residential district and Southern business district. The city’s centre is surrounded by beautiful
parklands. Australia’s third biggest island, the Kangaroo Island, is located 112 km southeast of Adelaide,
and it is a very popular tourist destination.

Adelaide has quite a few famous landmarks and tourist attractions. The most popular places in Adelaide
are:

e North Terrace

e Adelaide Botanic Garden

e Art Gallery of South Australia

e South Australian Museum

e State Library of South Australia
o Adelaide Central Market

e Glenelg

e Adelaide Zoo

e (Cleland Wildlife Park

e Adelaide Festival Centre
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e The Jam Factory — Located on Morphett Street in Adelaide City Centre, the Jam Factory is a unique
not-for-profit organisation that promotes and supports local artists and craftspeople. The Factory is
supported by the South Australian Government, and it is separated into four buildings that produce
ceramics, furniture, metal, and glass. Have a browse of the high-quality crafts and designs made by
local talents, discover what is happening behind-the-scenes, or purchase a beautiful one-of-a-kind
souvenir.

e R. M. Williams Outback Heritage Museum — The R. M. Williams boots are legendary in Australia and
beyond, but the production started in a tiny woolshed behind R. M. Williams’ father’s house. The
Museum tells the story of the life of this great Australian man, how he started making his signature
leather boots, the birth of his company, and how it has expanded overseas. Visitors can see how the
boots are made, and purchase some to take home.

e River Torrens Linear Park Trail & Cycle Track — Take advantage of Adelaide’s free bicycle hire scheme,
Bicycle SA (BIKESA) and peddle down along the picturesque shores of River Torrens. The trail stretches
all the way from the mountains towards the beautiful sandy stripe of Henley beach. It is a great way to
spend the weekend with the family.

o National Wine Centre of Australia — Visit the Wine Centre if you want to learn more about the art of
making (and drinking) wine. You will discover the whole process, from picking grapes in the vineyards
to bottling. Adelaide’s wines are world-famous, so join one of the free guided tours and try some of
the greatest wines in Australia.

e Mount Lofty Botanic Gardens — At the famous mountain, there is a charming Botanic Garden that
spans across 100 hectares and contains plant species from all over the world, including the ATCO
Heritage Rose Garden — a sanctuary for all rose growers in the world, where a collection of roses that
were used to create all modern breeds are grown. Put on a pair of walking shoes and discover the
Gardens on a guided tour.

e Adelaide Himeji Gardens — Relax in the tranquil Japanese gardens that bring peace and provide great
places to meditate and reflect right in the middle of a big city. The Gardens blend the styles of “senzui”
or a lake and mount garden, and “kare senzui”, mostly containing beautifully arranged rocks and sand.
Opening times are 8 am —7:30 pm.

e Port Adelaide — Visit Adelaide’s historic seaport that played an important role in colonisation of South
Australia. Port Adelaide was the main trading and immigration hub that helped build, populate, and
grow Adelaide to become the fantastic city it is today. There are many exciting things to do when you
visit, as Port Adelaide has both cultural and historic destinations, and some modern fun events. Visit
the South Australian Maritime Museum to learn about Australian Navy’s past and present; the Aviation
Museum that has beautifully preserved planes from WW!I to modern jet fighters (that you can climb
into!); or relax at one of the many music festivals that happen in Port Adelaide throughout the year.

o The Whispering Wall, Barossa — Located in the heart of South Australia’s wine region, the Barossa
Valley is renowned for its great cultural heritage, relaxing lifestyle, and, of course, its fine dining and
wine. Today, it is one of the most popular places for a weekend getaway amongst South Australians
and visiting tourists: it is jam-packed with adventure and unforgettable experiences. One of the more
peculiar landmarks is the Whispering Wall: a retaining wall of the old Barossa Reservoir. Its unique
acoustic properties allow people to hear what others say on the other end, even 110 meters apart!

e St. Peter’s Cathedral — Adelaide is known as the City of Churches, and St. Peter’s Cathedral is one of
Adelaide’s most significant landmarks. Built in 1869, it has similar features to Notre Dame de Paris.
Great tourist destination for history and architecture lovers.

e Art Gallery of South Australia — Founded in 1881, the Art Gallery of South Australia is the nation’s
second biggest art collection. It is world renowned for its incredible collections of Australian and
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Indigenous Australian art, British art, and Japanese art. The Art Gallery of South Australia is located in
the heart of Adelaide’s cultural centre, and it is visited by over 750,000 people annually!

South Australia is often known as “Festival State” or “Wine State”, and the names speak for themselves.
Here is a list of some of the most famous festivals in SA:

e Adelaide Fringe

e Adelaide Festival

e Adelaide Film Festival

e Adelaide Guitar Festival

South Australia’s History Festival
WOMAdelaide — World Music Festival
SALA — South Australian Living Artists
Spirit Festival

e Cheesefest

e Adelaide 500 — v8 Motoring
e Adelaide Motorsport Festival
e (OzAsia

e Formulal

e Adelaide 36ers

e Bledisloe Cup

If you would like to know about more Adelaide, then you may also check the following websites:

https://southaustralia.com/places-to-go/adelaide
https://www.cityofadelaide.com.au/

South Australia’s territory is vast, and the weather varies depending on the location. The southeast
generally has much milder and wetter climate than the dry and hot north. In the desert, the summers can
be scorching hot, with regular 40+ degrees Celsius temperature, and the desert nights can be very cold.
Kangaroo Island has a pleasantly mild Mediterranean climate. January and February are the hottest months
of the year, and July is the coldest and rainiest. Winters are snowless and relatively warm. You can find
online information about weather in Adelaide and some useful advice on activities, precautions, and
holiday planning.

Adelaide has a temperate Mediterranean climate, where summers are hot and sunny, and winters are cool
and mild. It is the driest of Australian capital cities, with clear skies throughout most of the year. The
summers are long and warm, and they are wonderful for a variety of outdoors activities such as going to
the beach, playing sports, going camping, and exploring this wonderful part of the world.

e Summer (December - February) — Summer weather in Adelaide is usually hot, with January being the
hottest month with an average temperature of 23°C. During the day, the temperatures in the summer
range from 18°C - 28°C, but the heat may soar up to 40°C. February is the sunniest month, with over 10
hours of sunshine every day. It’s also the best month to swim in the sea, as the water temperature in
the ocean is a delightful 20°C.

e Autumn (March - May) — South Australian autumn is sublime, with tree leaves covering the land in red,
yellow, and golden colours. The Barossa Valley is particularly beautiful during fall, and many tourists
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visit the countryside to enjoy the marvellous view. There are a few rainy days in autumn, and the
temperature ranges from 13°C - 23°C.

e Winter (June - August) — Winter is the coldest and wettest season of the year in Adelaide. Everyday
temperatures range from 8°C - 20°C during the day and 5°C - 14°C at night. Snow in Adelaide is very
rare, with only parts of Mount Lofty and the southern regions receiving some light dusting. Although
the ocean is a bit cold and the sun isn’t as bright, there are still some great indoor activities you can
indulge in on rainy days. Visit the Art Gallery, the South Australian Museum, or explore the city and
warm yourself up with a nice cup of coffee.

e Spring (September - November) — Springtime in Adelaide is slightly warmer than winter, with average
temperatures of 12°C - 23°C. The rainfall is low, but the valleys and the countryside start to blossom
with colourful flowers and plants. Visit Mount Lofty to witness the beauty of the South Australian
landscape, and don’t forget to see the wonderful display of blooming plants at the Botanic Gardens
nearby.

There are several national and state public holidays. During these days, government departments, banks,
businesses, and a few vacation centres may not be open:

New Year’s Day 1% January Anzac Day 25" April

Australia Day 26" January Queen’s Birthday 2" Monday in June
Labour Day 1* Monday in October March Public Holiday 12th March

Good Friday Different every year Christmas Day 25" December
Easter Monday Different every year Proclamation Day 26" December

The cost of living in Adelaide is slightly cheaper than Perth, yet it also is above normal. It is cheaper than
many other Australian State Capitals, and much cheaper than large metropolises such as Sydney, Oslo, New
York, Paris, Singapore, and Shanghai.

An upper-middle-class family of four spends around 200-250 AUD a week on groceries: this includes special
bargains or buying food from the farmers’ market. In addition to groceries, you should consider the costs
for rent, utilities, transport, healthcare, entertainment, clothing, and unforeseen expenses.

Compliance Adherence with Legislative and Regulatory
Requirement

Skills Australia Institute always complies with and follows the relevant Commonwealth, State, and Territory
Legislation and Regulatory Requirements that are relevant to its operations and its scope of registration.

Skills Australia Institute is a CRICOS (Commonwealth Register of Institutions and Courses for Overseas
Students) Registered Training Organization (RTO) that offers Vocational Education and Training (VET);
therefore, Skills Australia Institute must fulfil the appropriate guidelines with the Standards for Registered
Training Organisation 2015. Skills Australia Institute complies with the Education Services for Overseas
Students Act 2000 and Amendments, Education Services for Overseas Students Regulations 2001, the
National Code of Practice for Registration Authorities, and Providers of Education and Training to Overseas
Students 2018.

For further information about the requirements, and to obtain a copy of the relevant frameworks, please
access the links below:

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

The National Code of Practice for Providers of Education and Training to Overseas Students 2018:
https://internationaleducation.qov.au/Requlatory-Information/Pages/National-Code-2018-Factsheets-.aspx
Australian Skills Quality Authority (ASQA):

https://www.asqa.gov.au

Commonwealth Register of Institutions and Courses for Overseas Students (CRICOS):

SAl International Student Handbook 2018 ;n gsg_'ll'-lgALlA
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http://cricos.education.gov.au

Information Disclosed to Commonwealth and State Agencies and
Authorities

Personal information is gathered for the sole purpose of operating as a Registered Training Organisation
under the Standards for Registered Training Organisations 2015 and the ESOS Act 2000. Skills Australia
Institute is registered under the Australian Skills and Quality Authority (ASQA).

The requirements of the registering authority may mean the release of your personal information for a
review or for data collection by Commonwealth and State Government departments, agencies, and the
Secretary of the Tuition Protection Services.

Access to Student Records

It is a prerequisite of the Standards for RTOs 2015 that students should be able to access their private data
held by Skills Australia Institute and that they may appeal for correction of information that is incorrect or
out of date. If you wish to see your own records, then an application in writing to the Skills Australia
Institute student services staff /email studentservices@skillsaustralia.edu.au is required. The student
services staff will then organize the right time for the student to access and see their personal records
within 10 business days of the request being received or at a jointly suitable time. Access will only be
approved once the student confirms his or her identity.

ESOS Framework

The Australian Government wants foreign students in Australia to have a harmless, enjoyable, and
satisfying place to study. Australia's laws endorse excellence in education and consumer protection of
foreign students. These regulations together are recognized as the ESOS framework including the Education
Services for Overseas (ESOS) Act 2000 and the National Code 2018.

e As a foreign student on a student visa, you must train with an education provider and enrol in a
course that can be found on the Commonwealth Register of Institutions and Courses for Overseas
students (CRICOS) at http://cricos.education.gov.au

e A CRICOS registration promises that the education provider and the course where you may study
meet the high ethics requirement essential for foreign students.

The ESOS framework defends your rights, together with:

e Your right to obtain, before joining, recent and precise data about the courses, modes of study,
fees, and other information from SAI and SAl’s agent.

e Your right to sign an on-paper contract with SAl before or whenever you pay your fees, mentioning
the facilities given, the total fees payable, and details about tuition fee refund, if any. You must
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maintain a copy of the written contract. Note - the Tuition Protection Service requires the College to
obtain no more than 50% of the entire training fees before your course begins, unless your course is
for 6 months or less.

Your right to obtain the schooling you paid for. The ESOS framework includes consumer defence
that will let you obtain recompense or be enrolled in another course, if the College is unable to
teach the original course you opted for.

The ESOS framework sets out the values that Australian education providers offering education
services to foreign students must comply with.

These values cover a series of data you have the right to know and the facilities that must be offered, which
include:

Orientation and entree to care facilities to help you study and adjust to life in Australia;
To know the contact officer for foreign students;

Whether you are eligible for a course credit;

To know when your registration can be postponed, put on hold, or negated;

To understand your education providers’ requirements for acceptable improvement on the course
you study, and the kind of support offered if you are unable to fulfil the progress requirements;

Whether your presence will be scrutinized for your course;

If there is a grievances and appeals process in place.

One of the standards does not permit another education provider to register a pupil who wishes to change
to another course without having completed at least 24 weeks of the final course of study you plan to
undertake in Australia. If you wish to change in advance, you require your educator’s consent. You must
acquire a letter of release from the education institute.

As a foreign student on a student visa, you must make sure you -

Fulfil your student visa requirements;

Sustain your Overseas Student Health Cover (OSHC) for the duration of your stay in Australia;
Meet the terms of the written agreement with your education provider;

Inform your provider if you change your address;

Sustain acceptable course improvements; and

Make sure you follow the educator’s attendance policy, if your presence is documented for your
course;

Courses Offered

Skills Australia Institute (SAI) aims to offer high quality courses for Students from around the world. Our
courses in Western Australia are delivered at Perth Campus (CBD), and South Australia at the Adelaide
Campus.

