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1. Welcometo AVLC
Thank you for choosingVLQo assist you in achieving your learning goals.

The decision to undertake study is an important one. Whether you are seeking to update or upgrade
existingskills, or embarking on a new career, our team of friendly and dedicated staff is available to make
your learning experience unique.

To guide you through your study we have developed this Student Handbook. It sets out a range of
processes and procedures that have been put in place to guarantee consistency and quality. We aim to
provide you with the best facilitiegrainers and supportservices to ensure that 2 d2aNig experience
meets and exceeds your expectations.

To helpus maintain our high standargidease takeime to read this handbookYouwill wish to refer to the
details in this handbook during your trainiagd it s avalable on the AVLC websitgaccessibleisingyour
student logon.

G 22dzNJ AYRdzOG A 2y @& Sueniidiction ReSoRIONE GNRBE B G SA & K R N8B ( d:
induction record to the Student Service office before your course commences.

On behalf of tle AVLC tearmve wish you an enjoyabland rewardingtudyexperience

The Team at AVLC

CEO: Neil Chapple

FinanceManagert Sharon Chapple

Student Services:  Velma Keti
MelindaTornatore

Traines:

SandipChand

MuhammadRashid

Razaul 1zlam

KarenKundicevic

Mark Roper
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2. Registered Training Organisation (RTO)

As a registered training organisatidwstralian Vocational Learning Cen{fe/L¢is bound to comply with
the VET Quality Framework (VQffe National Cod®017, as set out by thd®epartmert of Educationand
other requirements specified by theustralian Quality Skills Authority (ASQA).

A copy of the National Cod®17is located in the administration office and is also available for download
from https://www.legislation.gov.au/Details/F2017L00403

Information on the VET Quality Framework can be founiakiat//www.asga.gov.au/about/australiaset-
sector/vetquality-framework.html

3. Course information

AVLGs registered to offen range ohationally accredited qualification®e provide training and
assessment in the arsaf AccountingBusinessand Management The following courses are available to
international students.

BSB4025 Certificate 1V in Busineq986973B
The purpose of this qualification reflects the role of individuals working as administrators and project
officers.

In this role, individals use weltleveloped skills and a broad knowledge base to apply solutions to a
defined range of unpredictable problems and analyse information from a variety of sources.

They may provide leadership and guidance to others with some limited respondiilite output of
others

BSB5025 Diploma of Businesf87257M
The purpose of this qualification reflexthe role of individuals with various job titles including executive
officers, program consultants and program coordinators.

Individuals in theseoles may possess substantial experience in a range of settings, but seek to further
develop their skills across a wide range of business functions.

Conversely, it may also apply to those with little or no vocational experience, but who possess sound
theoretical business skills and knowledge that they would like to devel@peate further educational and
employment opportunities.

BSB5191B®iploma ofLeadership 8Management(087908¢
This qualification reflects the role of individuals who are engagedaonage the work of others or to add
value to or review management practices. Their role may be in any industry or organisational setting.

Typicallypeople in these roles will have considerable experience in their respective industries or vocational
areasand combine an informed perspective of specific work requirements with their managerial
approaches. The qualification requires a sound theoretical knowledge base and managerial competencies
to plan, carry out and evaluate own work or the work of a team

BSB6025 Advanced Diploma of Busine$887522K
The purpose of this qualification is for people with significant experience in senior administrative roles that
are seeking to develop expertise across a wider range of business functions.

The qualifications suited to individuals who possess significant theoretical business skills and knowledge
and wish to consolidate and build pathways to further educational or employment opportunities
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BSB6101%dvanced Diploma ofeadership &vlanagement(087909B

This carrse is for those who have senior or managerial responsibilities. They desire the knowledge and skills
to provide strategic leadership. Competencies developed include manage organisational change, provide
leadership across the organisation as well as dgvahd implement strategic plans for an organisation

FNS4064 Certificate 1V in Accountingd87910J)

This program is for those students with some prior knowledge or experience within the financial services
industry. Students will learn basic accountindiskind how to use computer based accounting systems.
The program is particularly relevant for employees who perform office tax duties such as completing the
Business Activity Statement (BAS).

FNS5024% Diploma of Accountind087995K

Anunderstandingof &2 dzy G Ay 3 | yR GFEFGAZ2Y LINRPOS&dasSa A& 2yS 2
SyLxXt 28ySyid YIENJSGod LT @e2dzQNB aSS1Ay3 (2 SELIYyR &2
Accounting can solidify and improve your understanding of sound fingm@iatices. Studying the Diploma

offers you a flexible pathway to gaining a nationally recognised detsl accounting degree.

FNS6024% Advanced Diploma of Accountin®87994M

This course is for people who want to work in accounting and are seekifegpianal identification. Core
industry competencies, commercial law, Australian taxation law, basic accounting principles and BAS agent
registration are included in the entry requirement that contribute to, but do not encompass, educational
requirements ér providing tax agent services.

10118 Diploma of Social Media Marketin§95297C)

The Diploma of Social Media Marketinglesignedor thosestudents whowould liketo work as digital
managers and social media marketing managéhss qualification will take the student througe
fundamentals of social media marketing to an expert level, learning how to create compelling marketing
content, develop a social media marketing strategy, create and promote your personal brand ancemanag
and implement email marketing
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4. AV L C bosation
TheAVLQGampusslocated at:

1

Level2, 16;18 Wentworth StreeParramatta NSW 2150

Regular public transport seicesg buses and traing are available at the Parramattaterchangea five-
minute walk fromAVLC

o
5
=

5. Orientation to the Course

Student Servicewill organse your orientation tcAVLCOnN your first day aAVLG/ou will bewelcomed and
we willanswer your questionand give you information about:

= =4 =4 =4 4 -4 -4 -4 -4 -4 -4 -4 -4 -4 -4 -4 A -

Your stay in Australia

Accommodationfinances and further study

Requirements to receive a qualification

Certificates issued on successful completion of the course

How your skills, knowledge and attitudes will be assessed

Recognition of prior learning or recognition of current competency
Howy dz OlFy | LJIJSFE AF @2dz R2yQd I 3INBS 4A0K
How you can complain if you are not satisfied with any part of the course
How you can get extra help with your learning

Course timetable

Attendance and course progress requirements

Course contet

Who your AVLC staff are and their roles

Student portal access on AVLC web site

Fees and paymemtlans

Emergency evacuation procedures

Information on first aid and local medical facilities

Your obligations as a student at AVLC including requiremengfoeving satisfactory course
progress

AVLC Internation&tudent Handbook Versionl15.1: July2017 PageB of 51
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6. Academic calendar and intakes

The academic year f&xVLGs controlled by the course you atendertaking.Our academic year runs fdo
4 S S fadef-facedelivery with12 weeks leaveOur courses run from 52 weeks to 104 weeks in length
depending upon the qualification being undertakebtudentintakesare 4 times a yeaat the start of each
term. Students are only allowed to take breaks during the public holidagsnominatedAVLholidays.

7. Course timetable s

TheDirector of Studiesvill schedule course timetables at the beginning of the year and midyear.
Timetablesare subject to change. Timetables will be posted approximately 2 weeks prior to the
commencement of the next term. Newuslents will receive their timetable at orientation

8. Training Delivery

All qualifications are offered to International Students are conducted in a face to face classroom
environment. The training will consist of a mix of face to face lectures, individdajr@up activities and
discussions.

{GdzRSytGa oAttt o0S FofS (G2 00Saa GKSANI fSIFNyaAy3
computer or tablet at any time from the commencement of a unit study period as defined on the course
timetable and until that unit has been completed.

The eLearning platform will provide a range of additional materials for students such as extra handouts,
copies of recorded lectures by various others who have previous taught the same unit and quizzes to
challenge their knowledgduringthe learning.

Simihrly, students will be able to access both their formative and summative assessment activities online
so they mayrefer to them outside of class time.

At no stage, will an international student be able to undertake their training online via the eLearning
system, it has been developed to allow them to utilise this facilitate in the classroom and to access it in
their own study time. This eLearning system has in place restrictions on wlegstoom based
internationalstudent can do within the system whemiide oftheir timetable hours.

9. Conductof assessment

Assessment is conducted in accordance with the National Assessment Priteighssire that your
assessments are valid, reliable, flexible and #&gsessment is competency based against the stalsdar
outlinedwithin the units of comptencyin the Training Package.

It includes:

1 Assessment to determine your training needs

Assessment during training to judge how you are progregsimmative assessment)
Assessment of performance at end of the unit$rafning (summative assessment)
Recognition of prior learning or cegnition of current competency

Assessmerstare conducted in a&lassroonand involvethe collection of sufficient evidence to
demonstrate you are competent.

= =4 =4 =

This may include:

1 Measurementof products you have made or services you deliver
1 Observation of processes you carry out
1 Measurement of your knowledge and understanding
1 Observation of the attitudes you demonstrate.
Note:

AVLC Internation&tudent Handbook Versionl15.1: July 2017 Paged of 51
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1. Assessmendctivities are customised by the addition of tasks thet authentic to tle workplace or
the industryand unable you to complete these within a simulated workplace through the use of
support workplace relevant documentation and role play with work colleagues and or clients.

2. Thelearning requirements and ass@ssnt tasks are no more difficult than those required during
the performance of the job.

3. Reasonable adjustment to assessment activities may be made when the requirements of the unit of
competency are not affectee.g.oral questions and answers may replace written questions and
answers. These adjustments are made in responseenotified student) ysS S R

Assessment methods may involve you in:

Written Assignments

Practicalctivities

Role Play

Research Projects

WorkbookActivities

Short Answer Tests of knowledgeidence
Case Studies/Scenarios

Presentationsand Repors with Presentations

= =4 =4 8 -8 8 -

At enrolment,you will be given information on the course including the units of competency incorporated

in the course and the assessnt activities to be completedlou are encouraged to check the development

of your skills and knowledge and indicate your readiness for assessment. The outcomes of assessment are C
for Competent or NYC for Not Yet Competent. Those assessed as NYC ahjetent)can request a
re-assessment.

During the cours@&VLGwill maintain your individual assessmewrtords, whictyou canreview.

10. Appealsand re-assessment

{GdzRSyGa Yre FLWSEHE Fy Wb,/ Q FaaSaayvYSy ltheyhehdvd dzy A
it is incorrect and as long as they have met attendance requirements for the unit and submitted the
necessary assessments.

Appeals against an assessment decision/result
Appeals against an assessment may be made under the following criteria.

1. Unit requirements and assessment procedures were not published or clearly communicated to the
student, or were changed without notification at the beginning of or during the unit.

2. The student claims a mistake has been made in calculating the result fonihig\n appeal under
this criterion does NOT usually mean that a completensgk of a student's paper will be required.
It is a detailed check to ensure that no part of a student's performance has been overlooked by the
Director of StudiesStudent SergesOfficer or Tainer

3. The student can verify they had compassionate leave approved which substantially affected their
performance in the unit. As a consequence, the student believes that the result does not fairly
reflect their competence.

When an overseastudent is required to take extra time to complete a course of study they may receive an
extension to theilCoE This applies to all overseas students who are required to repeat units of study in full.

