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College Location
Lloyds International College (the College) in the heart of Sydney CBD located next to major
shopping, entertainment attractions. Major attractions such as the Sydney Opera House and
Darling Harbour are just a short walk away, parks, cafes, shopping centres, major libraries,
sporting facilities and beaches surround us. Travelling to the College is easy from anywhere in
Sydney. Train, bus and ferry stops are all close by.
The College city location
Level 2, 499 Kent Street
Sydney NSW 2000
Programs delivered: Vocational Courses. (Note: Vocational courses orientation day occurs as
per Intake dates at this address). Map (from Google Maps):
All new students are required to attend an orientation session at the beginning of their course.
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INTRODUCTION

Pledge
We enrich the lives of people. We provide learning in a fun, caring and responsive environment.
This opens a world of opportunity for our students.
Promise
We are responsive and we care.
Core Values
Empathy, Commitment, Integrity, Fun & Teamwork
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First Point of Contact
Staff are always available to assist you in times of stress or pressure during your course.
Contact the Student Support Officer or any of the student support team if you need help or
advice. The Student Support Officer is also the first point of contact if you are involved in or
witness a critical incident. Should the Student Support Officer not be available at the time, then
you should immediately contact one of the other support team members located at Reception.
Direct line to reception is 02 8263 1265

ESOS Framework
The College is committed to providing you with quality education and protecting your rights.
The Australian Government requires providers of education to overseas students to ensure that
students have a safe, enjoyable and rewarding place to study. Australia’s laws promote quality
education and consumer protection for overseas students. These laws are known as the ESOS
framework and they include the Education Services for Overseas (ESOS) Act 2000 & the National
Code 2018
https://internationaleducation.gov.au/RegulatoryInformation/Documents/esosstudentfactsheetv4%20-%20Final%20clean%20copy.pdf

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.au. CRICOS 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 the details of your
course, including location, match the information on CRICOS.

Your Rights
The ESOS framework protects your rights, including:
• Your right to receive, before enrolling, current and accurate information about the courses,
fees, modes of study and other information from your provider and your provider’s agent.
• 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 refunds of course 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
provider is unable to teach your course.
• Your right to know:
- How to use your provider’s student support services
- Who the contact officer is for overseas students
- If you can apply for course credit
- When your enrolment can be deferred, suspended or cancelled
- What your provider’s requirements are for satisfactory progress in the courses you
study
- If attendance will be monitored for those courses
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-

What will happen if you change providers
How to use your provider’s complaints and appeals process

Your Responsibilities
As an overseas student on a student visa, you have responsibilities to:
• Inform your provider if you change your address,phohe,email within 7 days of it
occurring
• 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 provider & keep a copy of it and any receipts
paid. Maintain financial stability for the duration of your course to pay your course fees as per
enrolment agreement pay schedule
• Maintain satisfactory course progress
• If attendance is recorded for your course, follow your provider’s attendance policy
• Ensure you work 20 hours during study time and can work 40 hours during term break. For
more info go to fairwork.gov.au

Code of Conduct for Students
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Strive to do your best
Be punctual and pay attention to your teachers
Be respectful and obedient
Do not cheat
Be safe at school. Obey all safety rules
Do not offend or embarrass others
If you are absent from class it is your responsibility to complete any work on your own
Respect the college facilities and resources by taking care of them when you are using
them
Use clean computer disks to ensure no viruses are transferred
Be prepared for each lesson with a notebook and pen
Keep the college up-to-date with your address and contact phone number.
Dress appropriately, wear shoes and take off hats and caps when in class
Maintain a minimum of 50% of course progress in a second consecutive
compulsory study period in a course
Any unacceptable behaviour include petty theft, sexual harassment, refusal to follow
instructions from staff members, and being disruptive, will be reported to the AM who will
take disciplinary action

As a student at the College you have the right to enjoy a safe and supportive environment
without harassment or discrimination.