The courses that we offer include:

BSB50215 - Diploma of Business — CRICOS Course Code: 093613A

BSB60215 - Advanced Diploma of Business — CRICOS Course Code: 095103G

BSB42415 — Certificate IV in Marketing and Communication — CRICOS Course Code: 097720K
BSB52415 — Diploma of Marketing and Communication — CRICOS Course Code: 097722G
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e BSB61315 — Advanced Diploma of Marketing and Communication — CRICOS Course Code: 097723G

e (CHC30113 - Certificate Il in Early Childhood Education and Care — CRICOS Course Code: 095583G

e (CHC50113 — Diploma of Early Childhood Education and Care — CRICOS Code: 095584G

e SIT50416 — Diploma of Hospitality Management — CRICOS Course Code: 097988D

Critical Incident

A Critical Incident is any disturbing episode or danger of an incident inside or outside Australia, which may
cause too much anxiety, terror or damage but not certain death. Critical Incident may include incidents like:

o Lost pupils;

e Severe spoken or psychosomatic violence;

e Demise, grave damage, or any danger of these;

e Natural calamity; and

e Problems such as domestic violence, sexual attack, drug or liquor abuse.

Note: Non-life threatening actions could still be considered Critical Incident.

Please contact the Skills Australia Institute if you experience, observe, or notice a dangerous episode.
Please dial Skills Australia Institute’s emergency telephone number: 1300 118 368 which is available
24/7.

Where a Critical Incident is recognized, the following actions must take place. As part of the reporting
procedure, the CEO will verify if the incident falls under the meaning offered for a ‘Critical Incident’ as
mentioned above.

e When a staff member or a customer feels that a Critical Incident has or will happen, the staff
member must get in touch with Australia’s emergency services wherever needed first, and then
contact the SAl on its emergency number: 1300 118 368

e A ‘Critical Incident statement’ is to be finished by the proper staff member involved in the incident or
in warning about the incident. Where fitting, the statement will be finalized/confirmed by the CEO of
Skills Australia Institute.

e The ‘Critical Incident statement’” must have complete information and specify the people directly
involved in the incident (form 199 Critical Incident Report).

e The Educational Services for Overseas Students Act 2000 (ESOS Act) needs the Institute to inform the
Department of Education and Training (DET) and The Department of Home Affairs (DHA) as soon as
possible after the event, and in the case of a student's demise or other absence disturbing the
student's presence, the event will need to be informed through the Provider Registration and
International Student Management System (PRISMS).

e The CEO will evaluate the Critical Incident and put in a plan of action to follow up the Critical
Incident.

e Where essential, a meeting with proper staff/students will be planned to follow up on the event. This
conference will govern issues and responsibilities relating to:

o Evaluating dangers and response actions;
o Cooperation with the emergency services and other authorities;
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Communication with students’ families and other appropriate contacts;

Cooperation with other external bodies, such as the homestays, carers, or foreign embassies;
Therapy and handling students and staff not directly involved in the incident;

o Maedia Supervision (if needed).

O O O

e Where suitable, Skills Australia Institute will provide support to the family in the form of:

Engaging translators;

Arranging for hospitalisation/cremation/memorial service/repatriation;
Procuring a death certificate;

Helping with private things and matters, as well as insurance matters;
Helping with visa problems if required.

O O O O O

Where a critical incident has happened, and where the Department of Education and Training (DET) and
The Department of Home Affairs (DHA) has been informed, Skills Australia Institute will conduct a follow-up
and appraisal of the said critical incident. This follow-up and assessment will include those members
originally involved in the action plan meeting and will confirm:

e If any follow ups like de-briefing, therapy, and prevention plans have been accomplished;

e That all the staff members and students involved in the critical incident have been made aware of all
the consequences from the event;

e That the response to the critical incident is documented and included in the continuous
improvement submissions as recommended at the plan meeting;

e That any further follow up, whenever required, is documented, and the tasks are assigned to the
proper staff members.

Students and their families always have access to the Skills Australia Institute’s Student Support Officer.
During a critical incident, the Skills Australia Institute’s Emergency Telephone Number becomes a Hot Line,
where information can be received. Where suitable, the Skills Australia Institute’s website will be updated
to keep the students and their families informed. A student’s confidentiality will be upheld at all times.

Emergencies

In Emergencies: Dial 000 or 112 mobile (to override key locks)

The fastest way to get the right emergency service to help you is The Triple Zero (000) service. You must
use it to contact the Police, Fire, or Ambulance services in life-threatening or emergency situations only.
The emergency 000 lines are not meant for help with general medical issues.

In Australia, the police protect people and properties, detect and prevent crime, and preserve peace for
everyone. They are not connected to the military or politics; the police can help you feel safe. In
conditions that are non-threatening, contact the local police station directly on:

131 444 - Nearest Police Station or 08 9222 1111 - Police Central

The Fire Brigade douses fires, rescues people from fires in cars and buildings, and helps in circumstances
where gas or chemicals become a danger. As soon as a fire starts, call 000 whether the fire is very small or
large.
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Dial 000 for ambulances too. Ambulance offers instant medical attention and emergency transport to the
hospital if required.

Call the Skills Australia Institute Emergency Line: 1300 118 368 if you detect a risk to the property or people
on campus, or if you want to connect to the college in an emergency, or a situation after the public
emergency services have been contacted.

The State Emergency Service (SES) is an emergency and rescue facility devoted to offering help in the case
of natural calamities, rescues, highway crashes, and other extreme climate situations. It is made up
completely of helpers, and functions in all the States and Territories in Australia. For emergency assistance
in a Flood or Storm, dial 132 500.

Lifeline’s 13 11 14 facilities are run by qualified volunteer telephone therapists who are ready to take calls
24 hours a day, every day in the week, from all around Australia. These volunteers function from Lifeline
Centres in every State and Territory around Australia. Anyone can call the Lifeline. This facility provides a
therapy service that respects everyone’s right to be heard, understood, and cared for. They also offer
details about other support facilities that are available in communities in and around Australia. The
telephone therapists at Lifeline are committed to listening and talking to anyone, however big or small the
problem may seem. They are qualified to provide the emotional support needed in case of a crisis, or when
the caller may be looking for advice, or feels depressed.

The Poisons Information Line provides the public and health care experts with quick, up-to-date, and
proper information, and guidance to support in the management of poisoning and alleged poisonings. To
understand the significance in the case of a poisoning, the healthcare expert gets a detailed history from
the caller. Members of the public may be provided with first aid directives, information on likely signs, and
advised on the need for a doctor’s assessment or a referral to the hospital.

The Australia-wide Poisons Information Centers have a single telephone number: 131 126.

The Australian Government, through the Department of Home Affairs, offers a Translating and Interpreting
Service (TIS) for people who do not speak English and for those English speakers who need to communicate
with them. TIS is a nationwide service and is offered to any person or organization in Australia needing
assistance with interpretation. TIS is available 24/7 and is available everywhere in Australia at the cost of a
local call.

Skills Australia Institute Student Intake Dates

Please visit www.skillsaustralia.edu.au to verify the student intake dates.

Public Holidays

Waestern Australia - Perth

Public Holiday 2018 2019
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New Year's Day Monday 1 January Tuesday 1 January
Australia Day Friday 26 January Saturday 26 January
Labour Day Monday 5 March Monday 4 March

Good Friday Friday 30 March Friday 19 April

Easter Monday Monday 2 April Monday 22 April

ANZAC Day Wednesday 25 April Thursday 25 April
Western Australia Day Monday 4 June Monday 3 June

Queen's Birthday Monday 24 September Monday 30 September
Christmas Day Tuesday 25 December Wednesday 25 December
Boxing Day Wednesday 26 December Thursday 26 December

Source: http://www.commerce.wa.gov.au/labour-relations/public-holidays-western-australia

South Australia - Adelaide

Public Holiday 2018 2019

New Year's Day Monday 1 January Tuesday 1 January
Australia Day Friday 26 January Saturday 26 January
Labour Day Monday 1 October Monday 7 October

Good Friday Friday 30 March Friday 19 April

Easter Monday Monday 2 April Monday 22 April

ANZAC Day Wednesday 25 April Thursday 25 April
Queen's Birthday Monday 11 June Monday 10 June
Christmas Day Tuesday 25 December Wednesday 25 December
Proclamation Day Wednesday 26 December Thursday 26 December

Source: http://www.publicholidaysa.com.au/

Computer Lab

The computer lab is accessible for your lessons. It is available for personal internet use; however, it is also
used often for training that includes assessments and self-study, if needed. Therefore, please make sure
you respect the time of other students and keep the noise to a minimum in the lab. Discussions, including
mobile phone calls, should be taken outside the lab.

Training Venues

Perth Campus

Skills Australia Institute’s training venue is located at no. 10 Victoria Avenue, Perth WA 6000. The campus
venue is specified in your Training and Assessment Plan (TAP). If you need help to reach the training venue,
please contact the Student Support Staff at 08 6148 1300.
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To identify how to reach your campus from your place of residence in Western Australia, visit the Perth
Transport website at http://www.transperth.wa.gov.au/. This website will provide several options on how
to reach to your training venue on time, from your place of residence in Perth.

Adelaide Campus

The Skills Australia Institute’s Adelaide Campus is located on Level 1 East, 50 Grenfell Avenue, Adelaide SA
5000. The campus venue is specified in your Training and Assessment Plan (TAP). If you need help to reach
the training venue, please contact the Student Support Staff at 08 8120 4186.

To identify how to reach your campus from your place of residence in South Australia, visit the Adelaide
Metro website at https://www.adelaidemetro.com.au/. This website will provide several options on how to
reach to your training venue on time, from your place of residence in Adelaide.

Student ID

You will be issued with a Skills Australia Institute Identification Card (ID) during the first week of your
course. Your Student ID will display your photo, name, student number, and beginning and end dates of
your course.

You must always have your Skills Australia Institute Student ID with you while using any facilities provided
by the Skills Australia Institute. You may be asked to show your Student ID anytime, and the evaluator may
refuse to evaluate you if you do not present your Student ID.

A card replacement fee of $15 will be charged if the Student ID card gets lost or stolen.

Student Portal

All the students at Skills Australia Institute have access to a Student Portal, where they can view
information about their schedule, their results, and absences, if any. They can also see and update personal
details if needed. Any important news and messages from the college will be put up on the student portal
to keep students informed.

The portal will then request the student to enter his or her FIRST name, and student ID number. Once an
account is created, a registration email is sent to the STUDENT’s EMAIL address with the username and
password. The student can then use these details to login as an “Existing User”.

Student Email Account

At the Skills Australia Institute, every student has a unique Skills Australia Institute email account. This
email address is issued to every student on Orientation Day.

The Skills Australia Institute email account is the
OFFICIAL COMMUNICATION METHOD

between the student and the Skills Australia Institute.

Any communication will be sent to your Skills Australia Institute
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email address.
It is the student’s duty to check the assigned email account

at least once a day.

e Your email account username is: (Student Number) S999XXXX@skillsaustralia.edu.au
e Your initial email account password is: SAI01000

To protect the student’s privacy, the student is requested to change the password after getting the initial
login password from the Skills Australia Institute. Every student is requested to change their password at
least once every month, and not share their password with anyone else.

For enquiries or technical difficulties involving your email account, please contact the Student Support
Services at 08 6148 1300.

DO NOT OVERLOOK THE SKILLS AUSTRALIA INSTITUTE EMAILS. Emails sent to your Skills Australia Institute
email account are vital and may contain official data critical to the student’s education and stay in Australia.

Not checking the student email account will not stop the Skills Australia Institute from meting out punitive
actions and terminations.

The Skills Australia Institute Code of Conduct

Every College would like to provide their students with a harmonious educational atmosphere where each
member respects the opinions, feelings, individuality, and possessions of others unconditionally.

When a student enrols at the Skills Australia Institute, the student agrees to follow the Skills Australia
Institute Code of Conduct. This Code of Conduct is enumerated in this student handbook. It was also
mentioned in your pre-enrolment documentation and is accessible at www.skillsaustralia.edu.au.

Any breaches of the Skills Australia Institute’s Code of Conduct and the student visa requirements may lead
to cancellation of the student’s enrolment.

Every student enrolled at the Skills Australia Institute is expected to always maintain the following values:
1. Act scrupulously and with honour;

2. Respect others’ right to have diverse positions and opinions;

3. Respect another person’s principles, nationality, faith, age, relations, and gender;

4. Speakin alanguage that does not insult others;

5. Uphold a silent atmosphere for students to learn and for staff to work;

6. Let other students study without interruption;

7. Be careful and meticulous on campus and at work-based training organizations;

8. Attend all classes to make sure you follow the Skills Australia Institute’s Code of Conduct;

9. Partake in group training and Assessments to make sure everyone gets thorough training;

10. Do not commit fraud or plagiarize;

11. Allow teachers to deliver their course material without interruption or any disturbance;

12. Adhere to Skills Australia Institute Uniform policies where required;
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13. Do not carry or keep food in classrooms, recreation zones, and the college library;

14. Put off mobile phones and other electric devices when in class, at the institute’s reception desk, in the
recreation room, and the library;

15. Always keep your private things with you and do not take/borrow what belongs to others;
16. Respect the Skills Australia Institute’s No Drugs, No Smoking, No Alcohol rule;

17. Provide true answers or information with regards to your personal details, your motives for
absenteeism, any course change requests, appeals for postponement, and any other details as required
by the Skills Australia Institute to make fitting choices;

18. Maintain the repute of the Skills Australia Institute and offer feedback or follow the process for
grievances if you are not pleased with Skills Australia Institute’s choice of provision;

19. Fulfil the Skills Australia Institute’s rules and regulations as specified in this student handbook;
20. Fulfil the requirements of your Student Visa;
21. Use the resources provided by the Skills Australia Institute properly;

22. Meet satisfactory levels of own cleanliness and dress on the campus and at the Skills Australia Institute
work-based training venues.