Note that AVLC policy does not allow any more thaa full repeat of a unit.

Appeal process
An appeal against an assessment BEOUR STAGEocedure.

AVLC Internation&tudent Handbook Versionl15.1: July2017 PagelOof 51



AUSTRALIAN < :
VOCATIONAL

LEARNING CENTRE

STAGE 1 tolass resubmission of some or all of the assessments for the unit

If a student believes that the result awarded for a subject and displayeti@ndgtudent progress report

does not fairly reflect their actual competence the student may appeal against their assessment outcome.
The appeal must be made within five working days of the assessment results being made available.

Appeal forms are availédat student administration or can be downloaded from the AVLC website.

Steps

Ii. Ly Wl 33aSaaYSyliaasasysylh yR2MMBQ aK2dzZ R 6S O02YLIX S

2. The completed form outlining the basis for their appeal should be takemitectorof Studiesto
discuss tl reasons for the result.

3. If an agreement wittDirectorof Studiescand6 S NBX I OKSR (KSeé& Yl & OKlFy3aS 3
point the appeal is complete.

4. |If no agreement can bg [eached thq s'Euder]t yvill bp referred back to theknha'eer\{vith the form
ayR I @aA3IYSR WLYUSNBSYuUAZ2Y FT2N¥YQ 2dz0f AyAy3 GKI |
resubmission of unsatisfactory work must now be completed within 10 working days.

5. If thetraineris satisfied with the work the assessment result will be ameratatithe appeal is
complete.

6. If thetraineris not satisfied the original assessment will stand and the student may return to the
Directorof Studiesandmove the appeal to Stage 2.

STAGE 2 Formal-sssessment with an alternative assessor
1. To sit for dormal reassessmenthe student must return with both their appeal form signed by
the clasgrainerto see theDirector d Studies.

2. TheDirector of Studiesvill now complete an intervention strategy and counsel the student on their
performance.

3. The studat will be notified of the date for rassessment and advised that there is a fee of $100.00
for this stage.

4. The student must now present themselves on that date with their signed appeal and intervention
forms to the nominated assessor who will provideaternative assessment and a due date which
will be no more than 10 working days later.

5. If the reassessment is marked as competent the student record will be adjusted at which point the
appeal is complete.

6. If the student does not attend on the 1@&ssessmet date without providing 2K 2 datoBfi€ation
to AVLCor submits work that is still not yet competent the assessor will note this on their forms
and return them to theDirector d Studies

7. The student will now report to th®irector d Studiego havethe appeal moved to Stage 3.

STAGE 3 Rst of unit
1. Within seven days of being notified that their result remains not yet competent the student must
report to the Directorof Studies

2. Depending on the circumstances, the student may be allowed to comaledeit of the entire unit
and may have their Padjusted if additional time is required.

3. TheDirectorof Studieswill assign the student to tainer and nominate a date on which the-sst
will commence and a date by which all assessments must be gedmi

4. A$250fee applies to resits.

5. If the ressit and submission of work is completed within the dates provided and the work assessed
as competent the student record will be adjusted at which point the appeal is complete.

6. If the assessment remains as ryett competent the appeal form will be signed and returned to the
Director d Studiesand student will be subject to a review of their entire term progress.
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STAGE 4 Review of student progress
This review will be undertaken by tidrectorof Studiesand mg result in the student

Beingrequired to repeat the term if they are not competent (NYC) in three or more subjects
Beingreported to DIBRf overall attendane or progress is unsatisfactory

Important notes about the appeals process

1.

No o h~wN

11.

Appeals against results must be lodged with Bieectorof Studiesno later than five working days
after the results have been released.

All appeals must be based on one or more of the criteria listed in the AVLC policies and procedures.
The student therhas 10 working days to complete a Stage-submission

A further 10 working days is allowed to complete the Stage&ssessment

A specific time will be nominated to complete agi¢

Allappealsagainst assessment outcomes must be made on the prestfidoyen

Students will be unable to do 1&ssessments if they have failed three or maretswithin athree-
month period. In this circumstance the student must repeat the term and pay for a falt o all
unit.

Intervention strategies

If a student isat risk of not making satisfactorgourseprogress, the StudererviceOfficer will establish a
support program, which may include one or more of the following:

T

=A =4 =4 -4 -4 A

12.
AVLC

Attending tutorials;

Attending counselling

Receiving assistance with personal issnbich areinfluencing progress

Receiving mentoring

Being placed in a suitable alternative subject within a coursesoiitable alternative course
A combination of the above and a reduction in course load

A record of the intervention measures implemented willlb& LJG Ay (GKS aGdzRSy i Qa
be supplied to the student.

Student attendance
has implemented the DIISRDAIC (DIBP) Course Progress Policy and Procedures, available at

https://internationaleducation.gov.au/Requlatonformation/Edu@tion-Servicedor-OverseasStudents

ESO$% eqislativeFramework/ESOSQuickInformation/Documents/Documents Course Progresmpdfas

such is not required for ESOS purposes to monitor attendance.

AVLC has developed this policy to meet the requirem@fthe National Code 20 Standard

MMZ

GKAOK NBIdANBE GKFdG NBIAZGSNBR LINPGARSNE Y2YA

attendance and are proactive in notifying and counselling students who are at risk of failing to meet
attendancerequirements.

Students at risk of not meeting Standard 11 of the National Cod& 20 satisfactory course attendance
must be identified and counselled as per the documented procedure. AVLC does not however report students
for attendance on PRISMS to DIBP since it has adoptedItBRTEDAIC (DIBP) Course Progress Policy and
Procedurs. For additional information in relation to this refer to the Course Progress Monitoring Policy.

The procedures for Student Attendance are specify below:

1.

Requirements for achieving satisfactory attendance, which at a minimum, requires overseas students
to attend 80% of the scheduled course contact hours
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N

The manner in which attendance and absences are recorded and calculated

The process for assessing satisfactory attendance

The process for determining thBOINTat which the student has failed to meet satisfactory
attendance and

5. The procedures for notifying that the student has failed to meet satisfactory attendance
requirements.

hw

Students who have been absent for five consecutive days and above without appiibb& contacted and
issued with an Attendance Warning Letter. This attendance warning letter will outline the requirements of
Visa condition 8202 which states that satisfactory attendance must be maintained. The letter will also
encourage students to disiss any issues with a Student Services Officer or the Director of Studies. All
communication between the student and AVLC will be recorded on the Student file both electronically and
in hard copy.

Students will be informed of this policy and its consewpes through the following means:

1. Inclusion of information about the policy in enrolment application form and student contract as a
part of the pre enrolment process
Induction during the Orientation program.
Thorough training of all teachers in this polisp it can be reinforced in classes.
Inclusion of the policy and procedures in the Student Handbook and Policy & Procedures Manual.
Inclusion on the AVLC Web site.

arwdn

Attendance Monitoring Procedure

1. Student attendance is:
1 Checked and recorded daily
1 Assesseaveekly by the Director of Studies
1 Aggregate calculations are over eddhweekterm
1 Any period of deferral from class will not be included in student attendance calculations
1 Any other absence from class will be counted in student attendance calculations
1 Calculating the minimum number dfours, the student would have to attend to keep their
attendance at 80% e.g. number of stu@y & &oftactk 2 d2N.
2. I YSRAOIfT OSNIAFAOFIGS A& NBIjdzA NER T 2-htler@dnter YI y i
over the aggregate term.
3. For any absences longer than 5 consecutive days without approval, the student will be contacted via

a Student Services Officer.
4. {GdzRSyGa G NRA] 2F ONBFIOKAYy3a ! +[/ Qa FGGSYRIF Yy
necessay support.

Administration Procedure
1. Attendance records will be updated on a daily basis against &@achlzR &g¢oid in RTOManager

2. Students whose projected attendance has fallen below 90 per cent will receive a First Attendance
Warning Letter either had delivered or sent by post informing them of the requirement to attend
classes. The letter outlines Student Visa Condition 8202. The letter requests the student to contact either
a Student Services Officer or the Director of Studies immediately to axplay extenuating
circumstances and provide any supporting documents for absences.

3. Students whose projected attendance has fallen below 85 per cent will receive a Second Attendance
Warning Letter either delivered by hand or sent by post informing thetth@frequirement to attend
classes. The letter outlines Student Visa Condition 8202. The letter asks the student to contact either a
Student Services Officer or the Director of Studies immediately to explain any extenuating circumstances
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and provide any symrting documents for absences. This letter will also outline the actions AVLC will
take for breaching the attendance conditions of the student Visa if attendance drops below 80%.

4. If attendance further drops below 8@ercent,the student will be issued Rinal Attendance Warning
Letter either delivered by hand or sent by post informing them of the requirement to attend classes. The
letter outlines Student Visa Condition 8202. The letter asks the student to contact either a Student
Services Officer or theif@ctor of Studies immediately to explain any extenuating circumstances and
provide any supporting documents for absences and to discuss an intervention strategy to assist in
returning them to the required attendance levels.

13. Course Progress Monitoring

1 Background
The National Code 20 Standards 9, 10 and 11 relate to course progression/completion, the monitoring of
student progress, and strategies for intervention when student progress is not satisfactory.

This policy is designed to ensure that #alkan Vocational Learning Centre (AVLC) systematically monitor
d0dzRSyGaQ O02YLIX ALFLYyOS 6AGK ailidzRSyld @ral O2yRAGAZ2Y A
proactive in notifying and counseling students who are at risk of failing to meétdttendance and course
progress requirements and reports students, under section 19 of the ESOS Act 2, who have breached the
attendance and course progress requirements.

2. Monitoring Attendance

AVLC has implemented the DIISRDEBIC (DIBP) Courseofress Policy and Procedures, available at
https://i nternationaleducation.gov.au/Requlatetgformation/EducationServicedor-OverseasStudents

ESO4$ egislative-ramework/ESOSQuickIinformation/Documents/Documents _Course Progresanpdfas

such is not required for ESOS purposes to monitor attendaHosever, AVLC does monitor student
attendance in line with course progress monitoring to ensure that students are still meeting their visa
requirements and course requirements via adequate attendance.

Additional information on student attendance can be foundhe student attendance policy.

3. Monitoring Course Progress

Students are expected to maintain satisfactory course progress and complete their course within the
expected duration. Unsatisfactory progress is defined as not successfully completdgmonstrating
competency in at least 50% of the course requirements in that study period.

l+[/ Q& I OFRSYAO @SIFNJ A& aLXAG Aydz Go2 aSySaidSNa
period to be ten weeks in length (one term).
AVLC will bld student orientation sessions at the start of each study period to outline course requirements

for that study period. Students will also be informed of satisfactory course progress requirements in class at
the beginning of each study period.