Contact details
For
information
about

Who
to How
contact

Applications

Admissions
Office

Send your application form to the admission office for
processing.
Level 1, 499 Kent Street, Sydney. NSW 2000
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Policies and Student
procedures
Services
that affect you Officer &
this
handbook
Your
ESOS Department
rights
and of
responsibilities Education
and
Training

Ph: 8263 1212
admin@lloydscollege.nsw.edu.au
Level 2, 499 Kent Street, Sydney. NSW 2000
Ph: (02) 8263 1265
Email: studentservices@lloydscollege.nsw.edu.au
Web: www.lloydscollege.nsw.edu.au
ESOS Helpline: 1300 615 262
https://internationaleducation.gov.au/RegulatoryInformation/Documents/esosstudentfactsheetv4%20%20Final%20clean%20copy.pdf
E: iehotline@education.gov.au

Your
matters

Visa Department
of Home
Affairs
(DHA)

Head Office

Website: www.immi.gov.au
Phone 131 881 in Australia
Contact the DHA office in your country

(for Accounts,Admissions, Marketing & English Language Classes)

Head office is located on Level 1, 499 Kent Street, Sydney, NSW

Course Information
The College is a Registered Training Organisation. We provide training and assessment services
in the area of Business/Leadership and Management/Marketing and Communication. Our
national qualifications include:
• BSB20120 Certificate II in Workplace Skills
• BSB30120 Certificate III in Business
• BSB40120 Certificate IV in Business
• BSB50420 Diploma of Leadership and Management
• BSB60420 Advanced Diploma Of Leadership & Management
• BSB40820 Certificate IV in Marketing and Communication
• BSB50620 Diploma of Marketing and Communication
• BSB60520 Advanced Diploma of Marketing and Communication
For more information about our courses please visit our website www.lloydscollege.nsw.edu.au
and go to enrolment tab
All vocational courses include 5 hours per week online delivery and students need to have
access to a computer. Minimum computer specifications are as follows:

Lloyds VET International Student Handbook

Version 11.3

Last Update: Sep 2022

9

•
Microsoft Office 2003 or equivalent
•
Microsoft Windows 2000, or Mac OS X or higher
•
CD ROM drive
Students will also need access to Adobe Acrobat Reader and Macromedia Flash player plug-ins
At orientation you are provided with an online manual to reference how to log in and access your
online subjects. If any questions can always email onlinesupport2@lloydscollege.nsw.edu.au or
call 02 8263 1265

Unique Student Identifier (USI)
All students undertaking nationally recognised training delivered by a registered training
organisation need to have a Unique Student Identifier (USI). The USI is a reference number
made up of ten numbers and letters that creates a secure online record of your recognised
training and qualifications gained in Australia, from all training providers you undertake
recognised training with
will give you access to your training records and transcripts, can be accessed online, anytime
and anywhere, is free and easy to create and,stays with you for life.
When you create your USI number, you will have a USI account. Your USI account will contain
all of your nationally recognised training records and results completed by your from 1st January
2015 onwards. This will make it easier for you if you need to confirm your qualifications for a
new job or if you wish to start your studies with another training organisation.
If you do not have a USI, we cannot issue you with a Certificate, Records or Results or
Statements of Attainment.
It is a requirement that all new students must supply the College with their USI on or before their
orientation day.
How do you apply for a USI?
Applying for a USI is simple, and free.
a) Apply for your USI by yourself online.
Go to the USI website: http://www.usi.gov.au, Click on the ‘Students’ link and follow the
instructions to create your own USI. You will need one of the following forms of identification to
complete your application: Driver’s Licence , Medicare Card ,Non-Australian Passport (with
Australian Visa) for international students , Birth Certificate (Australian) *please note a Birth
Certificate extract is not sufficient
b) Our Student Services Officer will help you to apply for USI if you wish. You can use the
computer facilities at the college to make your application with the assistance of the Student
Services Officer.
The students must be confirmed USI through the orientation program.
You can find more information about your USI at the following links:
http://www.usi.gov.au
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English Language
Our courses are conducted in English by qualified and experienced trainers who have years of
experience in the Business industry. If English is not your first language you need to provide
certified evidence of your English language proficiency. The following options are recognised by
The College as English entry requirements for vocational courses:
•
•
•
•
•
•
•
•
•
•
•
•

A minimum score of International English Language Testing System (IELTS) score 5.0 for
Certificate III/IV, 5.5 for Diploma/Advanced Diploma
An English proficiency from any ASQA or NEAS accredited ELICOS provider: Intermediate level
(B1) or above for Cert II/III/IV, Upper-Intermediate (B2) for Diploma/Advanced Diploma
TOEFL(PBT) 417-450 or above for Cert II/III/IV, 453-497 or above for Diploma/Advanced Diploma
TOEFL (iBT) 35-45 or above for Cert II/III/ IV, 46-59 or above for Diploma/Advanced Diploma
TOEIC 550 or above for Cert III/IV, 600 or above for Diploma/Advanced Diploma
Pearson Test of English (PTE) 36-41 or above for Cert II/III/IV, 42-49 or above for
Diploma/Advanced Diploma
Successful completion of Certificate II/III or IV in English
Proof that the medium of instruction at school/college has been in English with satisfactory
grades in English in final examinations
Cambridge FCE - First Certificate in English
1-year study full time in an Australian University
1-year study full time in an Australian RTO
91344NSW Certificate II in TESOL