The Skills Australia Institute Code of Conduct and the information provided in the Student Handbook are
revised each year. Students at the Skills Australia Institute are requested to contribute to improving the
Code of Conduct, guidelines, and processes. Please get in touch with the Student Support Office to offer the
Skills Australia Institute with your commendations, or fill in a feedback form or a complaint form available
at the reception desk.

Students found breaking the Skills Australia Institute Code of Conduct or their visa requirements will be
dealt with as specified in the ‘Student Discipline’ process in this handbook. Students can inform about
breaches orally to the Student Support Officer, their trainer, or in writing, speaking about the breach to the
CEO. Any student affected by a break in the rules of the Skills Australia Institute Code of Conduct is
requested to seek out the Student Support Officer immediately.

In cases where we intend to cancel a student’s enrolment because of a break of the College’s Code of
Conduct (including inconsistent course development), a Notice of Intention to Cancel will be issued to the
student. It will be sent to the Skills Australia Institute email account, and a COPY will be sent to the
student’s personal email. The Notification of our Intention to Cancel will inform the student of the breach,
and it will notify that he or she will be reported to the Department of Home Affairs (DHA) (under the
Migration Act 1958) and the Department of Education and Training (DET).

Students may access the Complaints and Appeals Process within 20 business days from the date mentioned
in the Intent to Cancel Notification. To get access to the Grievances and Appeals procedure, the student
must fill a Grievances and Appeals Form accessible on the Skills Australia Institute website
www.skillsaustralia.edu.au or from the Student Support Office.

Reporting Breaches

The Skills Australia Institute staff and students are responsible for maintaining a harmonious learning
environment. Therefore, students are encouraged to report any excessive pressure, trouble, or pestering of
any staff or student, as specified in the Skills Australia Institute Code of Conduct.

Reports of breaches can be given in writing or verbally, so that it can be seen by the Skills Australia
Institute’s Management.
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If a student is not sure about the privileges and duties, the student is requested to contact the Student
Support Office to discuss any issue related to the Skills Australia Institute Code of Conduct. The Student’s
right will always be valued and the student is expected to respect the rights of others.

Student Duties under the Student Visa

A student’s permission to study in Australia is strictly connected to the Australian Government Student Visa
Program. It is important that the student always complies with the regulations of the student visa.

Below is an extract of DHA rules related to a student’s work rights as published at
http://www.homeaffairs.gov.au/Trav/Stud/More/Work-conditions-for-Student-visa-holders as of
14/02/2018. This information may change. Check the website for the most current information.

The Student Visa Conditions are:

Work conditions for student visa holders

You cannot work until you have commenced your course in Australia. Once your course has commenced,
you are permitted to work a maximum of 40 hours per fortnight when your course is in session, and
unlimited hours when your course is not in session.

Work that is a formal registered part of your course is not included in the limit of 40 hours per fortnight.
Voluntary, unpaid work is not included in the limit of 40 hours per fortnight if it:

e Is of benefit to the community;

e Is for a non-profit organization;

e Is genuinely voluntary (that is, you are not paid either in cash or other—board and lodging is
acceptable).

If the voluntary work could have been undertaken by an Australian resident who would have received a
wage, then this is included in the 40 hours.

If you are a postgraduate research student:

You can work a maximum of 40 hours per fortnight during any preliminary courses you undertake. If you
have commenced your masters by research or doctoral degree in Australia, there is no limit on the number
of hours you may work.

A student must remain enrolled in a registered course (unless the student is an AusAID/Defence or a
secondary exchange student, in which case the student must maintain full-time enrolment in the course of
study or training).

Note: A registered course is one that is put up on the Commonwealth Register of Institutions and Courses
for Overseas Students (CRICOS). See: http://cricos.education.qov.au/default.aspx

The student must keep a satisfactory presence in the course and to maintain the progress expected in the
course for each study period as mandated by the education provider.

The student must have sufficient provisions for health insurance during his or her stay in Australia.

Note: Under policy, this means that the student must maintain the Overseas Student Health Cover
(OSHC).
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The student must continue to fulfil all the requirements to be granted a student visa. This means, for
example, that the student must sustain a course of study that is a registered course in the education sector
and one that matches the student visa, and the student must continue to have enough monetary means to
support his or her study and stay in Australia.
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The student must maintain satisfactory education provisions for any school-age dependents that join the
student in Australia on a student dependent visa for more than 3 months.

If the student is under 18, then he or she must keep adequate provisions for housing, sustenance, and
overall well-being for the duration of stay in Australia.

To maintain enough provisions for welfare, the student must stay in Australia with:

e Parents or legal custodian, or a relative nominated by the student’s parents or custodians, over 21, and
is of good character;

e Orthe housing, funding, and general wellbeing provisions approved by the education provider.

Note: The student must not change any provisions without an approval in writing by the education
provider. If the welfare provisions are permitted by the education provider, the student must not travel to
Australia until the welfare provisions are due to begin.

The student must inform the education provider:
e of his or her residential address in Australia within 7 days of arriving in Australia;
e of any change in residential address within 7 days of the change;
e of a change of education provider within 7 days of receiving the electronic Confirmation of

Enrolment certificate (eCOE) or proof of enrolment.

Source: www.homeaffairs.gov.au

You should inform Skills Australia Institute of variations in the contact details of your next of kin. Use the
change of address form, available from www.skillsaustralia.edu.au or request for a form from the
reception desk.

Under the ESOS Act, the Skills Australia Institute is mandated to notify the student AND the Australian
Government if the student has broken student visa conditions because of not being able to maintain
adequate course advancement.

Student discipline

The Skills Australia Institute treats all breaches of the Skills Australia Institute’s Code of Conduct very
seriously. Students are encouraged to report any breaches of the Code of Conduct to the Student Support
Officer.

Skills Australia Institute Staff members MUST report breaches to the CEO.

All breaches are automatically validated and examined. The consequences of these breaches can be as
follows:

e \Written Notice;

e Suspension from Class;
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e Apology Request;

e Psychotherapy;

e Student monitoring;

e Intervention;

e QOverseen removal from class; or
e Termination of registration.

Depending on the severity of the breach, the College may choose at its discretion to examine the matter,
either by itself or including students and staff, to make well-versed conclusions. No appeal will be
presented where a breach of Skills Australia Institute’s Code of Conduct has been acknowledged and the
examination confirms that a breach has occurred.

Students can contact the Overseas Student Ombudsman at http://www.ombudsman.gov.au/contact-us to
lodge a complaint.

Where the breach is supposed to be a direct risk to the welfare of students, staff, or the public, the Skills
Australia Institute will report the breach to the police.

In cases where we intend to cancel a student’s enrolment because of a break of the College’s Code of
Conduct (including inconsistent course development), a Notice of Intention to Cancel will be issued to the
student, which will be sent to the Skills Australia Institute email account and a COPY will be sent to the
student’s personal email.

The Notification of our Intention to cancel will inform the student of the breach and notify that he or she
will be reported to the Department of Home Affairs (DHA) (under the Migration Act 1958) and the
Department of Education and Training (DET).

Students may access the Complaints and Appeals Process within 20 business days from the date mentioned
in the Intent to Cancel Notification. To get access to the Grievances and Appeals procedure, the student
must fill a Grievances and Appeals Form accessible on the Skills Australia Institute website
www.skillsaustralia.edu.au or from the Student Support Office.

Examples of serious breaches are:

Inconsistent Course Development

National Code requires the Skills Australia Institute to withdraw a student’s enrolment where it is
suspected that a student is not genuine and not a ‘bona fide’ student. As “Inconsistent Course
Development” is not demarcated in the National code, for the guidance of Skills Australia Institute staff and
students, the following meaning has been agreed to at the Skills Australia Institute:

The Skills Australia Institute Definition: Inconsistent Course Development is defined as the behaviour that
suggests that your chief reason for enrolling at the Skills Australia Institute is for a purpose other than to
get the appropriate skill and knowledge essential in the course for which you have registered, in which case
the student shall be deemed a ‘non-bona fide’ student at the Skills Australia Institute.

Distinctive signs that may suggest a student is not a ‘bona fide’ student are:

e Attendance (Participation) in the course is unequal, defective or unpredictable;

e Attendance (Participation) is lower than 80%;

e The student does not enthusiastically contribute in class discussions and/or group work; or
e Projects are copied and plagiarized.
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Inconsistent Course Development is observed by Trainers / Assessors. To avoid termination due to
inconsistent course development, a student is expected to attend all classes and inform the Skills Australia
Institute if the student is unable to attend a class.

Non-payment of fees

All tuition fees must be paid in advance and before the beginning of a semester. Tuition fees do not cover
charges for housing, living expenses, schoolbooks, uniforms, writing materials, apparatus, and external
examinations. If fees are not paid by the due date, an administrative fee of AUD 250 will be levied.

If the student fails to pay the fees before the course, term, or semester begins (whichever is applicable),
then a NOTIFICATION OF OUR INTENTION TO CANCEL ENROLMENT will be sent to the student. This Notice
will be sent to the student via email only.

The student will have 20 working days to pay any outstanding fees in full or to appeal on our decision to
cancel the enrolment. If the Skills Australia Institute has not received the payment within 20 business days
after the receipt of the Notification of our Intention to Cancel, the enrolment MAY BE CANCELLED. For
further details, see Cancellations - Skills Australia Institute initiated.

If the student finds it difficult to pay the fees by the due date, he or she must speak to the Student Support
Officer at the Skills Australia Institute BEFORE THE FEE BECOMES OVERDUE. The Skills Australia Institute
retains the right to refuse admission to training and Assessments, if the fees remain unpaid and/or where
no payment plan has been signed. Failing to pay course fees on time may result in the student’s enrolment
being cancelled.

Plagiarism

At the Skills Australia Institute, plagiarism is a serious breach of the Skills Australia Institute’s Code of
Conduct. Plagiarism is defined as:

e Exact copying of sentences, complete paragraphs, or excerpts from one or more sources;

e Near imitation of a transcript or an idea;

e Another person helping in the creation of a project proposal without the express need, consensus,
or knowledge of the Trainer;

e Asking someone else to write and/or submit a project;

e Downloading from the internet and submitting the contents ‘as is’.

Projects or assessments finished deceitfully or by inappropriate means will be considered plagiarised. The
student must not submit assessments that are not his or her own work completely. The student must not
help others or accept help from others for individual work.

If the Trainer believes that your project or text or any part of the assessment has been copied, then he/she
is required to collect all the proof and report the matter to the Training Manager.

Where plagiarism has occurred, the student will be penalised as follows:
1* offence: Written warning, AUD 50 administrative fee; name added to the student database; Re-
assessment at own cost;

2" offence: Second written warning, AUD 50 administrative fee; entry into student database, Re-
assessment at own cost;

3" offence: Cancellation of enrolment under Standard 9 of National Code 2018 with details
forwarded to required Government agencies.
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To avoid plagiarism, the student must follow the Assessment Guide handed out by the trainer during class.
The Skills Australia Institute needs that you reference the source of other people’s concepts, opinions, and
words in all assessments.

Contact your Trainer if you need help.

Academic Deceit

Definition: Academic Deceit is defined as deliberately using or endeavouring to use illegal resources from
the Trainer or others. Using evidence or study aids such as mobile phones, handwritten notes in any test,
replicating another student's work, submitting work for an in-class exam that has been prepared in
advance, or representing projects created by another person as one's own work is violating the rules
governing the Assessment process.

Facilitating academic deceit means deliberately or knowingly helping or trying to help another to commit
an act of academic deceit.

Attendance (Participation)

At the Skills Australia Institute, attendance (participation) is supervised to recognise inconsistent course
development. The College advises its students that if their attendance (participation) is low, they have to
make sure that students can complete the course within the time frame stated on their eCoE. The Skills
Australia Institute has decided to implement the DET-DHA Course Progress Policy and Procedures for
vocational education and training (VET), a copy of which can be downloaded from
www.skillsaustralia.edu.au or requested at the Student Support Office. The Skills Australia Institute
observes attendance (participation) of all its students in a methodical way.

At the Skills Australia Institute, we like to ensure that our students have maximum exposure to education.
Students arriving late will intrude the class and disturb other students.

The Skills Australia Institute, therefore, adheres to the following rules:
e (Classes start on time; each session lasts four (4) hours and includes a ten (10) minute break.

e Students who not show up for the complete session will be marked absent for the entire session (=
4 hours).

e Students who do not attend one full day will be marked absent for both the sessions (= 8 hours).
e Students leaving early will be marked absent for the entire session (=4 hours)

Trainers make a note of student attendance (participation) on the Class List when the students enter the
classroom or workplace.

If a student’s attendance (participation) falls below 80% during a study term, the student may be believed
to be at a risk of not fulfilling the satisfactory course progress requirement within the duration of your
eCOE. Where low attendance affects the student’s academic progress, the Skills Australia Institute will
deem his or her development as inconsistent, a result of which the student enrolment at the Skills Australia
Institute may be terminated.