In implementing the DIISRTEBIBP (DIBP) Course Progress Policy and Procedures AVLC will systematically
monitor course progress by the recording and monitoring assessment the results of all students throughout

the semester by Trainers. Assessments allow trainerS @+ £ dzr S I &0 dzRSydaqQ 02 Yl
competency. If a student does not complete the requitedd 8 S&dayYSyd GKSe& YlIe& 6S |
O2YLISGHISYydQ F2NI I dzyAld 2F O02YLISGiSyoOe FyR 0SS WL N
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Studentswill be assessed against course progress requirements at the end of each study period via student
services. If a student is identified for the first time as not making satisfactory course progress, they will be
RSGUSNY¥AYSR a Wi NRalQ

Where it becomeslalLldr NBy & GKFG F addzZRSyd Aa WHid NARaA]Q 2F y2
reported to the Director of Studies who may recommend that an intervention strategy be introduced. Any
aGdz2RSYy G ARSYGATFASR WI G Ng&sojafapmopriate actos plawBanpeNdischisRed|
and support by staff.

¢CNFAYSNE gAff 0S SyO2dz2N» 3SR (G2 ARSYy(GATFe WG NxalQ
LIN OGAOFo6tSd LT F+ &aiddzRSYy G A ahed ahSnfeivénffoh Stidteg@Willibe NA& & 1
activated within the first four weeks of the following study period.

3.1 Intervention Strategies
¢KS 5ANBOG2NI 2F {(0dzRASa IyYyR {(dzRSYyd {SNBAOSA gAff
making satisfatory course progress in writing and arrange an appointment for an academic counseling
session to be held within two weeks of that determination. During the academic counselasipnthe
Director of Studies or Student Services and the student will determine what additional support will be
provided to the student. This may include;

9 Advising the student on the suitability of the course in which they are enrolled,

Assessing thindividual learning contract to address any specific needs,

Provision of additional classes or lessons,

Allowing the student to redo an assessment tasks,

Reassessment of the task by another qualified assessor,

Negotiating extended deadlines for assessntasks,

Arranging alternative assessment tasks and projects according to the needs of the student, and/or
Arranging appropriate support services or counseling to assist a student

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

Advising the student that unsatisfactory course progress in two consectitiglg periods for a course could
lead to;
1 Aninternational student being reported to DIBP and cancellation of his or her visa (depending on the

outcome of any appeals process)

These or other appropriate intervention strategies are jatively applied andraaction plan negotiated

with the student to ensure deadlines and criteria for satisfactory completion are understood and agreed.
Course progress will be monitored and reviewed through either spamahanismdentified in the action

plan or through the ®andard processes as outlined above.

A record of the academic counseling session and any additional support to be provided will be docu
FyR LX I OSR 2y GKS addzRSyidQa FAE{Sd hdzi O2YSa 2
meetings.
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3.2 Continuing failure to meet course progress requirements

If after an intervention strategy has been put in place, a student fails to meet the course progress
requirements in a second consecutive term of study, the Director of Studies will advisd;jng tirat
AVLC:

91 Intends to report the international student to DIBP for unsatisfactory progress

This written notice will inform the student that they have a right to appeal the decision within 20 wor!
RIFe& dzaAy3 GKS ! £[/ Q& ah®Procddirel QUiing thé périvd for ldidbid an a
appeal and, if the student lodges an appeal, during the period the appeal is being considered, the s
has a right to continue their studies in the course.

Where the student has chosen not to access thpeals processes within the 20 working day period, ol
a0dzRSyGaQ FLIISHE gl a dzyadzOO0Saa¥FdzZ ! [/ GAff
9 An international student, notify the Secretary of DET through PRISMS within 10 working day
student not achieving satisfactory course progrd3H’B will, in all but exceptional circumstance
OF yOSt GKS a i daRiSdyRisnyalimeiiatsANLClwill Be teinfingted
14. Addressand contact details

Students must providtheir residential address to the educational provider. Failure to dmag result in a
cancellation ofyour Student Visa by theIBP

TheChange of Contact Details Foisravailabldrom Student Services aritis important to notifyStudent
Servicesn person withinsevendays if you changgour address phone or emaitontact details.

15. Learner support

The learning support strategies usedtginersat AVLGnclude:

Preteaching technical terminology.

Demonstrating procedures.

t NEGARAY I 2LILR By @y SEALBNABYDSWKIYWRRAINI OGA OSd
Ensuring individual suppoand advice to students.

Encouraging students to work at their own pace.

=A =4 =4 -4 -4 A

Where necessary inviting students to record training session on an-tajoko
1 Providing written learning material and illustratis to reinforce the learning.
Students with learningifficulties beyond our areas of expertise are referred to external specialist agencies.

TheDirector of Studieand theSudent Servicefficer are available to discuss and support you with any
concerns you may have during your studies withRel fee to talk to them about your adjustment to
student life and study in Australia and any other problems that afégctyour studies. They will atse or
refer you appropriately.

16. Evaluation

As part of our continuous improvement procedures you will be askaexdmplete a Course Evaluatiorhis

is your opportunity to provide us with feedback on the course,ttagmers and assessors, the course
administration, the training facilities, the training activities, resources and materials and the assessment
procedues.Your comments enable us to make sure that your expectations are being met and to improve
our services.
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17. Facilities and equipment

AVLGs maintained with lecture rooms&:acilities and equipmernis setup, checked and maintained
regularly to ensure effctive and efficient operation. Students have access to necessary instructional and
assessment facilities, materials and equipment.

Training facilities include:

91 Fully resourced lecture rooms

Suitable training equipment set up safely and securely
Adequateacoustics, ventilation and lighting

Amenities for meal breaks

Toilet facilities

Accessible references and resources

1 Computers with access to the Internet

In the event of a planned relocation AVLGve will notify bothASQA and our students at least three weeks
prior to therelocationtakingplace. This notification will provide details of our new address, a map of how
to get there and other details relevant to the relocation and student studies during this transition period

=A =4 =4 -4 A

18. Morning/ afternoon teaand lunch facilities
Lunch andnorning teafadlities are available fouse during breaks. Please keejsthreaclean and tidy.

19. Feesand refund policy

Fees
A $150 enrolmentfee anda materiak fee is payableor all coursebeforecommencement. fiesefeesare
non-refundable.

Sudents atAVLGnakeall fee payments in advanag.tuition fees.

After commencementstudentswill receive written noticefour weeksbeforetheir next fees aredue. Fees
and the due dates are also explainedheir Letter of Offer

If the tuitionfee is not paid onime, then late payment fees apply as follows:

1 5days overdue $200

1 10days overdue $400
Should fees remain overdue for more than 14 day4 Gwill inform the student of their intention to report
them for nonpayment of fees toDIBPvia PRISMS.

While student fees are outstanding students will not be permitted to attend their scheduled class until the
outstanding fees have been paidfull.

The payment of all fees and charges is receipted and daitéeke time of payment. Records of fees

receipted and dated are maintained and secured for two years after the student ceases to be a student and
is kept within the financial management system software for up to five yearsjaireel by taxation

legislaton.

Schedule of NosTuition Fees

Application Fee (also known as Enrolment Fee) $150
Change of COE details $20.00 each $20
Course Material Fees for &usiness and Leadership & Management

o $200
Quialifications
Course Material Fees for all Accounti@galifications $350
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CouseMaterial Feedor Diploma d Social MediaMarketing $600
Interim academic transcript No Charge
Interim attendance letter No Charge
Overdue tuition feeg 10 working days $400
Overdue tuition feeg 5 working days $200
ReAssessment of unit $100
Reenrolment fee $250
Refund processinfge No Charge
Reissue of final documents No Charge
Reissue of Learning and Assessment Materials No Charge
Reissue of Photo ID Card $25
Release Letter No Charge
Resit single whole subject $250
ReSubmission of unit (within 10 days of uagdmpletion) No Charge
RPL fee per unit $125
Student Letter by request No Charge
ReplacemencCertificate $20

Tuition Protection

Course fees for international students studying on an Australian student visa are protected by the Tuition
Protection Service under the Education Services for Overseas Students (ESOS) Act 2000. Detailed
information about the way tuition protection is maneg within AVLGs outlined below in the Refund

Policy Further details about the Australidn2 @ S NJ/ YugighiP@t&ction Service can be found at:
www.tps.gov.au.

In accordance with the legislated requirements of the ESO\EiI(ds unable to accepuition fees for
more than one semester in advance.

As part of the requirements of the Tuition Protection Serv&¥LCnaintains an account exclusively for
tuition fees received from international students studying on a student Wsd.(hays any tuitio fees

received from student visa holders into this account within 5 working days of receiving thesAV&«3.
ensures that there is a sufficient balance in the account at all times to repay tuition fees to-all non
commenced students that have applieddtudy on a student visa. The money held in this account is unable
to be used to cover any other debts.

Compulsory Recording of Tuition Fees Paid
TheFinance Managamnust record all tuition fees paid by international students in the Provider Registration
and International Student Management System (PRISMS) by COB Friday every week.

Refundpolicy
In the unlikely event of default b&VLCthe provisions of the ESOS Act 2000 and the ESOS Regulations 2001
cover such situations

In the circumstances of provider default where the refund option is chosen by the student, AVLC must refund
the student all course fees.

Provider Default Occurs
Under section 46A of the ESOS Act a registered provider defaults, in relation to an owtuskesd or

intending overseas student and a course at a location, if:

1 the provider fails to start providing the course to the student at the location on the agreed starting
day; or
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1 after the course starts but before it is completed, it ceases to be peavit the student at the
location; and the student has not withdrawn from the course before the default day.

Notifying the Secretary, the TPS Director and students
1 Under section 46B of the ESOS Act, you must notify the Secretary and the TPS Direetdefzfith

within 3 business days of the default occurring. Under section 46B you must also notify students in
relation to whom you have defaulted.
1 The notices must be in writing and meet the requirements of section 46B.

Provider obligation period
1 Under ®ction 46D of the ESOS Act, you have 14 days after the day of the default (the provider

obligation period) to satisfy your tuition protection obligations to the student as set out in the
section.

T If you fail to discharge your obligations to the student endection 46D, it is an offence under
section 46E of the ESOS Act and serious penalties apply.

Notification of the outcome discharge of obligations
1 Under section 46F of the ESOS Act, you have 7 days after the end of your obligation period to give a

notice to the Secretary and the TPS Director of the outcome of the discharge of your obligations. This
notice must comply with the requirements of section 46F.
1 If you do not meet your obligations affected students may be assisted by the TPS Director.

However,if the student agrees to accept an alternative (replacement) course or part of a course, to be
provided to the student aAVLQ & S E LIS )\& Gsxreligvdd $fyfts liability to make the payment. The
student must advise AVLC in writing whether they adgrethe alternative arrangement.

Tuition feeswill be refunded only under the circumstanceshown in the table below:

Enrolment Fee Non-refundable
Tuition Fees |
Visa refused prior to course commencement Full refund

Withdrawal at least 10 weeks pritw agreed start date | 90% refund

Withdrawal at leasfive weeks prior to agreed start date| 70% refund

Withdrawal less thaffour weeks prior to agreed start daj No refund

Withdrawal after the agreed start date No refund
Visa cancelled due to actionstbk student No refund
Visa extension is refused Return of unused tuition fees

Notification of WithdrawaForm must be
received byAVLC fouweeks prior to term
commencementor the refund of unused
tuition feesfor the following term/s

Withdrawal from study current students

Tuition feeswill be not refundedunder the following circumstances:

1 The course starts at the location on the agreed starting day, but the student does not start the
course on that day (and has npteviously withdrawn); or
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1 The student withdraws from the course at the location (either before or after the agreed starting
day); or
1 The registered provider of the course refuses to provide, or continue providing, the course to the
student at the locatiorbecause of one or more of the following:
o The student failed to pay an amount payable to the provider for the course;

o The stueént breached a condition of his/her student visa;
o misbehaviour by the student

Requests for refunds should be made in writing to xgance Managewith documented evidence of the
reason for withdrawal. Eligible fends will be refunded within 1day of receipt of the clainThe $.50
enrolment fee is not refundable.

Refunds will oryl be given to the person who paid the tuition fees. For exampée dggent or parents paid
the tuition feg the money will only be refundei either the agent or parents.

All refunds will include a statement explaining how the refund amountaeaésulated.
CKAA NBFdzyR LRftAOe R2Sa y2i NBY20S 3& (aiaRCofiduae® NA I K
Protection Laws.

20. Withdrawal from commenced courses

In the event the students intend to transfer their study to another provider or terngribeir study.One

month notice in writing is required before the commencement date of the next term. If lessdhen

month notice is given, the student agents haveil KS 206t A3F GA2y G2 LI & (GKS F2f
to the instalment indicated o the offer letter.

You need to fill in the course withdrawal form to notfy/LC othe cessation of your stues Thsform is
availablefrom student services

21. Student card

Toobtain a student cardyou will need to have your photo takdry the administation section You will

then be issued with a student camhmediately The student card can be used as a concession card at
museums, theatres, cinemas etc. They are not valid on public transport in Sydney, as international students
must pay adult fares.

22. Media release

AVLGnay take your phot@nd it may appear in electronic media (may include but not limited to: webpage,
Facebooknewsletters, student cards) for the promotion of AVIAhen such an occurrence happens AVLC
will first gain your permission tase your image in such a promotion.

23. Student support services

AVLGupports students to adjust to study in Australia, to achieve their learning goals and to achieve
satisfactory progress towards their learning goals and to achieve satisfactory progresddoneeting the
learning outcomes of the course.

AVLGssists students to adjust to study and life in Australia, including through the provision of an age and
culturally appropriate orientation program that includes information about:

Student support serges available to students in the transition to life and study in a new environment

1 Legal services
1 Emergency and health services

AVLC Internation&tudent Handbook Versionl15.1: July2017 Page200of 51



AUSTRALIAN ( :
VOCATIONAL

LEARNING CENTRE

1 Facilities and resources
1 Complaints and appeals processes
1 Any student visa condition relating to course progress and/or attendaxs appropriate

AVLGrovides the opportunity for students to participate in services, or provides services designed to assist
students in meeting course requirements and maintaining their attendance.

AVLGrovides the opportunity for students to accewelfare related support services to assist with issues
that may arise during their study, including course progress, attendance requirements and accommaodation
issues. These services are provided at no additional cost to the studAML@Gefers a stuént to external
support servicesAVLGwill not charge for a referral.

AVLGhas a documented Critical Incident Policy together with procedures that covers the action to be taken
in the event of a critical incident, required follow up to the incident, relsoof the incident and action
taken.

AVLQwill designate a member of staff or members of staff to be the official point of contact for students.
AVLGhas sufficient staff personnel to meet theeds of the students enrolled

AVLCnsures that the staff members who interact directly with students are aware of the obligations of
AVLQnder the ESOS framework and the potential implications for students arising from the exercise of
these obligations. This information is communicatedstaff through inclusion istaff meetingsand

through inclusion of the policies in this policies and procedures manual.

List of External Counselling Services and Assistance

ObsessiveCompulsive Disorder

Problem Website Phone no.
Alcoholism www.aa.org.au 1300 222 222
Anxiety (including phobias & | www.ada.mentalhealth.asn.au 9879 5351

Anxiety

www.beyondblue.org.au

1300 224 636

Asthma

www.asthmansw.org.au

1800 278 462

Consumer credit and debt

www.cclcnsw.org.au

1800 007 007

Australian Sikh Association www.asainc.org.au 9622 6994
Christian Church Parramatta | www.pcc.org.au 9630 3892
Crimestoppers (report crime anonymously) 1800 333 000
Crisis counselling (Wesley www.wesleymission.org.au 9951 5522
Mission) 131114

Depression

www.depressiondoctor.com

Depression (National Initiative

www.beyondblue.org.au

1300 22 4636

Disabilities

www.ideas.org.au

1800 029 904

Domestic violence

www.domesticviolence.nsw.gov.au

8745 699%r
1800 656 463

Drug addiction: Narcotics
Anonymous

www.na.org.au

1300 652 820

Drug addiction (Christian help)

www.naranon.com.au

8004 1214

Drugs and mental health

www.thewaysidechapel.com

9581 9100

Families and friends with
mental illness

www.arafmi.orqg/

1800 655 198

Eating disorders

www.nedc.com.au

1800 334 673

Eczema

www.eczema.org.au/

1300 300 182

Emergency servicdpolice, fire, ambulance)

000

Epilepsy

| www.epilepsy.org.au/

1300 374 537
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Family planning information www.fpnsw.org.au 1300 658 886
Gambling Counselling (Wesley www.gamblinghelp.nsw.gov.au 1800 858 858
G-Line (gambling) www.iolgr.nsw.gov.au 1800 633 635
Gay and lesbian counselling lif www.liferesolutionblacktown.com.au 1300 485 194
Grief support www.nalag.org.au 9489 6644
Hepatitis C www.smarthealth.me 1800 900 430
Hindu Temples www.hindunet.com.au/australian_temples.htmi 9687 1695
HIV/AIDS www.acon.org.au 1800 063 060
Australian Multi Lingual www.alms.com.au 1300 308 983
Services

Legal information and advice | www.lawaccess.nsw.gov.au/ 1300 888 529
Medical Centres Parramatta

Parramatta Medical Centre parramedicalcentre.com.au 97621041
Argyle Medical Centre WWW.ipn.com.au 9893 8733
Westfield Parramatta

PBB Health Centre www.pbbhealthcentre.com.au 9890 7755
Mental health advice www.mentalhealth.asn.au/ 9339 6000
Muslims Mosques www.ldca.org.au 9738 7700
Poison Information Centre Health.act.gov.au 131126
Police Assistance Line (nemergencywww.police.nsw.gov.au 131 444
Police Parramatta www.police.nsw.gov.au 9633 0799
Pregnancy counselling Www.pregnancysupport.com.au/ 1300 792 798
Rape Crisi€entre Www.nswrapecrisis.com.au/ 1800 424 017
Relationship counselling www.interrelate.org.au/ 1300 736 966
Schizophrenia www.sfnsw.org.au/ 1800 985 944
Smokingg Quitline www.icanquit.com 1378 48
Suicide Prevention www.lifeline.gov.au 131114
Victims of crime support Www.victimsservices.justice.nsw.gov.au 1800 633 063
Westmead Hospital www.westmeademergency.org/index.html 9845 5555

2 2 YSyY Qa refddF dz3 § www.dvnsw.org.au 1800 65 64 63
service

24. Overseas student health cover (OSHC)

Overseas Student Health Cover (OSHCYisagequirementand is required to be in place prior to the
issuing of your student vis# your family accompanies yoyou must provide cover thamcludesyour

whole family which is youspouse and any dependent children of the student up to 18 years of age who
havebeen authorised to enter and remain with the student and who are residing at the same place of
residence as the student in Australia.

AVLC has partnered with BUPA a leading provider of health cover services to Overseas Students.
Bupa offers fast, frienglland helpful advice on your healthcare needs so you can focus on your studies
For additional information on BUPA OHSC ditio://ohsc.bupa.com.au
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25. Training delivery

Trainerqualifications
AVLGQrainersall hod the qualifications required by the relevant National TrainBagkage andtandards
T 2 NJ w¢ hThese irclude:p

1 Qualifications in businessanagement and accounting
9 Qualifications in training and assessméeuirrent)
1 Currentexperience in the relevant industry

Learnersupport
The learning support strategies usedtbginersat AVLGnclude:
Preteaching technical terminology.
Demonstrating procedures.
t NEGARAY 3 2LILR By @y SELBANRABYWSYK IYRRAINI OG A OS o
Ensuring individual support and advice to students.
Encouraging students to work at their own pace.
Where necessary inviting students to record training session on an -tajoko
1 Providingwritten learning material and illustradins to reinforce the leaiing.
Students with learninglifficultiesbeyond our areas of expertise are referred to external specialist agencies.

= =4 =4 4 4

Recruitment taAVLGs carried out in an ethical manner in accordancthwiccess and Equity principles
Yourtrainers:

1 Recognise the cultal diversity of all students

1 Ensure equal treatment of all students

1 Encourage full participation and assadtstudents to achieve the course outcomes
Provide equal access to resources

1 Refer students with specific learning problems to appropriate agsnci

26. Recognition of prior learnin g (RPL )

If you believe you already have the skills and knowledge required to demonstrate competency you can
request RPL/RCC. It does not matter whether you acquired your skills and knowledge through informal
learning, work egerience and/or life experiences.

To request RPL/RCC you will need to:
1 Read your course information and talk to tBéector of Studied there is anything you need
explained.
1 Collect and complete the Request for Recognition of Prior Learning form frewifice.
1 Check your skills and knowledge for each unit of competency.

1 Collect your edence to show your competenc¥our evidence must be valid (as described in the
unit of competency), sufficient (enough), current ftgpdate) and authentic (your owwork).

9 List the types of evidence you have for each unit of competency.
1 Present your evidence and the list of evidence to Eheector of Studiefor assessment.

The assessor may askwtm undergo a challenge testou will be provided with a writtereport on the
outcomes of assessment of your application for RPL, which you will be required to countdihssgreport
will be filed in your personal file.
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Where RPL is grantdy AVL®eforethe issue of a student viséhe net course duration (agduced by
RPL) will be indicated onaHCoE issued for that student.

Where RPL is grantdy AVLCthe resulting change of course duiatiwill be notified via PRISMS.

AVLGQoes not charge for the processing of the RPL application. A fee does@ppfe an applicatiorfor
RPL.

However, if a student is granted RPL there will be naicédn in the total course fee.

27. National recognition

AVLQecognissrelevant AQF qualifications arml/ Statements of Attainment issued by any other RTO. We
reserve the rigt to verify the authenticity of such documents as required and to determine the currency of
the units of competency/modules indicated on the transcript.

28. Issuance of  qualifications

On successful completion of all units of competency you will be issuedviithAQF qualification and
transcript of competencies achievedthin 30 calendar days of completiomgwidingthat all agreed fees
owedto AVLChave been paid.

If you do not complete the entire course of study a Statement of Attainment will be issuasddcessful
completion of individual units of competenaythin 30 calendar days of completion providing that all
agreed fees owed tdVLMave been paid.