Breaches of Code of Conduct - Procedure

Breaches to the Skills Australia Institute Code of Conduct will be handled as soon as possible. The parties
involved in the breach will be notified in writing. Breaches are dealt with by a committee formed to deal
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with the breach and including the CEO, Student Support Officer, and, whereas deemed necessary, selected
students and staff.

Note: The Skills Australia Institute will evaluate its verdicts based on recognized sympathetic or compelling
conditions.

If a student is not satisfied with the consequence of any Skills Australia Institute decision, the student can
appeal using the Grievances and Appeals Form available at the reception desk. Alternatively, the student
can contact the Overseas Students Ombudsman at (free call) 1800 117 000 to file a grievance. Leaflets are
also available at the reception desk.

Academic Course Progress

A student’s authorization to study in Australia is closely connected to the Australian Government Student
Visa Program. It is essential for the student to always comply with the regulations of the student visa.

Under the ESOS Act 2000, the Skills Australia Institute is required to inform the student AND the Australian
Government of the breach of the student visa conditions because the student was unable to uphold
acceptable course development.

The Australian Government, through the Department of Home Affairs (DHA), may request a Confirmation
of Enrolment from the Skills Australia Institute during the student’s education. The Skills Australia Institute
will provide the Immigration Department with a true and precise record of your attendance (participation)
and the course progress, whenever needed.

The Skills Australia Institute is mandated to supervise, keep a note of, and evaluate a student’s course
progress for every unit of the course the student is enrolled for to help the student achieve acceptable
course progress, and will mediate if the student may be unable to achieve satisfactory course progress.

Course Progress Policy and Procedure

Skills Australia Institute has implemented the Department of Education and Training (DET) and The
Department of Home Affairs (DHA) course progress Policy and Procedure for all its vocational education
and training (VET), a copy of which can be downloaded from www.skillsaustralia.edu.au or requested at the
Student Support Office.

To achieve satisfactory course progress, a student is required to attend all classes. The Skills Australia
Institute supervises a students’ academic progress under the following course framework:

e Study Period = 1 term of 10 study weeks plus 3 weeks’ holiday;
e One study week has 20 hours of study time, either in the classroom or at the workplace;
e One study week has 5 sessions, each session of 4 hours i.e. = 20 hours;
e One study session has one 10-minute break.
A students’ educational progress will be considered acceptable if:

e The student has completed all the assessments (both theory and practical) satisfactorily in every
unit of competency delivered within the study period of 10 weeks;

e The student actively participates in class events;
e The student can orally prove he or she has the knowledge of the unit of competency.

The students’ educational progress will not be considered satisfactory if:
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e A student has been marked Not Yet Competent or has Not Completed (by not submitting required
assessments) for more than half the competency units studied during 2 consecutive study periods.
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Note*: Certain courses do not allow students to continue to the next term of study if you have not been
considered capable in one or more compulsory competency units. A compulsory unit is a study unit that
must be effectively accomplished before beginning another unit. The Training Package visibly classifies
compulsory units. Compulsory units are also emphasized in your training delivery plan. If a student is
considered not competent in a compulsory unit, the student must contact his or her trainer to identify
opportunities for Re-Assessment at the earliest.

Note*: A student will be informed about the risk of not making satisfactory course progress every time the
student is considered not competent for a unit of competency.

e A student’s course load will prevent him or her from completing the course within the expected
duration of the course as specified on your eCOE.

Example: You have too many outstanding assignments or have been absent due to illness or other issues
for too long to be able to achieve competency within the duration of your eCOE. The trainer finds the
student at a risk of making unsatisfactory course progress before the end of the study period.

Examples: A students’ attendance is not sufficient for the student to be considered competent in several
units. The student does not have the requisite skills and knowledge to attempt the assessments.

Please note*: The Skills Australia Institute may allow students to re-enrol in units they have been
considered not yet competent; however, any related costs, such as extra course fees, visa extension fees,
and other fees are the student’s responsibility.

If a student’s development has been considered not satisfactory for 2 successive study periods, a Notice of
our Intention to Report will be sent via email to the student’s Skills Australia Institute email account and a
COPY send to your personal email. The Notification of our Intention to Report will instruct the student of
the breach and inform that he or she will be reported to the Department of Home Affairs (DHA) (under the
Migration Act 1958) and the Department of Education and Training (DET).

Students may access the Complaints and Appeals Process within 20 business days from the date mentioned
in the Notification of our Intention to Report. To get access to the Grievances and Appeals procedure, the
student must fill a Grievances and Appeals Form accessible on the Skills Australia Institute website
www.skillsaustralia.edu.au or from the Student Support Office. The student may contact the Student
Support Officer for help with this process.

Read more about the Complaints and Appeals process in this student handbook.

If the student has not accessed the complaints and appeals process within 20 working days of receipt of the
Notification of our Intention to Report (NOR), the course enrolment will be cancelled for not fulfilling visa
conditions (under the Migration Act 1958) and processed as required by the ESOS Act 2017.

The Department of Education and Training (DET) and the Department of Home Affairs (DHA) will be
informed of this action. A copy of the breach notice will be sent to the student’s Skills Australia Institute
email account and last known personal email address. It is important for the student to seek guidance from
the Department of Home Affairs after getting the notice of cancellation.

Intervention Strategy

The Skills Australia Institute’s intervention strategy will apply to a student if it comes to the institute’s
attention that he or she is at risk of not sustaining satisfactory course progress and/or attendance
(participation). This will be recognized because the student has not maintained 80% or more attendance
(participation) for the study units required in any one study period (10 weeks) or has been considered not
satisfactory for half the course units in any one study period (10 weeks).
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At the end of each compulsory study period, students will be evaluated against the course attendance
(participation) policy. If a student is identified for the first time as not keeping satisfactory course
attendance (participation), then the Skills Australia Institute intervention plan is applied.
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An Intervention Strategy is an agreement between the student and the Skills Australia Institute in which the
student agrees to follow a strict plan, which may include added extracurricular work (homework) and
additional training sessions with a teacher. An intervention strategy becomes necessary where the student
is deemed at risk of not meeting satisfactory course progress requirements.

The Skills Australia Institute’s intervention strategy includes:

e Process for communicating with students and counselling them;
e Approaches to help identify students to attain acceptable course attendance; and
e The course by which the intervention strategy is initiated.

The Skills Australia Institute’s intervention strategy includes facility for:

e Where suitable, guiding the student on appropriateness of the course the student is enrolled in;

e Counselling the student that insufficient course attendance in two successive study periods for a
course would mean the student is reported to DET and DHA and a risk of cancellation of the
student visa, which depends on the outcome of any appeals process.

An intervention strategy may consist of added supplementary work, extra homework, and added
Assessments.

Note*: Additional training sessions may attract a fee of up to AUD 30 for every half an hour if the student
is available during the Skills Australia Institute’s normal business hours. Additional coaching cannot be
provided beyond Skills Australia Institute’s normal business hours. Any additional Assessments are charged
at the rates listed for reassessments.

A copy of the intervention strategy will be given to the trainer(s) and assessor(s) delivering and evaluating
the relevant units of competencies. Trainers/assessors will be required to keep a check on the students’
adherence to the intervention strategy and to report any shortcomings (such as lateness, absenteeism,
and/or unacceptable performance). If a student fails to fulfil the requirements of the agreed intervention
strategy, a warning letter will be sent to the student’s Skills Australia Institute email account. The student
is required to respond to the warning letter, clearly mentioning the reasons for not following the
intervention strategy.

Reporting:

If the student is identified as not maintaining satisfactory course progress in a second successive
compulsory study period in a course, the Skills Australia Institute will notify the student of its intention to
report to DET and DHA for unsatisfactory course progress through a written notice (form 67).

If the student fails to reply to the warning letter emailed to him or her or does not contact the Student
Support Officer within 5 days of receiving the warning email, a Notice of Intention to Report (NOR) will be
issued and sent to him or her via email and registered post.

The Notice of our Intention to Report (NOR) formally advises the student that he or she is in breach of
the student visa requirements and that the student will be reported to the Department of Home Affairs
(DHA) (Under the Migration Act 1958) and the Department of Education and Training (DET).

Students may access the Complaints and Appeals Process within 20 business days from the date mentioned
in the Intent to Report. To get access to the Grievances and Appeals procedure, the student must fill a
Grievances and Appeals Form accessible on the Skills Australia Institute website www.skillsaustralia.edu.au
or from the Student Support Office. The student may contact the Student Support Officer for help with this
process. Read more about the Complaints and Appeals process in this student handbook.
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Students may appeal on the following grounds:

Skills Australia Institute’s failure to record the result of your Assessment correctly;

Sympathetic or convincing conditions; or

The Skills Australia Institute has not applied its intervention strategy and other policies according to
its standard rules and procedures that have been made available to students.

A realistic reason for non-compliance is sympathetic or convincing circumstances may include:

Serious sickness or injury (needs a medical certificate stating that the student was unable to attend
class);

Mourning of close family members — parents or grandparents (a death certificate to be provided);
Major political disturbance or tragedy in your home country needing emergency travel;
Distressing experience — such as being involved in or witnessing an accident;

Committing a crime — or affected by a crime (police report required).

Note*: The following reasons do not constitute compassionate or compelling grounds:

Where

Attending (or being part of) a wedding party (in Australia or abroad);
Helping a friend or family member;

Employer requirements;

Anxiety and unhappiness (unless certified by a medical certificate);
Exhaustion.

a student’s appeal is successful, the consequences may differ according to the findings in the

appeals process:

Where:

If the appeal shows that there was a mistake in recording the result of the student’s Assessment,
the Skills Australia Institute will not report the student and there will be no need for an
intervention;

The student has selected not to access the complaints and appeals process within 20 working days
of receiving the notice;

The student withdraws from the process; or

The process is finished and results in a decision supporting the Skills Australia Institute (i.e. the
student’s appeal is unsuccessful).

The Skills Australia Institute must inform the Department of Education and Training (DET) and the
Department of Home Affairs (DHA) through PRISMS as soon as feasible, of the student not keeping
satisfactory course attendance.

Assessments and Assessment Outcomes

You will receive a Unit Outline and Assessment Agreement at the commencement of each Unit of
Competence/Class. The Unit Outline and Assessment Agreement informs you of the requirements of the
unit, including the number of assessments required to complete satisfactorily to be deemed competent,
the assessment methods, assessment dates and assessment venue.

As a Registered Training Organisation, Skills Australia Institute must ensure that ALL Assessments
conducted follow the Principles of Assessment and Rules of Evidence.
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Principles of Assessment

Fairness The individual learner’s needs are considered in the assessment process.

Where appropriate, reasonable adjustments are applied by the RTO (Skills
Australia Institute) to take into account the individual learner’s needs.

The RTO (Skills Australia Institute) informs the learner about the assessment
process, and provides the learner with the opportunity to challenge the result of
the assessment and be reassessed if necessary.

Flexibility Assessment is flexible to the individual learner by:
e Reflecting the learner’s needs;
e Assessing competencies held by the learner no matter how or where they
have been acquired; and
e Drawing from a range of assessment methods and using those that are
appropriate to the context, the unit of competency and associated
assessment requirements, and the individual.

Validity Any assessment decision of the RTO (Skills Australia Institute) is justified, based on
the evidence of performance of the individual learner.

Validity requires:

* assessment against the unit(s) of competency and the associated assessment
requirements covers the broad range of skills and knowledge that are essential to
competent performance;

*assessment of knowledge and skills is integrated with their practical application;
assessment to be based on evidence that demonstrates that a learner could
demonstrate these skills and knowledge in other similar situations; and

*judgement of competence is based on evidence of learner performance that is
aligned to the unit/s of competency and associated assessment requirements.

Reliability Evidence presented for assessment is consistently interpreted and assessment
results are comparable irrespective of the assessor conducting the assessment.

Rules of Evidence

Whilst each of the rules are important factors in their own right, assessment activities should reflect all
rules and not elevate the importance of one at the expense of others.

Validity The Assessor is assured that the learner has the skills, knowledge and
attributes as described in the module or unit of competency and associated
assessment requirements

Sufficiency The Assessor is assured that the quality, quantity and relevance of the
assessment evidence enables a judgement to be made of a learner’s
competency.

Authenticity The Assessor is assured that the evidence presented for assessment is the
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learner’s own work.

Currency

The assessor is assured that the assessment evidence demonstrates current
competency. This requires the assessment evidence to be from the present or
the very recent past.

As takes for the User’s Guide to the Standards for RTOs 2015

Assessments Methods

Assessment Methods at Skills Australia Institute include (as taken from Designing Assessment Tools
Quality Outcomes in VET, a DTWD Publication):

Method

Examples of Methods

Observation
(Observation)

Real work/real-time activities at the workplace (including those in
the workplace/simulated workplace)

Structured Assessment Activities
(Structured Assessment)

Simulation exercises/role-plays
Projects, Presentations, Activity sheets

Questioning

Written questions, Interviews, Self-evaluation, Verbal

AUSTRALIA
INSTITUTE

for

guestioning, Questionnaires, Oral or Written examinations (may

(Questioning) be applicable at higher AQF levels)

Portfolios, Collections of work samples, Products with supporting
documentation, Historical evidence, Journals/logbooks
Information about life experience

Evidence compiled by the Student
(Student Evidence)

Review of Products
(Product Review)

Products as a result of a project
Work samples/products

Testimonials/reports from employers/supervisors
Evidence of training, Authenticated prior achievements
Interviews with employers, supervisors or peers

Third-Party Feedback
(Third party)

The outcome of each assessment is either S = Satisfactory or NS = Not Satisfactory. In order to be deemed
competent in a unit of competency, you must complete every assessment satisfactorily. If you do NOT
submit assessments, the result will show as DID NOT SUBMIT, which is the same as a Not Satisfactory
result.