29. Unique Student Identifier

The Unique Student Identifier (USI) is a Commonwealth reference numéegitres students access to

their own USI account. Each individual account will be linked to the National Vocational Education and
Training (VET) Data Collection. This will allow students to see all of their individual training results from all
providers ncluding all completed training units and qualifications in one space.

The USI allows for students to find, collate and authenticate their VET achievements into a single transcript.
It will also ensure that students’' VET records are not lost.

AVLC has pruided on our application form the privacy notice if you wish use to create your USI on your
behalf. If not, we will require you to provide us with your USI number for your records. If you have any
guestions in relation to the USI number contact Studenvi8es or go tavww.usi.gov.au

30. Records m aintenance

LG Aa Fy 1dzaONFY ALY D2@SNYYSyld NBIdZANBYSyd GKIFG &
I RRNBAaa o0l a adzZlJ ASR o0& (K & ofbithztoyality; the stakahd & G dzR Sy
O2YLX SGA2y RIe& 2F (KS aiddzRRSYydiQa OQatiNhfayments G Sy Rl y O
received, information on International student health cover, level of English language proficiency and the
A0dzRSYEIANII ' YR PAal ydzYoSNBR® 2SS Ydzad Ffaz2 {SSL |
of studies if this situation occurs.

Your records are confidential and available to you on request. Records of attendance, assessment
outcomes and qualificationssued are keptecurate, upto-date and secure.

Information provided by the students tAVLGnay be made available to the Commonwealth and State
Agencies and the Fund Magier of the ESOS Assurance Fund.

AVLGs required under section 19 of the ESOS Act to infotBPabout certain changes to a studéh&i
SYNRtYSYld yR yeéd oNBIFOK 2F I danfedaRiGgademia petfokniamce. 02 vy R

We keepa recordof your results for a period of 30 yes.
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{G0dzRSYy G AYyF2NNIGA2Yy Ada y20 RAAOf2aSR (2Studefit 2y S 2 dz
records are confidential and availal@alyto the student upon requestStudents must see Student

Services to be able to view their records and bellrequired to provide their Student ID and another form

of identification before being given access to said records.

31. Legislative and regulatory  requirements
AVLGs bound by and operates within the following legislative and regulatory requirements:

1 Educaion Servicesor Overseas Students Act 2000
1 Education Servicdsr Overseas Students (Registration Charges) Amendment Act 2011
9 Education Service®r Overseas Students Amendment (Registration Charges Consequentials) Act
2011
9 Education Servicefor Overseas Students Legislation Amendment (Tuition Protection Service
Other Measures) Act 2012
Education Servicder Overseas Students Regulations (2001)
National Code of Practice for Registration Authorities and Providers of Education and Training to
Overseas Students (National CA# 7)
1 VET Quality Framework (VQF):
0 Standards for Registered Training Organisations 2015
o Fit and Proper Person Requirements
o Financial Viability Risk Assessment Requirements
o Data Provision Requirements
0 Australian Qualifiddons Framework
Simplified Student Visa Framework (SSVF)
National Vocational Education and Training Regulator Act 2011
Student Identifiers Act 2014
Student Identifiers Regulations 2014
Human rights and Equal Opportunity Commission (HREOC) Act 1996
Commonwaelth Affirmative Action (Equal Employment for Women) Act (1986)
Commonwealth Racial Discrimination Act (1975)
Commonwealth Industrial Relations Act (1998)
Commonwealth Sex Discrimination Act (1984)
Commonwealth Industrial Relations Reform Act (1993)
Conmonwealth Racial Hatred Act (1995)
Commonwealth Disability Discrimination Act (1993)
NSW AntDiscrimination Act 1977
Copyright Act 1968
Equal Opportunity Act
NSW Work Health and Safety Act (2011)
NSW Work Health and Safety Regulation 2011
NSW Workers Compensation Act
NSW AntDiscriminationAct 1977
Commonwealth Privacy Act 1988
Privacy Amendment (Enhancing Privacy Protection) Act 2012

=a =
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Copies of these are located in the main office and can be accessed at any time. Also available tat web si
www.austlii.edu.atandwww.legislation.nsw.gov.aadditional information on the VET Quality Framework is
available atvww.asga.gov.au/about/australiaget-sector/vetquality-framework.html

AVLC Internation&tudent Handbook Versionl15.1: July 2017 Page250f 51


http://www.austlii.edu.au/
http://www.legislation.nsw.gov.au/
http://www.asqa.gov.au/about/australias-vet-sector/vet-quality-framework.html

AUSTRALIAk
VOCATIONAL

LEARNING CENTRE

32. Work Health and Safety

AVLQuarantees to meet its duty of care to staff, students aisiters by providing a healthy and safe
environment in which to studyAVLC enthusiastically complies with the Work Health and Safety Act 2011 as
administered by Work Cover Authority of NS¥WWvv.workcover.nswgov.ay

Yourtrainer will talk to you about emergency evacuation procedures during the first lessan.
emergencyyou are to makeyourway quickly and calmly to the nearest exit and meet ytoainer and
other studentsin front of the buildirg for a roll call check.

No Smoking is allowed in any area®MLCIf you wish tsmoke,you must leave the premises.
A First Aid Kifs inthe staff area ofAVLC
You are responsible for:

1 Always conduéngyourselfin a safe and healthy manner.
1 Ensuring the prevention of injury and disease to yourself, y@imers and your fellow students.

91 Identifying and reporting to yourainer any possible hazards from equipment, facilities and the
environment.

1 Avoidfrom smoking
1 Avoidfrom drinking and/@ eating in the classrooms.

33. Anti -discrimination

AVLGs committed to providing a fair and equitabearning environmentor its students and visitorg\ny
discrimination or harassment of staff, students or visitors because of their sex, pregnancyptagg, c
nationality, ethnic or ethnaeligious background, marital status, physical or intellectual or psychiatric
disability, homosexuality or age will not be tolerated.

You are responsible for:

1 Ensuring nordiscriminatory or harassing behaviour at all ésnto other students, staff or visitors
to AVLC

1 Reporting any discriminatory behaviour or harassment to yminer.

34. Equal employment  opportunity
Staff recruitment atAVLGs conducted equitably in accordance with the principles of EEO.

AVLGs committed to its staff remaining uip-date with curent trends inBusiness sectors and in training
and assessmen§taff members are encouraged to identify their training needs and to negotiate
arrangements for addressing these needs.

35. National Vocation Education and Training Regulator Act 2011

NationalVocationalEducatiorand TrainingRegulatorAct2011is the Act that established th&ustralian
SkillsQuality Authority. The Act also provides f&tandards for VET Accredited Coursesich are in
addition to theVET Quality Framewarka NSW the enabling legislation igocational Education and
Training (Commonwealth Powers) Act 2010. AVLC complies withAleesewvhichprovide a national
jurisdictiona wide range of powers.

Insummarythe objects of théAustralianSkillsQuality Authority areto:

9 Accredit vocational courses
1 Register education or training provideto conduct vocational courses
1 Approve education and training providers to provide courses to overseas participants
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9 EBstablish guidelines for the accreditation of vocatid courses and for the registration and
approval of education or training providers

9 Advise the minister for education and training on matters concerning the accreditation of
vocational courses and thegistration and approval of education or training piters

9 Liaise with licensing authorities and other bodies (bothiBWand elsewhere) in connection with
the accreditation of vocational courses and the registration and approval of education dng¢rain
providers

1 Investigate, and to report on, matters coerning the accreditation of vocational courses and the
registration or approval of education or training providers

36. Accessand equity

AVLGrovides equal access to training and delivery services for local and international stutféeis
possible, we congkt flexible training to meet specific needs of individual students.

The student enrolment form requires students to sadisess their English language alailities and to
indicate any special needs for the course.

The learning support strategies usedtginersat AVLGnclude:

Preteaching technical terminology.

Demonstrating procedures.

t NEGARAY I 2L Ry @y SEALBSNABY DSWKIYWRRAINI OGA OSd
Ensuring individual support and advice to students.

Encouraging students to work at their own pace.

Where necessary inviting students to record training session on an audiotape.

Providing written learning material and illustratis to reinforce the learning.

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

Students with learning difficulties beyond our areas of expertise are referred to extsgyaaialist
agencies.

1 Recruitment tcAVLGs carried out in an ethical manner in accordance with Access and Equity
principles
Yourtrainerswill:

1 Recognise the cultural diversity of all students

Ensure eqgal treatment of all students

Encourage full participation and assisting all students to achieve course outcomes
Provide equal access to resources

Refer students with specific learningoplems to appropriate agencies

=A =4 =4 -4 A

Should you have any access and equity issues you may approadnajioerrin the first instarce. If
you do not wish to do sgou should contacthe Director of Studies

37. Complaints and appeals

AVLC provides a process for complaints and appeals to be heard and actioned. All complaints and appeals
received by AVLC will beewed as an opportunity for improvement.

Despite all efforts by AVLC to provide satisfactory services to its students, complaints may occasionally arise
that require formal action and resolution. The following procedure provides students with the opiyrtu

to have any issues relating to a substantiated complaint or appeal resolved and resolutions reached that

are designed to satisfy all parties involvathis complainand appeals process will be at no cost to the

student.
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Complaints and appeals coriretwo different typesg Academic and Na#cademic as defined below.

A Academic Complaint and AppealRefers to a complaint and/or appeal about an academic matter,
which may include and it is not limited to complaints regarding course progress and odatizs
assessment outcomes or training delivery.

A Non-Academic Complaint and AppealRefers to a complaint and/or appeal about a Fazademic
matter, which may include but is not limitedo operational, racial or sexual discrimination, unfair
treatment, physical or verbal abuse, refusal of admission;meyment of fees, and incorrect
advice given prior to enrolment.

Compliant Procedure, Informal Process

Where it is possible all neformal attempts shall be made in the first instance to resolve complaints.

This may include advice, discussions, and general mediation in relation to the issue. Any member of AVLC
staff can be involved in this informal process to assist in resolving issueadritr student has placed a

formal complaint / appeal the following procedures outlined below must be followed.

General Complaints

Any student, potential student, or third party may submit a formal complaint to AVLC with the reasonable
expectation that 8 complaints will be treated with integrity and privacy. There is no cost for the complaints
process unless it is referred to an external third party who may charge for their services in relation to the
complaint resolution.

A student wishing to submit  F2 NI € O2YLIX I Ayd FyR 2NJ LISt OFy F
PLIISEFE A C2NXYVQ YR 2dzifAyS GKSANI OF&S LINPGARAY3A | &
F@FAfFrot S ¢KS W/ 2YLX FAyGa FyR WNLGdGdonlidgeaf 2 NY¥Q A& |
www.avlc.edu.au

All formally submitted complaints or appeals are submitted to the Director of Studies. It is their
responsibility to deal with the complaint in the first instance. Complaints @iadlude the following
information:

Submission date of complaint

Name of complainant;

Nature of complaint;

Date of the event which lead to the complaint
Supporting evidence (if applicable);

To o o T I

Once a formal complaint is received itis to be entegédiiz (G KS W/ 2YLIX I Ayda | yR ! LL
monitored by The CEO regularly. The information to be contained and updated within the register is as
follows:

Submission date of complaint
Name of complainant;
Description of complaint / appeal
Determined Resolution; and
Date of Resolution.