If your performance in any one assessment is NOT Satisfactory (NS) you cannot be deemed competent for
that unit of competency. To be awarded with a Qualification (Certificate or Diploma) you must have
achieved competency in all units of competence of the course (which may include core and elective units).

If you are unable to achieve competency in all units of the course, a Statement of Attainment (not a
qualification), listing the units for which you achieved competency will be issued.

Assessment Submission Guidelines

This Assessment Agreement outlines the rules that govern all assessments at Skills Australia Institute.
Within each assessment document, an ‘Assessment Cover Sheet’ must be signed to state you agree with
the contents of this document. No assessments will be accepted for marking without a completed and
signed Assessment Cover Sheet, this is included in each assessment you will complete at Skills Australia
Institute.

Assessment Policy

It is your responsibility to keep a second copy of your assessments. Skills Australia Institute does not take
responsibility for lost or stolen assessments. Skills Australia Institute reserves the right to request a copy of
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your original assessment at any time after you have submitted your assessment. This includes WBT (Work
Based Training) or Professional Year Program (PYP) Internship documentation submitted.

Late submission of Assessments

This Unit Outline prescribes when each assessment is due for each Unit of Competence. If you submit your
assessments later than the due date (set by your trainer and highlighted on your Assessment Cover Sheet)
you will be required to pay the late assessment fee at the Front Office. You will receive a receipt which you
must attach to the assessment before it will be marked. Please be aware that following payment and
submission of late assessments, student’s work will be marked within 4 weeks. Fee as follows:

e $25 per assessment

Re-Assessment Fee
If your first submission was marked Not Satisfactory, then a re-assessment fee applies. A student whose
participation in class is 80% or higher will not be required to pay a re-assessment fee, it will apply to all
students below this point as follows:

e S50 per assessment (theory)

e 5120 per assessment (practical)

Re-Enrolment Fee

For each student to prove competency, this requires demonstration of current performance; therefore
assessments must be submitted within five (5) weeks of the unit being completed. If you have not
submitted your assessments (first submission) you will be deemed Not Yet Competent (NYC) for that unit
and will be required to re-enrol in the unit. The fee for this is as follows:

e 5150 per unit, per week

Submitting your assessment
All submitted assessments file names must include the following details (If electronically submitted):

FILE NAME:
Student ID_Unit of Competence_Assessment Number_Trainer_Date submitted
Example:
$9990634_BSBDIV501A_A1_Afrael_DDMMYYYY

Assessment Readiness

Students participating in more than 60% of scheduled classes will be deemed assessment ready, unless
instructed otherwise by the student. All other students are required to complete a verbal or written test to
prove they are ready for the assessment. Trainers cannot accept completed assessments from students
who are not assessment ready.

Assessment Retention Requirements

Skills Australia Institute is required to securely retain all completed student assessment items for each
student, for a period of six months from the date on which the judgement of competence for the student
was made.

Written Assessments Guide

All written assessments must be submitted in the following format:
e Text - Font Type- Arial or Times New Roman, Font Size: 12, Spacing: 1.5
Titles - Font Type- Arial or Times New Roman, Font Size: 12
Header - Font Type: Arial, Font Size: 9,
e Header Content: Skills Australia Institute and Unit Title
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e Footer: Font: Arial, Font Size: 9
e Footer Content: First Name/ Family Name / Student ID / Date: dd/mm/yy
e Margins (As follows)

LEFT: 4cm TOP : 4cm BOTTOM: 4cm RIGHT: 4cm ‘

To ensure that our students are ready for industry, Skills Australia Institute focuses on ensuring student
assessments reflect the industry requirement. Work ready documentation in terms of format, presentation
and consistency is a key part of our assessment process. All students are expected to adhere to the
required standard depending on the course level/type they are enrolled in.

References
References must include the following information:

e From a book: Book title, author, year published and Page No.

e From a newspaper: Newspaper Name, Issue No. Date and Page No.

e From the internet: Website address, Author (if available), Date downloaded
Results

Your Assessment Results (Assessment Outcomes) and Unit/Module Results (Training Outcomes) will be
made available via the Student Portal. The following are the guide times for these results:

Certificate Ill - IV level courses Three (3) weeks, after unit end date or assessment due date,
whichever is the later.

Diploma, Advanced Diploma Four (4) weeks, after unit end date or assessment due date,
whichever is the later.

For units/Modules that include Work Based Training, the assessment due date is the last day of your work-
based training placement. As such, results will be made available following the guide time outlined in the
table.

Your results will be provided to you either in person or via your Skills Australia Institute email address and
will include specific feedback, including details on any gaps identified. Where required, this communication
will also include re-submission details. Where Assessments are submitted late (after the due date), please
allow four (4) weeks from receipt for these assessment results to be made available. It is your responsibility
to check your results on a regular basis. You may logon to the Student Portal (access via Skills Australia
Institute website) to check your results.

Where we are unable to meet these guide times, for any reason, we will send you an email to inform
you of the delay. If you have any specific questions or concerns, please contact our Student Services Team
or the Course Coordinator.

Assessment decisions can be appealed. Please refer to the information on complaints and appeals,
available on our website.

Re-Assessments
Students MUST be re-evaluated in the components where their performance was considered Not
Satisfactory.

Students with attendance (participation) that is more than 80% for the study term (10 weeks) can get a
chance for Re-Assessment free of charge.
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Students who did not attend (participate) 80% or more of the study term in which their performance was

DEPARTMENT DAY CAMPUS TIME

considered not satisfactory must pay to be re-assessed*.

*Re-Assessments must be decided upon with the Teacher and must be booked and paid for in advance. Re-
Assessment charges are not payable under sympathetic and compelling circumstances (see information
under ‘Compassionate and Compelling Circumstances’). If the student fails to show up for a booked and
paid re-assessment, he or she will be allowed to book another Re-Assessment date, but, must pay the Re-
Assessment fee again.

If the students’ attendance (participation) in a term (10 weeks) is lower than 80%, then the Skills Australia
Institute will allow for Re-Assessment twice. If the student fails to achieve competency in both the Re-
Assessment attempts, the student will be required to re-enroll in the unit of competency at his or her own
cost (see fee schedule).

If the unit of competency a student required to re-sit is not delivered within the eCOE validity period, then
the student will receive a Statement of Attainment only, instead of a Qualification, at the end of the course.
The Skills Australia Institute can extend the eCOE only for compelling and sympathetic reasons.

Assessments and Re-Assessments MUST be concluded within 5 weeks of the unit being completed or the
Assessment due date, whichever is the later. After 5 weeks, any students with unresolved or unsatisfactory
Assessments will be considered Not Yet Competent (NYC). To achieve the competency, students will be
required to re-enroll in the unit/s of competency (if delivered during the eCOE duration).

Note*:
1. Counselling for all matters related to the students’ welfare and academic progress is always free!

2. No Re-Assessment fees apply if a student has attended class regularly (i.e. no less than 80%), and
where the trainer is pleased that you show sincere efforts to accomplish an acceptable assessment
outcome.

3. No re-assessment fees apply where students present a medical certificate for the day of the
Assessment.

4. Students can appeal any Assessment outcome (appeals are always free) or lodge a complaint if he
or she feels that the Assessment was not fair.

Learning/Assessment Support Sessions

Skills Australia Institute is dedicated to offering a harmonious atmosphere to ALL our students. We believe
that we need to concentrate on our students who regularly attend and contribute to the class.

Our policy is that WE are committed to helping our students if they are committed to their studies!

Skills Australia Institute provides learning support sessions as follows.
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Early c.hlldhOOd Wednesday Perth 8:00am to 12:00pm
Education

Students who are late to class, or require extra help from the trainer during class time due to non-
attendance (non-participation), are considered troublesome by other students. Therefore, students whose
contribution is lower than 80% will not be able to access one-to-one tuition from their trainers during class
time or after class time. Rather, they will need to review any missed course material on their own time.
However, if extra support is needed, then the Skills Australia Institute offers Learning Support Sessions
from Monday to Friday, between 5 pm to 9 pm.

These sessions can be organized through your Student Support Officer and will attract the following fee:
e 1 student per trainer, AUD 60 per hour;
e 2 students per trainer, AUD 45 per hour;
e 3 students per trainer, AUD 30 per hour;
e 4 or more students per trainer, AUD 25 per hour.

If students would like to study in a group of 2-6 people, it is the students’ responsibility to

form these groups. The Groups MUST study the same course material. Learning Support Sessions must be
paid for before the sessions begin. These sessions are not available to students who have OVERDUE course
fees.

Student Support Services

Student Support Services can assist with all matters related to academic and welfare problems. Students
may also request for extra support from your trainer throughout the course studies. The Student Support
Staff will advise students in all aspects of student life.

The Student Support Staff is available to discuss and support students with issues including, but not limited
to:

e Support in finding lodging;

e Educational pathways and likely RPL prospects;

e Facility for special learning needs;

e Facility for special cultural and religious needs;

e Facility for special dietary needs;

e Offer help in creating a resume, brushing up on interview skills and finding work.

The Skills Australia Institute also offers a confidential therapy service for FREE. Students’ are welcome to
use this facility for support with issues related to academic, professional, or personal issues. Students can
contact the Student Support Staff for more information.
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Tuition Fees

Tuition fees must be paid in advance and before the beginning of a semester. Tuition fees do not cover
charges for housing, living expenses, textbooks, uniforms, stationery, equipment, and external
examinations. If fees are not paid by the due date, an administration fee of AUD 250 will be charged.

If the student fails to pay their fees before the beginning of the course, term, or semester (whichever is
applicable), he or she will be issued a NOTIFICATION OF OUR INTENTION TO CANCEL your enrolment via
email to your Skills Australia Institute email account and a COPY mailed to your last known postal address.

Students will have 20 working days to pay any outstanding fees in full, or to appeal our decision to cancel
the enrolment. If the Skills Australia Institute has not received the student’s payment within 20 working
days after the receipt of the Notification of our intention to cancel, the enrolment will be cancelled. For
more details, see Cancellation policy — initiated by the Skills Australia Institute.

If the student finds it difficult to pay the fees in time, then he or she must speak to the Student Support
Officer at the Skills Australia Institute BEFORE THE FEE BECOMES OVERDUE. The Skills Australia Institute
retains the right to refuse access to training and Assessments if the fees have not been paid or and where
no payment plan has been signed. Failing to pay course fees on time may result in cancellation of the
students’ enrolment.

Payment Methods
Tuition fees must be paid in advance.

By Bank Cheque or Bank Draft: Make cheque payable to Skills Australia Institute

By Electronic Funds Transfer (EFT) to:

Bank: Commonwealth Bank of Australia

Address: 413 Albany Highway, Victoria Park,
Western Australia, Australia

Account Name: Excellent Accounts Pty Ltd

BSB: 066128

Account Number: 10626125

SWIFT Code: CTBAAU2S

Students are requested to quote their Student Number when transferring funds by EFT.
By Credit Card

Payable at Skills Australia Institute only.

A credit card surcharge of 1% is added to the total amount payable.

By EFTPOS and Debit Card

Only payable at Skills Australia Institute.

Additional Fees and Charges

The following list shows additional fees and charges you may incur at Skills Australia Institute:

Administration:
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Cancellation fee

See Refund and Cancellation
fee policy

Lost or Stolen ID Card AUD 15
(without police report)
Reprint of any testaments AUD 50

Lost course material

At cost price

Printed booklets AUD 15

Photocopies black and white

AUD 0.20 per A4 page /
single sided

AUD 0.30 per A4 page /
double sided

Photocopies color

AUD 2 per A4 page/single
sided

Paper (per 500 pages)

AUD 5 Or 10c per page

Academic:

Re-Assessments

Theory re-assessments

AUD 50 per assessment

Re-Assessments

Practical re-assessments

AUD 120 - 300 depending
on cost to Skills Australia
Institute

Re-enrolments

Per unit, for units of one week or less

Per week, for units of more than one
week

AUD 150

AUD 150

Assessments submitted after the
due date
(Late Assessments)

AUD 25 per assessment

*Fees may be subject to change at any time.

Recognition (Exemptions)

Recognition of Prior Learning (RPL)

This process encourages students to apply for recognition of their previous study, work, life, and
educational experiences that match the units of competency, qualification, or part qualification of modules
within the training and assessment program.

If a student applies for recognition of existing skills and knowledge, then he or she will need to generate
evidence to support the claim to be evaluated.
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Examples of proof may include: a preliminary discussion/interview, documentation such as diplomas issued
by other training organizations, support letters from employers, job description, resume, or summaries of
previous training and deve

lopment.

To apply for RPL, students can contact the Skills Australia Institute to discuss the skills recognition and
Assessment possibilities. The student will receive a copy of the Recognition Information Kit and he or she
will have to fill the form in the Recognition Application Kit. On receipt of the completed form, an
appointment will be made for further discussion of the RPL application.

Note*: Recognition of Prior Learning may decrease the overall study time and affect the student visa.

Skills Australia Institute accepts the credentials issued by other training organizations operating under the
Standards for Registered Training Organizations 2015; see Credit Transfer.

Credit Transfer

Credit transfer is where the student has finished units of competence from a current or previous training
package that are comparable (through a mapping process) to those the student will be or is currently
enrolled in. The credentials could be issued by another Registered Training Organization (RTO), and if the
student is granted Credit Transfer, then he or she does not need to complete that unit of study again.

To apply for Credit Transfer, students must complete the Credit Transfer form (available at Student
Administration) and attach copies of the evidence (e.g. Statement of Attainment or Certificate) to show
that he or she has completed the unit. Where possible, this Assessment should occur before the students
begin the new course.

The Skills Australia Institute’s Credit Transfer Policy identifies that learning takes place not only through
official studies at recognized training organizations, but also through activities such as employer-based
training and development and relevant life experience.

This policy supports granting unit credit to students with recognized Australian Qualification Framework
(AQF) qualifications and Statements of Accomplishment issued by any other registered education provider,
as required under Standard 3, clause 3.5, of the Standards for Registered Training Organizations (RTOs)
2015 “Recognition of Qualifications Issued by other RTO’s”.

Applications for RPL/Credit Transfer which need no additional information will be evaluated, and students
will be informed of the outcome of the Assessment in writing within 10 working days of the receipt of the
application with all necessary supporting documentation. The student will be notified in writing if any
additional information is needed in support of the Credit transfer application.

It is a condition of the student visa that a student is enrolled in full-time study. Full-time study is defined as
minimum 20 hours per week for 36 weeks of the year or pro-rata, according to the requirements of the
ESOS Act. If RPL or Credit Transfer is granted, the student may have to enroll in an alternate approved
course to make up for the full-time study load. Skills Australia Institute must report any change of course
duration to DHA/DET via PRISMS.

Note*: If course credit is granted by the Skills Australia Institute before the Student Visa is granted, then it
will be specified on your eCOE; i.e. the Confirmation of Enrolment with Skills Australia Institute. If the
course credit is granted by Skills Australia Institute after the Student Visa is approved, the student will
receive a report indicating a reduction of your course duration, if any. Skills Australia Institute will adjust
the course duration on PRISMS, which may affect the visa.

Skills Australia Institute provides a record of the RPL or Credit Transfer to the student within 15 business
days, and, in extraordinary cases, as soon as possible. The student must acknowledge his or her acceptance
of the credit transfer in writing before the credit transfer can take effect. A record of the student’s
acceptance will be kept in his or her personal file at the Skills Australia Institute.
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Deferring, Suspending or Termination of Student Enrolment

Student deferrals, suspensions, and terminations can be applied for in writing only, using the Course
Variation Application form which is available from www.skillsaustralia.edu.au and at the reception desk.

Definitions:
o Deferring — postponing the beginning of the course before course commencement.
e Suspending — temporary postponement of student’s enrolment during the course.
e Termination — canceling the student enrolment from the course.

It is imperative to know that deferments, suspensions, and terminations may affect the student visa status
and attract termination fees, or, where applicable, may affect the student refund. Please read the refund
policy carefully to make an informed decision.

A deferral, suspension, or termination of the student enrolment can be initiated by a student or the Skills
Australia Institute. All applications for deferment, suspensions, and terminations MUST be lodged 14 days
or more in advance. The application will be considered within 10 business days of its receipt by the Skills
Australia Institute.

*The Standard 9 of the National Code of Practice for Registration Authorities & Providers of Education &
Training to Overseas Students 2017 states:

“Registered providers can only allow students to defer or temporarily postpone their studies, including
granting a leave of absence, during the course through an official agreement under certain restricted
conditions.”

The Right of Appeal

You have the right to appeal a decision by the Skills Australia Institute not to defer, suspend, or cancel
their studies. Skills Australia Institute will maintain the student’s enrolment until the internal and external
complaints and appeals process is completed.

Deferral of enrolment - Student Initiated

A student can request for a deferment of his / her course commencement by using the Course Variation
Application form as follows:

Fill a Course Variation Application Form and submit it to the Student Support Staff, who will:

1. Deliberate on the application for deferment with the Skills Australia Institute Management;

2. Discuss the variations to the training plan with the student;

3. Confirm the conclusion of the meeting in writing, and, if approved, provide the student with a copy of
the new training plan;

4. Inform the student whether his or her application for deferment affects the student visa;
5. Update the student file accordingly; and

6. Send the student a letter outlining the deferment details; and

7. Notify the Secretary of DET via PRISMS that the student’s enrolment has been deferred.

Note*: A student may forfeit the current and subsequent semester refund if he or she requests for
deferment.
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Suspension of enrolment - Student Initiated

The Skills Australia Institute Management must approve the student’s application for suspension in writing
before he or she can leave. The student must lodge a request for suspension using form 196, at least 10
business days before the requested suspension date (unless in an emergency — see ‘compassionate or
compelling reasons’). The maximum accepted duration for suspensions is 2 study terms (20 weeks).

Fill up a Course Variation Application Form (form 196) and submit it to the Student Support Manager, who
will:

1. Deliberate on the student application for suspension with the Skills Australia Institute Management;
2. Discuss the changes to the training plan with the student;

3. Confirm the conclusion of the meeting in writing, and, if approved, provide the student with a copy of
the new training plan;

4. Inform the student whether his or her application for suspension affects the student visa;
5. Update the student file accordingly; and

6. Send the student a letter outlining the suspension details; and

7. Notify the Secretary of DET via PRISMS that the student’s enrolment has been suspended.

Note*: A student may forfeit the current and subsequent semester refund if he or she requests for
suspension.

Deferment of enrolment - Skills Australia Institute initiated

The Skills Australia Institute may defer a student’s enrolment for a course, if the course is not held on
commencement date as specified in the Student Agreement.

The student will be informed about the changes to the course details and receive an option to either agree
to the changes or to receive a refund, where applicable, as specified in the refund and cancellation policy
outlined in this student handbook and available on our website www.skillsaustralia.edu.au.

Suspension of enrolment - Skills Australia Institute initiated

The Skills Australia Institute may suspend a student’s enrolment for a course, if a course is discontinued at
any time after it starts but before it is completed.

The student will be informed about the variations in the course details and receive a refund, where
applicable, as specified in the refund and cancellation policy outlined in this student handbook and
available on our website www.skillsaustralia.edu.au.

Termination of enrolment - Skills Australia Institute initiated

The Skills Australia Institute may choose to defer, briefly suspend, or cancel a student’s enrolment in the
following situations:

e Breach of the Skills Australia Institute Code of Conduct;

e Non-payment of student fees;

e Attack on another student or staff member;

e Student has committed a crime;
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e Has not attended class nor contacted the Skills Australia Institute for a period of 10 business days or
longer.

If Skills Australia Institute decides to defer, briefly suspend, or cancel a student’s enrolment, then the Skills
Australia Institute will let the student know about its decision in writing. The Skills Australia Institute would
like to mention that the change in enrolment status may affect the student visa. The student has 20
business days to use the Skills Australia Institute’s grievances and appeals process, as outlined in this
Student Handbook. A copy of all communication will be kept in the student’s file.

If the student decides not to access the grievances and appeals process, then the Skills Australia Institute
will notify the Department of Education and Training (DET) and the Department of Home Affairs (DHA) that
the student’s enrolment has been deferred, temporarily suspended, or terminated. If the student uses the
grievances and appeals process, the suspension or cancellation will not take effect till the process is
finished.

Transfer to another College

If a student wishes to be released from his or her studies at the Skills Australia Institute to transfer to
another registered training provider within 6 months of commencing the first course of study, the student
must inform the Student Support Manager of his or her intention to transfer at least 14 days before the
transfer and submit a letter of offer from the other training provider.

The Student Support Officer and the CEO will meet to evaluate the student’s request for transfer from the
Skills Australia Institute to another registered provider where the first six months of the main study course
are not yet over.

If the student’s request for transfer is approved:

e The Student Support Manager will issue a letter of release at no charge, but will be subject to the
restrictions of the refund policy; and

e Inform the student that it is his or her responsibility to contact the DHA to determine if a new
student visa is required.

If the request for transfer is not approved, the Student Support Manager will:

e Issue a written response including the reasons for the refusal; and

e Inform the student of his or her right to appeal the decision; and

e Place a copy of all relevant documents into the student’s file.

Transferring from another College

The Skills Australia Institute will not enrol students transferring from another college before the student
has completed six months of the principal course of study.

Students wishing to transfer from another college before the completion of the first six months of their
principal course must present the Skills Australia Institute with a LETTER OF RELEASE from their training
provider.

Exceptions to this rule are:

e The student’s original registered training provider is no longer registered, or the course in which
the student had enrolled in is no longer registered,;
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e The student’s original registered training provider has sanctions forced on its registration by the
Australian Government or State or Territory Government that stops the student from continuing
the original study course;

e A Government Sponsor or the student believes the change will be in his or her best interest and
provides evidence to back the change of college.

Grievance and Appeal Process

The Skills Australia Institute provides a grievances and appeals process that is clear, fair, and impartial and
refers the student to an independent external body if necessary.

As per the requirements of National Code and ESOS Act, the Skills Australia Institute grievance and appeal
processes are:

e Available to all students;

e Confidential;

e FREE of cost;

e Responded to within 10 business days of receiving an appeal or grievance.

The procedures set out hereinafter do not substitute or change processes or any other duties, which may
arise under other policies or under the statute or any other law. Nothing in these processes restricts the
rights of individuals to act under Australia's Consumer Protection laws. Also, these procedures do not
demarcate an individual's rights to pursue other legal remedies.

Definitions

Filing a complaint is a process of informing your dissatisfaction with the Skills Australia Institute’s services,
team members, facilities, or any other area you are displeased with.

A grievance can be lodged either unofficially or officially. Any appeals related to an assessment outcome
must be lodged within 14 days of the date the original assessment outcome was given to the student.
Appeals related to other issues must be lodged as soon as practical.

1. The student can lodge an informal complaint and appeal orally, face-to-face, over the telephone or
through a third party (friend, family member etc.) to any staff member at Skills Australia Institute.

2. The staff members will attempt to resolve the student’s grievance and appeal immediately, if the
matter lies within the range of duties and authority they have. In all other cases, the staff member
receiving the student’s complaint & appeal will refer the student to the Student Support Office.

1. An official complaint and appeal can be lodged with any staff member, in writing, over the
telephone, via email, or other methods of communication.

2. The staff member the student approaches will ask the student if he or she wishes to lodge an official
complaint and issue a Complaint & Appeal Form (Form 6), or refer the student to the Student
Support Officer, whichever the student prefers.

3. The Student Support Officer will inform the student about the Skills Australia Institute’s complaint
and appeal process, including:
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e Assuring the student of his or her right to file a complaint without fear of being deprived or

disciplined in any way;

e Assuring the student of maintaining confidentiality in the matter and inform students of
their right to view their submissions, reports, and outcomes of a formal complaint at the
student Support office during Skills Australia Institute’s normal business hours;

. Checking to see if the student needs a translator;
. Allowing the student to present his or her case FREE of cost;
. Informing the student about his or her right to access the:

Overseas Students Ombudsman
http://www.o0so.gov.au/

ombudsman@ombudsman.gov.au

Telephone: 1300 362 072

Enquiries 9.00 am - 5.00 pm Monday to Friday
Information booklets from the Ombudsman are available at the Reception Desk.

e Notifying the student about his or her right to be escorted and helped by a support person
of his or her choice at any relevant meetings;

e Notifying the student that the Skills Australia Institute will begin the complaints and

appeals process within 10 business days of receiving the complaint;

e Informing the student that the Skills Australia Institute will try and resolve their complaint
and appeal and send a written statement of the result within 14 business days of receiving

the complaint;

e Appraising the student of his or her right to file a complaint and appeal for external review
if the student is not satisfied with the outcome;

e Informing the student that the Skills Australia Institute will maintain his or her enrolment
through the complaints and appeals process, including the external review process with the

Overseas Students Ombudsman;

e Informing the student about the entire process after his or her complaint and appeal has

been received.

4. The Student Support Officer, or, in the absence of the Student Support officer, the CEO, will hear the
student’s complaint and make a note of it in the Complaint and Appeal form and in the Student

Database (eBecas).

5. The Student Support Officer inspects and communicates with the relevant staff members (also the
Chief Executive Officer, if staff conduct is involved) to gather information about the student’s
complaint. The Student Support Officer will prepare a case file to present to the Skills Australia

Institute Management.

6. Skills Australia Institute Management will decide about the student’s complaint.

7. Once a resolution is reached, the Student Support Officer will prepare a draft letter and then submit

it to the Chief Executive Officer for approval;
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8. Once approved, the student will be given a copy of the resolution, where the student is invited to
acknowledge his or her satisfaction with the outcome or otherwise. The student is invited to make
his or her intention to access the Skills Australia Institute’s external appeal process.
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9. If the student is satisfied with the outcome, the relevant files will be updated and the case will be
closed.