T I> T To I

A student may be assisted or accompaniedlsupport person regardlesd the nature of the complaint
throughout the process at all times. Students are able to present their case in person
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shall notify the CEO of the complaint and provide any further documentation related to the matter.

TheDirector of Studiesvill then refer the matter to the appropriate staff to resolve, or make a decision on
the complaint within 10 working days and keep the complainant informed of any decisions or outcomes
concluded, or processes in place to deal with the complaint.

Once a decision has been readhitheDirector of Studiesvill inform all parties involved of any decisions or
outcomes that are concluded in writingithin 20 working daysWithin the notification of the outcome of
the formal complaint the students shall also be notified that they hitreeright of appeal. To appeal a
decision AVLC must receive, in writing, grounds of the appeal. Students are referred to the appeals
procedure.

The CEO will ensure that AVLC will act immediately on any substantiated complaint. If the internal or any
external complaint handling or appeal process results in a decision that supports the student, AVLC must
immediately implement any decision and/or corrective and preventative action that is required, and advise
the student of the outcome.

CopiesofalldoctiSy il GA2y X 2dzi02YSa |y

2 I VR zy
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AVLC wilhlwaysfollow the principles ofairness andatural justicewhen dealing withall complaints

Appealing a Decision
All students have the right to appeal decisions madéddy.C where reasonable grounds can be
established. The areas in which a student may appeal a decision made AVLC may include:

A Assessments conducted

A Deferral,susfy aA2y sz 2NJ OFyOStfladAz2y RSOA&AA2YA YIRS A

A Or any other conclusion / decision that is made after a complaint has been dealt with by AVLC in

the first instance.

To activate theappealsLINR OSaa GKS &dGdzRSyid A& NBIdANBR G2 O2YLJ
which is to include a summary of the grounds the appeal is based upon. The reason the student feels the
decision is unfair is to be clearly explained and help and support wilhptbicess can be gained from
student services.

The Director of Studies shall then determine the validity of the appeal and organise a meeting with all
parties involved in the matter and attempt to seek resolution where appropridtee process for all
formally lodged appeals will begin within 10 working days of the appeal being lodged.

The CEO shall ensure that AVLC acts on any substantiated appeal.

Whereanappeal hadeen lodged it will belefined into one of the following categories and the
approptiate procedures followed:

General appeals
1 Where a student has appealed a decision or outcome of a formal complaint they are required to
notify AVLC in writing within 20 working days of the grounds of their appeal. Any supporting
documentation should alsbe submitted with the appeal.
1 The appeal shall be lodged through Student Administration and a Student Services Officer shall
SyadaNS GKS RSGFAftA 2F GKS FLIWISEHE FNB I RRSR (2
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1 TheDirector of Studieshall be notified ad shall seek details regarding the initial documentation
of the complaint and shall make a decision based on the grounds of the appeal.

1 The student shall be notified in writing of the outcome with reasons for the decisions, and the
WO2 YL I Ay ({aa NBAR aldl8Ng) fdzLJIRF 6 SR ¢ KS aGdzRSy (i akl f
activating the external appeals process if they are not satisfied with the outcome. The student is
required to notify AVLC if they wish to proceed with the external appeals process.

Assessment appeals
For additional information on assessment please refer to the separate Assessment Appeal and Re
assessment policy and procedure.

External Appeals
If a student is still dissatisfied with the decision of AVLC, the student may wish to eshalatatter. AVLC
will refer the student to the following external mediation service:

LEADR

Association of Dispute Resolvers
Level 1

13¢ 15 Bridge Street

Sydney NSW 2000

Ph: 02 9251 3366
Email:leadr@leadr.info

Alternatively,students may wish to lodge an appeal or complaint with the relevant government body as
outlined below.

Internationalstudents who wish to lodge an external appeal or complaint against the outcome of the
internal grievance process can contaither ASQA athe Overseas Students Ombudsman.

For contact details and informaticon the Overseas Students Ombudsnm@ase se
http://www.0s0.gov.au/makinga-complaint/

For details and information on lodging a complaint with ASQA please see
http://www.asga.gov.au/complaints/mak@&-complaint--overseasstudents/makea-complaint--overseas
studentsl1.html

Continuous improvement

This policy is reviewed regularly through internal audits and external reviews. AVLC will amend this policy
when an improvement is identified. Any changes will be distributeglery person who is applying for
enrolment, students, staff and other client$ AVLC.

Staff awareness and training
All staffistrained in this policy and procedure at induction, on professional development days (held at least
2times a year) and when changes to the policy and procedures are made.

38. Student responsibilities/c ode of behaviour
While you remain a student &VLGt is your responsibility to:
1 To conduct yourself in a safe and healthy manner.

1 To behave in a manner, prevents injury and disease to you,tyainer and fellow students.

1 To identify and report to yourrainerany possible hazards from equipment, facilities and the
environment.
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To comply with and assist AWLQ & SYSNHSy O& LINP OSRdzNBa ®
Toceasefrom smoking anywhere iAVLGuilding

Toceasefrom drinking and/or eating in thelassooms.

To attend classegularly and punctually.

To comply with the Assessment Information outlined in the Student Handbook

To discuss any complaints or grievances with y@iner or Director of Studies

=A =4 =4 4 -4 -4 A

To ensure no discriminatory, harassing or bullying behaviour at all times to other students, staff,
work placement supervisors or visitorsAYLC

1 To report any discriminatory behaviour, harassment or bullying to yraimer, workplace
supervisor oDirector of Studies

1 Toceasefrom unacceptable behaviour including the use of bad language, alcohol and drugs
1 Toceasefrom the use of devices, this may disrupt clas&eg.mobile phones.

Students who choose nad complywith the Code of Behaviour will lmgven a verbal warning in the first
instance, a written warning in the second instance and dismissal in the third and final instance.

39. Deferral, cancellation and exclusion

Students are able to defer or temporarily suspend their studies during their contgarocertain limited
circumstances, on the grounds of compassionate or compelling circumstances.

Compassionate or compelling circumstances are generally those beyond the control of the student, when
GKSe KI@S |y AYLI Ol 2y ivéieing ThdzR Syldiitzlade:O02 dzNE S LINE I N,
1 Serious medical condition or injury Bereavement of close family members such as parents or

grandparents.
Major political upheaval or natural disaster in the home country requiring their immediate travel

A traumatic expegnce which could include but is not limited to:

o Involvement in or witnessing of an accident or

0 A crime committed against the student or

0 The student has been a witness to a crime and this has impacted on the student.
Where AVLC has been unable to off@re-requisite unit

Inability to begin studying on the course commencement date due to delay in receiving a stu
visa

1 Where a student fails occasional units throughout the course, but has not done so poorly as
picked up by the Course progress pwli

Students may also have their enrolment deferred or suspended due to misbehaviour, which can also be
grounds for cancellation of studies.

Students have the right to appeal a decision®4LGo defer, suspend or cancel their studies akdLGwill
not notify DIBFof a change to the enrolment status until the internal complains and appeals process is
completed.

Deferring

Students who would like to defer their studies must first spemktaff in the student serviceén
application to defer form must be cgneted which will need to be approved by tBérector of Studies
Prior to applying to defer their program students must ensure that they have (idieea

Deferral of studies by international students is permitted only in compassionate or compelling
circumstances such as serious illness, death in the family or for some other reason. Students will be
required to provide evidence of the compassionate or compelling circumstances.
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Academic misconduct
All students are expected to maintain high standardaczdemic honesty and integrity. Academic
misconduct is defined as attempts by students to cheapy,plagiaries or otherwise act dishonestly in

undertaking an assessment task, or assisting other students to do so. Students are considered guilty of

cheaty 3 AF GKS& asSS| G2 3I+tAYy IROFLyGr3asS o6& dzyFlF AN YSH
way misleading a lecturer or tutor about their knowledgeathenticity, or the amount of original work they
have done.

40.

Student 6s respc¢

Examinations

)l
)l
)l

Students must not help or receive assistance from other students
Students must not request the loan of or lend materials or devices to other students

Students must not bring any materials into the examination room other than those specified fo
that examination

Students must not use computer software or other devices during an exaiminather than those
specified.

A student may be excluded from a final examination in a unit for any of the following reasons:

1
)l

)l
il
il

Unauthorised absence from class.

Failure to meet unit requirements, for example reabmission of assignments or failure to attend
class or miesemester tests.

Academic misconduct
General misconduct (see below)
Feesoutstanding

Other assessment tasks
Students must not copy or paraphragey document, audiwisual material, computebased material from
another source except in accordance with the conventions of the field of study

{GdzRSyGa Ydzad y20G dzaS | y2GKSNJ LISNE2y Qa O2y OS L
In cass where the assessment task is intended to be individual work not group work, students must not
prepare an as§ignment coIIabgrativer gnd t’hen submit work that is substantially the same as another
audzRSyuQa laasaaysSyuo

Students must not ask another perstmproduce an assessable item for them.

41.

AVLC 6 gesponsibilities

Procedural fairness

1. Students must be treated fairly, with dignity and with due regard to their privacy

2. Students are to be regarded as innocent of the alleged misconduct until they have adiiéted
to it or been found by proper inquiry of the stedt conduct committee to havbehavedso.

3. Past misconduct is not evidence that a student has behaved in the same manner again.

4. Each case is dealt with on its own merits and according to its owunestanceswith the proviso
that in the first instance of misconduct will lessessednore kindlythan subsequent instances of
misconduct.

Penalties

1. Penalties imposed will take into account the nature and the extent of the misconduct

2. Penalties imposed witake into accountts & GdzZRSydaQ adl3a3sS Ay (GKS

3. Penalties imposed will take into account tbenventionsof the field of study
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4. 1 adGdRSyiQa aSO2yR 2FFSyOS Aa LISyrftAaSR Y2NB
will result in exclusiofrom AVLC

5. The following penalties may be imposedwarning receiving zero for an assessment event, failing
the unit, exclusion fromAVLC

Notification and appeal
1. Students must be natified in writing of penalties as a consequence of academic misconduct

2. The grounds for appeal are:
Proceduralrregularities, and/or

Factualerrors on which the decision was based and which were of such magnitude as to invalidate the
decision

3. Appeals must be lodged writing withstudent services within 20 days of the datetloe student
being notified of the consequenaeich as the case of exclusion for misbehaviour,

General misconduct
Students are expected to respect other students, staff and property so that learning and teaching can take
place freely, safely and withoirmpediment due to the misconduct of others.

General misconduct is where a student: acts dishonestly; harasses other students or staff; interferes with
students or staff; prevents or disrupts learning; disobeys/fails to comply with contractual or legal
requirements; misuses, damages or ste@LCproperty or the property of others; alters/defacés/LQ
documents or records; prejudices the good nam@AWwLCor otherwise acts in an improper manner.

AVLGwill report all criminal acts committed by its studsrb the relevant authorities.