10. If the student is not satisfied with the outcome, then he or she has the right to access the Skills
Australia Institute’s external review process with Overseas Students Ombudsman.

An appeal is a process of informing the Skills Australia Institute about your dissatisfaction with a decision
made by the Skills Australia Institute. The decision may be about an assessment outcome, a complaint
outcome, a decision not to defer the student’s course, or any other decision made by the College.

Appeals related to an assessment outcome must be filed within 14 days from the date the original
assessment outcome is given to the student. Appeals related to other matters must be lodged as soon as
practical.

To appeal an assessment outcome, the student must first discuss his or her assessment outcome with the
trainer. If the student is unable to resolve the matter or chooses not to discuss the matter with the trainer,
he or she can lodge an appeal in writing using the Grievances and Appeals form.

1. An appeal can be filed verbally with the Student Support Officer or in writing using the Grievances and
Appeals form. The Student Support Officer can help the student in completing the form.

2. The Student Support Officer will invite the student to a meeting to inform him or her about the Skills
Australia Institute’s appeal process, including:

e Assuring the student of his or her right to file a complaint without fear of being deprived or
disciplined in any way;

e Assuring the student of maintaining confidentiality;
e Checking to see if the student needs a translator;
e Allowing the student to present his or her case FREE of cost;

e Informing the student about his or her right to be escorted and helped by a support person of the
student’s choice at any relevant meetings;

e Informing the student that the Skills Australia Institute will begin the appeal process within 10
business days of the date on which the appeal was filed;

o Informing the student that the Skills Australia Institute will attempt to respond to his or her appeal
within 15 business days from the date the appeal was filed;

e Informing the student about his or her right to lodge an appeal or complaint with the:

Overseas Students Ombudsman
http://www.o0so.gov.au/

ombudsman@ombudsman.gov.au

Telephone: 1300 362 072

Enquiries 9.00am - 5.00pm Monday to Friday

Information booklets from the Ombudsman are available at the Reception Desk

Document Name: SAl International Student Handbook 2018 v1.5 RTO Code: 52010 CRICOS Code: 03548F

Version: 1.5 \ Approved on: 09 Nov 2018 Review Date: 14 Nov 2019 Page 44 of 60



http://www.oso.gov.au/
mailto:ombudsman@ombudsman.gov.au

INSTITUTE

e Informing the student that the Skills Australia Institute will maintain the enrolment throughout the
appeal process, including the complaints process with the Ombudsman
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e Informing the student about the process mentioned below after a complaint has been received:

e The Student Support Officer, or, in the absence of the Student Support Officer, a Director
will accept the student’s appeal form and make a note of the complaint in the Student
Database;

e The Student Support Officer will investigate and communicate with the relevant staff
members (and the CEO if staff conduct is involved) to gather information about the
student’s appeal;

e The Student Support Officer will prepare a case file to present to the Senior Management;
e The Senior Management will determine the outcome of a student’s complaint;

e The student support officer will draft a letter with the resolution and submit it to the Chief
Executive Officer for approval;

e Once approved, the student will be given a copy of the resolution, where the student is
invited to acknowledge his or her satisfaction with the outcome or otherwise. The student
is invited to make his or her intention to access the Skills Australia Institute’s external
appeal process;

e If the student is satisfied with the outcome, the relevant files will be updated and the case
will be closed;

e If the student is not satisfied with the outcome, then he or she has the right to access the
Skills Australia Institute’s external review process with Overseas Students Ombudsman.

The procedures set out hereinafter do not substitute or change processes or any other duties, which
may arise under other policies or under the statute or any other law. Nothing in these processes
restricts the rights of individuals to act under Australia's Consumer Protection laws. Also, these
procedures do not demarcate an individual's rights to pursue other legal remedies.

Things a student should know about the external review process with the Overseas Students
Ombudsman:

e In Australia, every student has the right to complaint & appeal.
e The Overseas Students Ombudsman's services are FREE.

e In some cases, the Ombudsman may decide not to investigate the student’s complaint and
appeal. This may happen where another organization can help the student, or he or she has not
spoken to the education provider about the complaint.

e If the Ombudsman decides not to investigate, they will inform the student the reason for
refusal and refer him or her to another organization that can help.

e The Ombudsman is independent and impartial. If they decide to investigate the student’s
complaint and appeal, then they will contact the Skills Australia Institute and ask for details of
the incident.

e They will treat the student’s information with privacy and respect, and collect, store, use and
disclose the student’s personal information in accordance with Australian privacy laws.

If they find that the education provider has made a mistake or acted unfairly, they may ask the Skills
Australia Institute to:
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e Apologise to the student;

e Alter or reassess a decision;

e Modify their policies or procedures;

e Take some other action.
If the internal or any external complaint handling or appeal process results in a decision that
supports the student, Skills Australia Institute must instantly implement any decision and/or

corrective and preventive actions required and advise the students of the outcome. The final verdict
of the external appeals process must be abided by both parties.

How to make a complaint with the Overseas Students Ombudsman:

Email: ombudsman@ombudsman.gov.au

Call: 1300 362 072* within Australia. Outside Australia call +61 2 6276 0111.

Inquiries: 9:00 am to 5:00 pm Monday to Friday, Australian Eastern Standard Time (Australian Eastern
Daylight Time when daylight savings is in effect)

Fax: 02 6276 0123 within Australia. Outside Australia +61 2 6276 0123.

Postal: GPO Box 442 Canberra ACT 2601.

National Relay Service: TTY or modem users phone 133 677 and quote 9220 7555. Voice-only
(speak and listen) users phone 1300 555 727 and quote 9220 7555.

Interpreter Service: Translation and Interpreter Services (TIS) National is available on 131 450.

Translation: This Information Sheet is available in other languages. Go to ‘Publications’ at
http://www.o0so.gov.au/ for details.

Information booklets from the ombudsman are available at the Skills Australia Institute Reception Desk and
in the Student Support Office.

Refund and Cancellation Policy

o All Cancellations and Requests for Refund must be submitted using the Course Variation Form, together
with the Refund Application Form, which is available at the Reception Desk or via the Skills Australia
Institute website: www.skillsaustralia.edu.au

e In case of a cancellation by the student or the Skills Australia Institute, any outstanding fees to Skills
Australia Institute become due within 7 (seven) days.

e The costs incurred by the Skills Australia Institute for unpaid fees may be recovered as a debt by action
in a court of competent jurisdiction.

o The Skills Australia Institute will not release any testaments to students until all outstanding course fees
have been paid.

e All amounts referred to in the Refund and Cancellation Fee Policy are in Australian Dollars (AUD).

e Where a refund is approved by the CEO and is not due to the College defaulting, the Skills Australia
Institute will make a payment of the refund within 28 days of receipt of the application. The refund will
be deposited into the student’s bank account only, as nominated on the Refund Application Form.

e No refunds will be paid to a third party (a person other than the student), unless the student requests in
writing that the refund is to be transferred to another bank account.

Document Name: SAl International Student Handbook 2018 v1.5 RTO Code: 52010 CRICOS Code: 03548F

Version: 1.5 \ Approved on: 09 Nov 2018 Review Date: 14 Nov 2019 Page 46 of 60



mailto:ombudsman@ombudsman.gov.au
http://www.oso.gov.au/
http://www.skillsaustralia.edu.au/

SAl International Student Handbook 2018

SKILLS ©
AUSTRALIA
INSTITUTE

v

e Students will receive a clear Statement of Refunds explaining how the refund was calculated. This
agreement, and the availability of the complaints and appeals processes, does not remove the right of
the student to take further action under Australia’s consumer protection laws.

e The Refund and Cancellation Fee Policy is subject to review from time to time.

Refund Specifications and Cancellation Fees

Reason for
Refund/Cancellation

Notification Period

Refund

Cancellation Penalty

Application for visa is
unsuccessful

Before Semester/Course
Commences

Full refund less
cancellation
administration fee
of $250

$250 cancellation
administration fee

After Semester/Course
Commences

Calculated refund
less cancellation fee

$250 cancellation
administration fee + Pro-rata of
tuition fee used calculated on a
weekly basis

Student Default

Student with a
student visa
withdraws

OR

Student Enrolment is
cancelled for a breach
of College or Student
visa rules

More than 10 weeks
before semester/course
commences

Full refund less
cancellation penalty

10% of a Semester fee

More than 4 weeks and
up to 10 weeks before
semester/course
commences

70% of a semester
fee

30% of a semester fee

4 weeks or less before
semester/course
commences

40% of a semester
fee

60% of a semester fee

After semester/course
commences

No Refund on
current
semester/course fee

For subsequent
semester/courses
refer to Notification
Period

100% of current
semester/course fee

For subsequent
semester/courses refer to
Cancellation Penalty

Note: A student who has paid fees for more than two semesters in advance and withdraws during a
semester and more than four weeks before the commencement of the following semester, would receive
no refund of fees for the current semester, at least 70% of the following semester’s fees and a full refund of
fees paid for any subsequent semester; less cancellation fees.
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Skills Australia Institute delivers courses based on terms.
One Term = 10 weeks study period + 3 weeks holidays = 13 weeks.

Two Terms = One Semester = 20 weeks study period + 6 weeks holidays = 26 weeks.

Student Default occurs when:

e the course begins at the location on the defined starting date, but the student is a no-show on that day
(and has not previously withdrawn); or

e the student decides to leave from the course at the specified place (before or after the defined starting
date); or

e the registered course provider refuses to provide, or continue providing, the course to the student at
the location due to one or more of the ensuing actions:

o the student is unable to make a payment of the liable amount to the provider, whether directly or
indirectly, in order to start the course;

o the student is in breach of student visa conditions;

o the student is in breach of Skills Australia Institute Code of Conduct.

Refunds after Skills Australia Institute Default

In the unlikely event of Skills Australia Institute default, within 14 days of the default, Skills Australia
Institute will:

e offer an alternative place at Skills Australia Institute’s expense, that is accepted by the student in
writing; or

e Refund the unused portion of the prepaid fees to the student.

If Skills Australia Institute is unable to provide a refund or place the student in an alternative course, then
the student shall be referred to the Tuition Protection Service (TPS: www.tps.gov.au), who will place you in
a suitable alternative course or if a suitable course cannot be found, pay a refund as calculated by the TPS
Administrator.

Health & Safety on Campus

The Occupational Safety and Health Act 1984 prescribes the employer’s duty of care to provide a safe and
healthy working environment for all its employees, and the employee’s duty of care to take reasonable care
of the well-being and protection of others in the work place. This includes the provision of:

o A workplace that is safe to work in;

e Adequate staff training to include topics such as safe work procedures, infection control
procedures, and appropriate hygiene;

e Properly maintained amenities and equipment;

e Including the provision of personal protective equipment such as gloves, eye protection, and sharps
containers where required;

e A clean and suitably designed work place with the safe storage of goods such as chemicals.

Document Name: SAl International Student Handbook 2018 v1.5 RTO Code: 52010 CRICOS Code: 03548F

Version: 1.5 \ Approved on: 09 Nov 2018 Review Date: 14 Nov 2019 Page 48 of 60




SAl International Student Handbook 2018 v gsg_'ll'_gALlA
QA INSTITUTE

The following procedures and standards must be observed to achieve a safe working and learning
environment:

e Do not smoke on campus and at work-based training venues;

e Do not consume alcohol on campus and at work-based training venues;

e Do not consume illegal drugs on campus and at work-based training venues;
e Maintain a safe, clean, and well-organized working environment;

e Implement the processes and practices that comply with the State and Local Government Health
regulations;

e Store and dispose of waste according to health regulations;

e Clean walls, ground, and work surfaces must meet health and safety standards without causing
damage;

e Check all gear for upkeep, and sent a request to get the equipment repaired if needed;
e Store equipment safely;

e Detect fire threats and take safety measures to prevent fire;

e Safe lifting and carrying techniques used;

e Always ensure student safety;

e Make sure the process for operator safety is always followed;

e All dangerous conditions are to be documented and reported;

e Have regular fire drills and deliver first aid courses to all staff and students;

e Display first aid and safety procedures for all staff and students to see;

e Report any recognized Occupational Health and Safety hazard to the appropriate staff member as
required.

Overseas Student Health Cover (OSHC)

An Overseas Student Health Cover (OSHC) is a COMPULSORY insurance that provides cover for the costs of
medical and hospital care, which all international students need while in Australia and is mandatory for
international student visa holders. An OSHC also includes the cost of emergency ambulance transport and
several treatment drugs.

A student may be asked for an OSHC payment in the education offer package he or she receives from the
chosen education provider, if they have a preferred provider agreement and don’t need to complete an
official application form. If not, the student may need to fill up an Application for OSHC, which is available
from registered OSHC providers and most educational institutions. The local education advisor can lodge
the OSHC form and payment while processing the student’s enrolment to study in Australia.

Only Australian health funds that have signed an agreement with the Australian Government can provide
an OSHC. Most Australian education institutions have a preferred OSHC provider. Depending on the
institution the student will be attending, he or she will be required to join one of these four registered
health funds. The student can choose to change his or her health fund at any time, but will need to abide by
the conditions of change of the health fund provider you are leaving.
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Students can also get an additional cover in the form of Extra OSHC and students who were unable to
previously access OSHC, can now have access to Optional OSHC. Some students may be exempt from
enrolling in the OSHC such as students from countries where Governments may have Reciprocal Health
Agreements for students in Australia.