The following examples indicate the kinds of behaviour, which constitute student miscofthegtare for
illustrative purposes and are not intended to be exhaustive. Student misconduct occurs when a student
a. Contravenes anyutes or acts;
b. Prejudices the good name or reputation®¥LC

c. Prejudices the good order and governanc@®LQr interferes with the freedom of other people
to pursue their studies, carry out their functions or participate in the lifAgEC

d. Fails tocomply with conditions agreed in the contract;

e. Wilfully disobeys or disregards any lawful order or direction;

f. Refuses to identify him or herself when lawfully asked to do so by an offieeviof
g. Fails to comply with any penalty imposed for breach ofipliswe;

h

Misbehaves in a class, meeting or other activity under the control or supervisilaf or on
AVLCpremises or other premises to which the student has access as a studewLgf

i.  Obstructs any member of staff in the performance of tlukities;
j.  Acts dishonestly in relation to admissionAYLC

k. Knowingly makes any false or misleading representation about things that concern the student as a
student of AVL@r breaches any cAVLQrules;

I.  Alters any documents or records;

m. Harasses or intindates another student, a member of staff, a visitot®dLCor any other person
while the student is engaged in study or other activity ag\&h Cstudent, because of race, ethnic
or national origin, sex, marital status, sexual preferencaldisy, age, political conviction, religious
belief or for any other reason;

Breaches any confidence AVLC

0. Misuses any facility in a manner which is illegal or which is or will be detrimental to the rights or
property of others. This includes the misuse, in amywf any computing or communications
equipment or capacity to which the student has access at or away Adh@premises while acting
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as a student oAVLCin a manner which is illegal or which is or will be detrimental to the rights or
property of othes;

p. Steals, destroys or damages a facility or propert\@E®r for whichAVLGs responsible; or
g. Is guilty of any improper conduct.

Penalties for general misconduct
1. Penalties imposed will take into account the nature and the extent of the misconduct

2. AdlidzRSyiQa &aSO2yR 2FFSyO0S A& LISylrftAaSR Y2NB
will result in exclusion froMVLC
If the student admits to the alleged misconduct, theector of Studiesnay impose one or both of the
following:
A chargdor the cost of damage to facilities and equipment
Temporary exclusion frolAVLC

AVLC CEmay imposehe penalty of permanent exclusion froAVLGn the case of physical or verbal
abuse of students or staff &VLCrepeated or severe misconduct, orthre case of criminal acts.

Notification and appeal
1. Students must be notified in writing of penalties as a consequence of general misconduct

2. The grounds for appeal are:
Procedural irregularities

Factual errors on which the decision was based and which were of such magnitude as to invalidate the
decision

Appeals must be lodged in writing with the manager of student services within 20 days of the date of the
student being notified of the consequeaclhe process will commence within 10 working days from the
RFGS 2F NBOSALIW 2F GKS addzRSyidiQa F LIWISHTE &

42. Critical incident policy

AVLGCecognises the duty of care owed to its students and that planning for the management of a critical
incident is essential.

A critical incident is a traumatic event, or the threat of such (within or outside Australia) which causes
extreme stress, fear or injury. This may include but is not limited to:

=

Serious injury, illness or death of a student or staff

Students or staff losbr injured on an excursion

A missing student

Severe verbal or psychological aggression

Physical assault

Student or staff witnessing a serious accident or incident of violence

Natural disastee.g.earthquake, flood, windstorm, hailstorm or extremes of fgenature
Fire, bomb threat, explosion, gas or chemical hazard

Social issuge.g.drug use, sexual assault

=4 =4 =4 -4 -4 -4 -8 -4

Criticalincident committee

AVLhas a Critical Incident Committee to assist Bieector of Studiein the prevention and management
of critical incilents atAVLCor off campus in the case of an overseas student for wAdthChas
undertaken care responsibilities.
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9 TheDirector of Studiess the critical incident team leader.
9 The Critical Incident Committee also includes:

o TheCEQ
o Director of Studies
o0 Finane Manager
The responsibilities of the committee include:

1 Risk assessment of hazards and situations which may require emergency action
1 Analysis of requirements to address these hazards

i Establishment of liaison with all relevant emergency senggg2olice, fire brigade, ambulance,
hospital, poisons information centre, community health services

I 24-houraccess to contact details for all relevant staff members needed in the event of a critical
incident.

Development of a critical incident plan for eantftical incident identified
Dissemination of planned procedures

Organisation of practice drills

Regular review of the critical incident plan

Assisting with implementation of the critical incident plan

Arranging appropriate staff development

Budget allocaion for emergencies

= =4 =4 4 4 4 A

Criticalincident plans
All critical incident plans assign responsibilities among relevant staff members; cover all the actions to be
taken and timelines for doing so.

Immediateaction (within 24 hours)

Identify the nature of the critial incident

Notification of the critical incident committee/team leader

Implement the appropriate management plan or action strategy

Assignment of duties and resourcesAvLGtaff

Seeking advice and help from any necessary emergency services/hospitairestvices
Dissemination of information to parents and family members

Completion of a critical incident report

Media response if required (see below)

Assess the need for support and counselling for thasectly and indirectly involved
Additionalaction (48,72 hours)

Assess the need for support and counselling for those directly and indirectly involved (ongoing)
Provide staff and students with factual information as appropriate

Restore normaldnctioning and delivery

Followup ¢ monitoring, supportevaluation

=A =4 =4 4 4 -4 -4 -8 -8 -5 -5 -5 -5 -5 -5 -

Identification of any other people who may be affected by critical incident and access of support
services for affected community members

Maintain contact with any injured/affected parties
9 Provision of accurate information to staff and studemisere appropriate

=
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9 Evaluation of critical incident management
1 Be aware of any possible longer term disturbanegsinquests, legal proceedings

Resources

The nature of critical incidents is such that resources cannot always be provided in anticipati@amst
The critical incident committee uses its discretion to provide adequate resogreeth physical and
personnelk; to meet the needs of specific situations. Staff will be reimbursed for anypbpbcket
expenses.

Managing themedia

Manage access dfie media to the scene, and to staff, students and relatives
TheDirector of Studieshould normally handle all initial media calls
Determine what the officiahVLGesponse will be

All facts should be checked before speaking to the media

If accurate inbrmation is unavailable or the issue is of a sensitive nature, explain that questions cannot be
answered at this time

Avoid implying blame or fault for any part of the incident as this can have significant legal implications
TheDirector of Studiesnay dekgate media liaison to another member of staff.

Evaluation and review of management plan

After every critical incident, a meeting of the critical incident committee will be held to evaluate the critical
incident report and the effectiveness of the managaemplan and to make modifications if required. If

appropriate this process will incorporate feedback from all staff, students and local community
representatives.

43. Student transfer request

Overseas students are restricted from transferring from tipeincipalcourse of study for a period of six
months. This restriction also applies to any course(s) packaged withptiireiipalcourse of study.

Students can apply for a letter of release to enable them to transfer to another education provider.

AVLGwill only provide a letter of release to students in the first six months of gheéncipalcourse in the
following circumstances:

AVLGs unable to cotinue to provide the course

The student has changed welfare and accommodation arrangements and is no longer within a reasonable
travelling time ofAVLC

The student can demonstrate they are experiencing threat to physical or mental health or safety by
remaining atAVLGnd can demonsate clearly how this will bell@viated through a transfer

It has been agreed byVLGhe student would be better placed in a course that is not availabl\&tC

The current course of study is clearly not consistent with documented coursestfufor o their
application.

AVLGwill NOT provide a letter of release to students in the first six months of ghigicipalcourse in the
following circumstances:

9 Student fees are in arrears;

T ¢KS LINBPLRASR (NI yaTSNI gAff e Skradgackdgeioacdursésk S a i dzR

QX

1 The student has unsatisfactory academic progress;
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The student has unsatisfactory attendance;

¢tKS aitdzZRSydiQa LINPINBaa Aa tA1Ste G42 o6S | OFRSYA
l+[/ Aa O2yOSNYySR GKFG GKS &éqgdeRce gfth@adverseJLI A OF A
influence of another party;

1 The student cannot provide a letter from another registered provider confirming that a valid
enrolment offer has been made.

In order to apply for a letter of release, students must have a letter fromekbeiving provider that a valid
offer of enrolment has been made.

All applications for transfer will be considered within 10 working days and thécapphotified of the
decision.

Students whose request for transfer has been refused may appeal the derisaccordance withVLC
complaints and appeals policy.

44.  Working in Australia

Student visas that are granted on or after 26 April 2008 receive permission to work with their visa grant.

This will apply to both the primary student and any family membersltisng with them on their student
visa. More information is available on the Department of Immigration Boatler Protection website
www.border.gov.au

Immigration laws allow students to work for a limited numloéhours, currently 40 hours per fortnight
duringterm time. Under no circumstances can students rely on income earned in Australia to pay for
tuition fees. Students are not advised to work if it interferes with their study.

45. Information on VISA Conditions

Student visas have a number of conditions that are set by Australian law and must be followed. If you have
avisa label in your passport, there will be a series of numbers corresponding to the conditions of your visa.
If you have an electronic visa, therditions will be listed on the email you receive fronBRIFor a full list

of mandatory and discretionary conditions, gohttp://www.border.gov.au/Trav/Sta/More/Visa
conditions/visaconditionsstudents

Below are some of the examples of Student visa conditions:

Visa Condition 8105

Youcannotwork more thard0 hours per fortnight when your course is in session (other than work which
has been registered aspart of the courseNote: No work limits apply during recognized periods of
vacation offered by your education providéfoucannotundertake work until you have commenced your
course in Australia.

Visa Condition 8202

Youmustremain enrolled in a regiered course (unless you are an AusAlD/Defence student or secondary
exchange student in which case you must maintaintiiie enrolment in your course of study or training).
Note: a registered course is one that is on the Commonwealth Register of tiwtgiand Courses for

Overseas Students (CRICEpseducationgov.au You must maintain enrolment in a registered course

that is the same level as, or at a higher level than, the registered course for which you were granted a visa.

Visa Conditior8501
You must maintain adequate arrangements for health insurance during your stay in Aubtoddia.
Under policy, this means that you must maintain Overseas Student Health Cover (OSHC).
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Visa Condition 8516
You must continue to satisfy the requiremeifits grant of your student visa his means, for example, that
you must continue to have sufficient financial capacity to suppour study and stay in Australia.

Visa Condition 8517
You must maintain adequate schooling arrangements for your segmbdgendants who joined you in
Australia on a student dependant visa for more than 3 months.

Visa Condition 8533

You must notify your education provider of your residendidtiress in Australia within 7 days of arriving in
Australia. You must notify your edatton provider of any change in your residential address within 7 days
of the change. You must notify your education provider of a change of education provider within 7 days of
receiving the electronic Confirmation of Enrolment certificate or evidencenaflment.

46. ESOS framework

The Australian Government wants overseas students in Australia to have a safe, enjoyable and rewarding
LI I OS (2 aildzRed ! dzadNFfAlFIQa fFga LINBY2GS ljdz2 f AGE
These laws are knowrsdhe ESOS framework and they include the Education Services for Overseas (ESOS)
Act 2000 and the National Code 2007.

Protection for overseas students

As an overseas student on a student visa, you must study with an education provider and in a course that
can be found on the Commonwealth Register of Institutions and Courses for Overseas Students (CRICOS) at
http://cricos.education.gov.auCRICOS registration guarantees that the course and the education provider

at which you study meet the high standards necessary for overseas students. Please check carefully that
0KS RSOGFAfta 2F @2dz2NJ O2dzNBES bt Ay OfdzZRAYy3I Ada t20FGA

Your rights
The ESOS framework protects your rights, including:

, 2 dzﬁghﬂfb receive, before enrolling, current and accurate information about the courses, fees, modes
2T aiGdzRe yR 20KSNIAYTF2NXIFGA2Y FTNRY @&2dzNJ LINR OA RSN,

If you are under 18, to ensure your safety, you will be granted eovilyaif there is arrangements in place
for your accommodation, support and welfare.

Your right to sign a written agreement with your provider before or as you pay fees, setting out the services
to be provided, fees payable and information about refundsamfrse money. You should keep a copy of
your written agreement.

Your right to get the education you paid for. The ESOS Framework includes consumer

Protection that will allow you to receive a refund or to be placed in another course if your prévider
unabe to teach your course.

The ESOS framework sets out the standards Australian education providers offering education services to
overseas students must obey. These standards cover a range of information you have a right to know and
services that must beffered, including:

1 Orientation and access to support services to help you study and adjust to life in Australia

Who the contact officer or officers is/are for overseas students

1
9 If you can apply for course credit
1 Information of facilities

1

When your enrolmat can be deferred, suspended or cancelled
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study and what support is available if you are not progressing well

1 If attendance will be monitored for your course,can
1 Acomplaints and appeals process.

One of the standards does not allow another education provider to enrol a student who wants to transfer
to another course, but has not completed six months of the course of study planned to be undertaken in
Australia. @ 2dz ¢y G2 GNIyaFSNIoSTF2NBKIFIYR &2dz ySSR & 2 dz

If you are under 18, to ensure your safety, you will be granted a visa only if there are arrangements in place
for your accommodation, support and welfare.

Your responsibilities
As an oerseas student on a student visa, you have responsibilities to:
9 Satisfy your student visa conditions
Maintain your overseas student health cover (OSHC) for the period of your stay
Meet the terms of the written agreement with your education provider

1
1
1 Informyour provider if you change your contact details, this must be confirmed every 6 months
1 Maintain satisfactory course progress

1

LT FGGSyRFYOS Aa NBO2NRSR T2NJ e2dNJ O2dzNASE F2f

47. Accessing the Student Portal

AVLC maintains and provides all students access to the student portal via the AVLC web site
http://www.avlc.edu.au

This portal provides all students with information on current progress and course results, atteridagaice
their current recorded details, timetable, payment information, course materials, AVLC documents
including forms and also provides a section for feedback and complaints from students.

The log into the student portal is available on the AVLC welhsime page on the top left corner as shown
below.

CLICK HERE Australia +612 9687 0620

EMPOWERING
PEOPLE

WITH SKILLS
KNOWLEDGE

ABOUTUS OURCOURSES STUDENT SERVICES NEWS & EVENTS CONTACTUS LOGIN LOG OUT

Students click on the E-Learning Login
button to access your online course

E-LEARNING LOGIN

; eck o
I STUDENT PORTAL LOGIN |

.‘ INTERNATIONAL STUDENTS

Figurel - AVLC Home Page

Click ondStudent Log lhand this will takeyouto the main log in screen.
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The main log in screen (as shown above) allows not only current#ddi€hts to login into RTOManager
odzi Ffaz2 adr¥¥ IyR 3Sytaod CNRBRY (GKAa aONBSy &2dz O
with a list of all AVLC course available, course duration, CRICOS Code and tuition fee.

The next tab for DownloaBocument provides access to various publicly available AVLC documents
including a copy of this student handbook.

The student application tab will take you to the section where potential students are able to complete an
online application to become a studeoaf AVLC or complete a previously commenced application.

The Agent registration tab provides an area for potential Education Agents to apply to represent AVLC.

The Agent list tab provides a list of @lirrent Education Agents who represent AVLC and therent
contact details.

To log into the student portal from the main log in screen this can be achieved through two different ways.
1. /£t A01 2y (GKS W[ 23AyQ t20FGSR 2y GKS FI NJ NRIKID
open a separatéog in window as shown in figure 3
2. Clickon?! aSNYIYSQ 2y GKS FININAIKG 2F GKS 6S0 LI 3¢

¢2 £23 Ay OGAlF SAOGKSNI YSGK2R Ot A01 2y W asSNylLrysQ
Ay (GKS Wt I pedngy8uNRKBwWoOFIAYSUr passivard is either the one provided when you
commenced your studies at AVLC or the one you have selected to use.

Once you have done this click on the login button (highlighted below in purple). This will take you to the
main pageof the student portal.

] RTCmanager- WebiSuira Cellege Managerment System — Home Page - Internet Explcrer -clEl
T . T [r—r—
te & nes Lot bioe

Figure2 RTOManager Welcome Page

Login
Username |

Password

Figure3 Pop Up Log In Window

Shown below in figure 4 is the main portal screen. From this sgreeare able to:
Edit your profile anghersonal details

Change your password

View and download any available documents including this student handbook
View and download course materials

Check your attendance
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Check and confirm your timetable and view your academic progress and results
Use and crate a to do list

Enrol into classes online

Request your USI via AVLC

View any warning letters

Provide feedback and lodge complaints

Check payment information including outstanding amounts owed.

Fl » - olN
e 3 S e " £-a 2

Figure4 Main Student Portal Screen

¢2 SRAG @2dzNJ LINPFAES @&2dz OFy SAGKSNI Oft AO1 2y GKS
button on the main screen.

Figure5 Edit Your Profile

Within this screen you can cheakd adjust your details including adding your USI number if you have it.

@ OftAOlAYy3d 2y Wt2aidlf ! RRNFaaQ IyR WhOSNERSIFakt SN
as updating your current address. Remember it is a visa requirement tmespsur contact details are
always up to date.
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Once you have completed updating your detallsk/“#=) Once the system has completed updating your
details you wilreceive a confirmation message in green as shown below.

CNRY (KS WORASY 2NANXSEWNETa2 &QOBYNBf a2 asStSOG SAGKS
¢KS W/ KIFIy3aS tlaag2NRQ aONBSy gAftft fft2¢ e2dz 2 OK
put in a security question and answer in case you forget your password. illtdeable the password to

be retrieved once you have answered the question correctly.

Figure6 Change Password Page

TheOSHC info page will display information on your current Overseas Health Care status.

3 ]
- T P

T —— —

EdiPoobs  ChargePasswerd OSAC Wi

M Student Overseas Health Care Info

Figure7 OSHC Info Page
To return to the main screen at any time press the home tab.

tKS W+ASg 520Q (I 06 g¢aldws yoltb Jonloadadd vieve AVii@dsumeerisliike G K I {
studenthandbookand general formsYou can oglaccess documesthat haveset up byAVLQo be
accessible for student

3
¢ r——————r— £25] 0 momer v
T

£

Figure8 View Doc Page
To download a document from this page the following procedure is to be followed:

Click on the directory listed. This will take ytotthe listing for this directory.
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RTOmanager- WebSutra College Management System — Student Portal: View Documents - Internet Explorer

2
g@\o https://avlc. it / /e /StudentPages/Std_ViewDocuments.aspx L-ac H 4 RTOmanager- WebSutra C... % ‘ ‘

Ele Edit View Faverites Toolks Help
x Google v | *9 Search ~ ‘ o ‘ EﬂShare‘ More 3>
x -

] L v Pagev Safetyv Tookv @+

e UTHUSN Material | Aftendance | Timetable & Results | Payment | Waming Log

& Download College Documents - Student Access

Enter document name or description : Search Document Clear

[E pirectory & Files that are acessible in current directory.

Name Length Description Extension Las
x 0 Parent Directory Dir 1410
AVLC Student Handbook ve.pdf 524741 pot 1410
Policies and Procedures Manual vO.odf 839567 pat 1410

Igons Description: | T Giok to move one. directory up.

From the list select the document you want to view. Once click on the document the following screen will
appear.

Do you want to open or save AVLC_Student_Handbook_v8.pdf from avic.rtomanager.com.au? Open Save | ¥|| Cancel x

You can select to open the document or save it to your computer from viewing later.

TheMaterial screenallowsyouto viewand ordownload Course Materials uploaded Yyyur Trainer or

AVLGtaff for the subject that you are studying. This is specifically related to only course materials for the
subject you are currently enrolled ifio access course mategal O | y R2 GKAA& o0& LINB&aaAy
odzii2y 2y GKS YIAY aONssy 2PU:anSOuAy G§KS Wal (SN
aSOGA2y @2dz Ydzaaild ¥F2tt2¢6 (GKS &1 YS LINRPOSRdAzZNB Fa F2N

B - @] & rromnger wasas

B PR B Ty = Sgnin A+

= Download Course Material ) st spuctc ) Camse Speciic

@ b Pt 00 & 10 ¥

Figure9 Download Course Material
CNRY | y& &AONBSy &2dz OFy OftAO0O1 2y GKS W i§FBYIRIyOSQ
this screen you can view records of your attendance for each qualification enrolled in and by semester and

3

term. You caralsoviewyourweekly ortotal attendance by simply C|iCkilwg;kTv or o iconslocated on the
right hand side of the page.
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Rt | | Bt | e | A

I View Attendance &

o s BSESI2TT Diloms o B STTATS ]

Sarest . ol mrch g v
o A

@ b | Prtmcindiins O R 1008

Figurel0 Attendance Page

/I tA01AYy3 2y GKS WeAYSGiloftS 9 wSadzZ abe: ¢+-o6o gAff Gl
View your weekly timetable

Monthly timetable

View by semester and week

View academic progress via the results page

View your current study plan

To view you current time table:
Select the relevant course

Select view type weekly or monthly
Selectsemester

Select week as required

Click or(venTimetatle) o see timetable.

p = = e |
) : o
| [ r—————r———— XY py—— A

e e e e 1

x Googe |20 S+ | - | e | Mo = P

B = @ - - Bwer ey Taske @

I View Current Timetable =K

et e BEBSIRTT - Dy of Susvss (LRI Cueet St

wenssy Toesay. pre— Tz Fray sy sunsy.

Figurell Timetable & Results Page
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Figurel2 Current Timetable Monthly

To view you current results and academic progress click on thion on the far right of the page. This
will display the results page. Select the course for which you want to view the results from. This will display
all completed units and their final result outcomes and those enrolled in without an outcome.

Figurel3 Academic Final Results

To view all course you are enrolled you can click icon located on the right hand side of the page. This
will take you to the study plan page. On this page you can view all courses you are enrollegén afsb

by clicking on the Action icon a pop up screen will appear where you can view your progress summary
through a particular course either by Unit Completion or Subject Completion Summary. If you wish to
export this information there is an icon on thight hand side to export to Excel. To close the screen click
the red close panel icon on the RHS.
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