Note*: Only some Reciprocal Health Agreements cover students in Australia, while some cover visitors
only. Students should determine if they are eligible before applying for a Visa to travel or study in to
Australia.

Further information on the OSHC can be found at:
http://www.health.gov.au/internet/main/publishing.nsf/Content/Overseas%20Student%20Health%20Cove
r%20FAQ-1

If a student comes to Australia on a Visa other than a student Visa and undertakes a short course of study
of three months’ duration or less, he or she will not be eligible for an OSHC. It would be wiser to buy a
travel or private medical insurance in this case.

The OSHC offers protection to international students for medical expenses, like that given to Australians
through Medicare. Moreover, the OSHC contains access to some private hospitals and day surgeries,
ambulance cover and benefits for pharmaceuticals.

For more please visit: www.medibank.com.au/Client/StaticPages/OSHCHome.aspx

If the student needs to visit a doctor or medical centre, he or she can show the OSHC card at the end of the
visit. The student will be charged the doctor’s fee and the government fee component that may be handled
by the medical centre. If the medical centre is not able to process the government fee, the student can pay
the total amount, keep the receipt, and then claim the government fee back from the OSHC provider.

Please visit: www.medibank.com.au/Client/StaticPages/OSHCHome.aspx

Please visit: www.medibank.com.au/Client/StaticPages/OSHCHome.aspx
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Managing Finances

Initial Expenses

This is an example of some of the expenses a student might come across when he or she first comes to
Australia:

Expense Estimated Cost
Temporary accommodation S 350 - $ 500 /week
Rental bond (four weeks rent @ $150-$200/week) S 600-S 1,000
Advance rent (two weeks @ $150-5200/week) $ 300 - $ 400
Electricity connection Normally free with 2-year agreement*
Telephone connection Normally free with 2-year agreement*
Gas connection Normally free with 2-year agreement*
Internet connection

Normally free with 2-year agreement*

Mobile phone and/or network sim card Normally free with 2-year agreement*

Household items, e.g. furniture, crockery, etc. $100 -S500
Transportation $100 - $150/ month
Textbooks & Educational Expenses S50-5200
Insurance — house, car, health Depends

TOTAL:

$1,500 - $ 3,000
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Ongoing Expenses

Once the student is done fixing the housing, he or she will need to budget for ongoing costs. This is an
example of monthly expenses a student may have if he or she lives in SINGLE accommodation (costs will
reduce if you decide on shared accommodations):

Monthly Expense Estimated Cost
Rent (four weeks rent @ S 150/week) $600
Food (four weeks @ $50-150/week) $250
Electricity S30
Gas $30
Telephone $30
Internet $30
Mobile Phone $30
Transportation $100
Entertainment $100
Educational $100
Insurance — health, house, car S40
TOTAL: S 1340

Setting up a Bank Account

A student can choose to open an account in any Bank, Credit Union or Building Society in Australia.
Students should research thoroughly to get the best deal.

To open a bank account, you will need:

e Your passport (with arrival date stamped by Australian immigration)

e Student ID card

e Money to deposit into the account (this can be as little as $10)

Anyone who wishes to open a bank account in Australia must show several pieces of personal identification
which are allotted a points system. 100 points of identification is essential to establish the student’s
identity as the person who will be named in the account. The passport and proof of your arrival date in
Australia will be acceptable as 100 points, if an account is opened within six weeks of arrival in Australia.
After 6 weeks of arrival in Australia, the student will need to produce additional documentation. As a
student, you will be able to open an account with different benefits for students. Many banks have ‘Student
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Accounts’, which contain no or minimal transaction fees that might normally be attached to regular savings
accounts. The student will also require the student ID card from the education institution to prove he or
she is a student and should have access to the benefits offered by a student bank account. For a
comparison of accounts in banks throughout Australia see: http://www.banks.com.au/personal/accounts/

Most people in Australia enjoy the convenience of Internet banking and/or Telephone banking, which
enables them to manage their money, pay bills etc. from home. When a student is setting up an account he
or she can request for these services from the bank.

Bank & ATM Locations

Please visit given below website and find Banks & ATMs nearest to you in Perth and Adelaide:
www.lookatwa.com.au/AboutPerth/banks.html
http://bankchart.com.au/catalogue/branches/9/any

Most bank branches are open from Monday to Friday, 9:00am to 4:00pm (except on public holidays).
Some branches have extended trading hours during the week and may be open Saturdays (check with your
individual bank). ATMs remain open 24 hours a day. However, students should be aware of their personal
safety while accessing cash from an ATM at night in quiet areas where there are not many people around.

ATMs (Automatic Telling Machines)

ATMs can be used to withdraw cash from an account by using the ATM card, which is available with most
bank accounts. A student can also use the ATMs to get an account balance and transfer money into other
accounts. Some ATMs also allow people to deposit cash and cheques into their accounts. Using the ATMs of
your bank will generally cost less money than if you use another bank’s ATMs. Fees for using ATMs can vary
between banks and between accounts.

Using an ATM

You will be given a PIN (Personal Identification Number), which you must enter in the ATM to access your
account. The PIN is important and allows you to access your account, so, make sure you do not tell anyone
your PIN number. A bank or trustworthy business will never ask you for your PIN. If anyone does, be
suspicious, don’t hand it over and report the incident to the bank and the police. Make sure no one is
observing over your shoulder when you enter your PIN.

Follow these general rules for ATM safety at night:
e Have the card ready when you visit the ATM to curtail time spent when you approach the machine;

e Keep a check on your surroundings near the ATM, and if you feel there's anything suspicious, try
using another machine. (report any suspicions to the police);

e Try and use another ATM, if you find anything apprehensive around the ATM you considered first
or use an off-street ATM;

e Remember, you can also use EFTPOS to draw money at several places, like the supermarkets and
service stations;

e Use internet or telephone banking in case you want to check your account balance or transfer
funds between accounts, instead of visiting an ATM.

If your ATM or credit card is lost or stolen (or if your PIN has been revealed to another person), inform your
bank immediately. This will enable your bank to put a stop on your card instantly so that no one else can
use it and get access to your money. Most banks have a 24-hour telephone number to report a loss of card
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— it’s a good idea to keep a record of this number handy at all times, just in case. If you don’t know the
number, ask your bank. (Source: Australian Bankers’ Association Inc.)
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Safety When Carrying Money

The first fundamental rule of safety when carrying money is:
“Don’t carry large amounts of cash!”
“Don't advertise the fact that you are carrying money!”

e Split your money and keep them in different places on your person (front pocket, coat pocket, shoes,
etc.).

e Keep your wallet in one of your front pockets at all times.

e Avoid carrying money in your rucksack or back pocket.

e Sew a small money pocket into the cuff of a trouser, sleeve of a shirt or even a bra.
e Keep your bank debit and credit cards in separate places.

e Do not place money or valuables in lockers.

e Be very careful how you carry your handbag, and never leave it open for someone to slip their hand
inside.

EFTPOS

Short for ‘Electronic Funds Transfer at Point of Sale’, EFTPOS terminals can be found where goods or
services are sold, for example, at supermarkets, service stations, restaurants, doctors’ surgeries, and
gymnasiums. Instead of paying cash, use your ATM card to pay for your purchases through EFTPOS. At
some stores, when you use EFTPOS, you can also withdraw cash from your account at the same time. You
should be aware that there are some retailers who put limits on how much cash can be withdrawn, which
may depend on the amount that is spent at the store.

When paying by EFTPOS, you also use your PIN to access your account. Follow the same rules about PIN
confidentiality and not giving to anyone else. Be careful no one is looking over your shoulder when you
enter your PIN. See: Using an ATM.

Paying Bills

Most bank accounts offer several easy options to pay bills. Transaction accounts with cheque book facilities
allow you to pay bills by cheque, and most transaction accounts and savings accounts allow you to pay bills
electronically, e.g. phone and Internet banking and direct debits.

A note of caution on direct debits — they are a convenient way to pay everyday bills, but always make sure
you’ve got enough money in your account to cover the cost of the debit. If your pay or allowance goes into
your account on a certain date, make sure your direct debit payments are scheduled to come after your pay
goes in, or, you could have an overdrawn account or a dishonoured payment — both can cost you money.
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Working in Australia

Permission to Work

It is important to understand that a student is not allowed to work until he or she has started the course.
Students can work up to 20 hours a week while the course is in session (excluding any work undertaken as a
registered component of your course, such as work based training). Students can work unlimited hours
during scheduled course breaks.

Note*: The work must not be during scheduled classes and scheduled work-based training. The work
should not prevent a student from studying.

If a student has difficulties in finding suitable work, he or she can contact the Student Support Office; they
will be pleased to help the student find suitable employment.

Accessing your visa information

Your visa information is held electronically, and you can access it at any time using the Visa Entitlement
Verification Online (VEVO) system.

Note*: Employers, banks, and government services can also check details about your visa entitlements on
VEVO once they have your consent to do so. For information on how to access VEVO see:
http://www.homeaffairs.gov.au/busi/visas-and-migration/visa-entitlement-verification-online-(vevo)

Students may find it difficult to find work in Australia since they will be joining other Australians in their
search; therefore, they should not depend on the income from employment when planning to pay for living
expenses. There is no guarantee that employment companies will find work for a student. The Student
Support Officer at Skills Australia Institute will also be able to help students find a job. There are many ways
to find a job in Australia:

e Newspapers;
e  Skills Australia Institute Notice Board;
e Online - try these online companies:

o) www.seek.com.au

e} www.careerone.com.au

Earning an Income

Students must get a Tax File Number to be employed in Australia. A tax file number (TFN) is an exclusive
reference number to Australian tax system. When the student starts work, the employer will ask him or her
to complete a tax file number declaration form. If the student does not provide a TFN, his or her
employment will be taxed at the highest personal income tax rate, which will mean less money in your
wages each week.

You can apply for your TFN online at www.ato.gov.au , or phone 132861, 8 am to 6 pm Monday to Friday.
For the ATO translating and interpreter service phone: 131450.
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The Australian Taxation Office (ATO) manages the taxes. The tax a student pays will depend on how much
they earn. If the student pays too much tax, they are entitled to a refund. To get a refund, the student
needs to lodge a tax return. This can be done online using e-tax (free), by mailing a paper tax return, or by
paying a registered tax agent to complete and lodge the return for you. If the tax return is lodged by e-tax,
the refund is normally issued within 14 days.

e Lodge online using e-tax at www.ato.gov.au

e For a registered tax agent visit https://www.tpb.gov.au/finding-and-using-tax-practitioner

e Taxreturns are filed at the end of every Australian tax year l.e. 1% July to 30" June.

If your monthly wage is more than AU$450, the employer must pay an extra sum equivalent to 9% of your
wage into a superannuation account for you. In most cases, one can access their contributions when they
leave Australia permanently, although the contributions will be taxed.

To check your eligibility to claim superannuation and to apply for your payment, Vvisit:
www.ato.gov.au/departaustralia. Students will need to give the details of their superannuation fund.
(Source: Australian Taxation Office)

e Travel in groups or with a companion wherever possible;

e  When walking alone, do not wear headphones. It is good to be able to hear what is happening
around you;

o Keep valuables such as mobile phones, laptops, and iPods out of sight and stay aware of your
surroundings when travelling on public transport;

e Qutside of peak times and at night, travel in the front carriage of the train nearest to the driver.
Where possible, do not travel in empty carriages;

e Check Public Transport timetables in advance. Avoid long waits on platforms and around Public
Transport hubs. If you do have a long wait, stay in well-lit areas or near open shops;

o  Walk in well-lit areas even if it means your trip is longer, Avoid shortcuts through dark isolated
areas;

e If you feel threatened in any way while walking on the street, go to a shop or a house with its lights
on (if at night) and ask for police to be contacted.

Scams

Scams take advantage of people's trust in authorities and fear of doing the wrong thing. Victims can feel an
array of emotions such as; helplessness, humiliation, anger and guilt; but it's important to know you are not
to blame and there is help at hand.

If you think someone is trying to scam you, or you’ve been scammed, the Australian Federal Police advises
to cease all contact with the scammer and contact your local police or consulate immediately.

The Australian Federal Police (AFP) has the following tips on how to protect yourself:

o If you get cold called by someone making threats about arrest or deportation, it is a scam. Do not
send them any money. Instead, hang up the phone immediately and report it to your local police.
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Never give your personal, credit card or online account details over the phone unless you made the
call and the phone number came from a trusted source.

If you think you have provided your bank account details to a scammer, contact your bank or
financial institution immediately.

When dealing with uninvited contacts from people or businesses, whether it's over the phone, by
mail, fax, email, in person or on a social networking site, always consider the possibility that the
approach may be a scam.

You can contact IDCARE (Australia and New Zealand National Identity and Cyber Support Service)
for support if you have concerns about your identity being compromised. Contact them via the
online form or phone: 1300 432 273.

The 'Scamwatch' website has information about scams in multiple languages.

For more information, you can visit:

AFP website www.afp.gov.au
Scam Watch website www.scamwatch.gov.au
IDCARE website www.idcare.org

Or, come and see one of our Student support officers who are here to help you.

Other useful information

For more useful information relating to your stay in Australia, we recommend you visit the following
websites:

http://www.studyinaustralia.gov.au/

http://www.mscwa.com.au/

http://pertheducationcity.com.au/English/
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