Students for VET courses who are experiencing difficulty in achieving course progress because
of language, literacy or numeracy skills will be referred within 4 weeks of course commencement
to the English department for testing. If the results indicate insufficient level of language, literacy
or numeric skills indicating the student cannot achieve the qualification then the student must
enrol in an English course prior to re-commencing the VET course. College staff will advise the
student of the procedures involved in making this transition and the student will have to pay
additional fees. All students are advised of the requirement to have IELTS level 5.5 or higher in
order to succeed in VET courses.

Teaching Methods
Our teaching methods include face-to-face instruction, small team activities, pair activities and
one-to-one individual support, attention, and assistance. All instruction is in English. 25% of the
course is provided online except for Advanced Diploma of Leadership & Management.

Learner Support
The learning support strategies used by trainers at The College include:
•
•
•

Ensuring individual support and advice to students.
Providing additional written learning material and illustrations to reinforce the learning.
Provider further support on language if needed via the English Department
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Our trainers/assessors are available to discuss and support you with any concerns you may have
during your studies with us. Feel free to talk to them or the Student Services Officer about your
adjustment to student life and study in Australia and any other problems that may be affecting
your studies. They will advise or refer you appropriately.
College Staff will:
• recognise the cultural diversity of all students
• ensure equal treatment of all students
• encourage full participation and assist all students to achieve course outcomes
• provide equal access to resources
• refer students with learning difficulties to appropriate agencies

Enrolment
Recruitment to The College is carried out in an ethical manner in accordance with access and
equity principles. All enquiries are provided with The College Information Enrolment. Access to
the courses is open to all applicants subject to payment of fees and the extent to which the course
outcomes and pre-requisites match the needs of the student. Enrolment is on-going where
places are available.
Once an international student has enrolled at The College they cannot defer commencement of
their studies or suspend their studies except on the grounds of illness, supported by a doctor’s
certificate, or other exceptional compassionate circumstances beyond the control of the student
for example, bereavement.

Enrolment Procedure:
•

•
•
•
•
•
•
•

Students can access information regarding the College on the web including advice on
how to obtain information on the College, fees structure, refund policy, and enrolment
procedures.
Student completes international students’ application form and collects other documents
relevant to the application i.e. certified evidence of English language level etc.
The Admission Officer reviews student’s enrolment documents and if entry requirements
are met, issues a letter of offer and an enrolment agreement.
Student accepts enrolment conditions by signing an enrolment agreement and sending a
copy to the Admission Officer.
On receipt of tuition fee deposit and enrolment fee the student’s information is entered in
PRISMS1 and an electronic confirmation of enrolment (eCoE) is created
Student is given an identification number and a database record is established.
Student organises health insurance.
Student applies for visa at Australian Embassy in country of departure.

1

Provider Registration and International Students Management System (PRISMS). This site provides
Australian education providers with the Confirmation-of-Enrolment (CoE) facilities required for compliance
with the Education Services for Overseas Students (ESOS) Legislation
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•

Students need to keep copies of agreements and all receipts paid to the college

Orientation to the Course
On your first day at The College, Student Services Officer and the Academic Manager will
welcome you, answer your questions and give you information about:
• Your stay in Australian, Safety
• Accommodation, finances and further study options
• Requirements to receive a qualification
• Certificates issued on successful completion of the course
• How your skills and knowledge will be assessed
• Recognition of prior learning/credit transfer
• How you can appeal if you don’t agree with your assessment outcome
• How you can complain if you are not satisfied with any part of the course
• How you can get extra help with your learning& welfare support
• Course timetable
• Online Studies
• Emergency evacuation procedures for students
• Your obligations as a student at the College including attendance requirements &
academic course progress requirements
• Working options and where to get help with working conditions go to www.fairwork.gov.au.

Orientation
All students must attend a compulsory orientation program on their course commencement date
for each course. Students must inform the college if they are not able to commence their course
as soon as possible prior to their course commencement date. Under The Education Services for
Overseas Students Act 2000 (ESOS Act), if a student has not commenced studies or made
contact with the college by the scheduled commencement date he/she will be reported to DIBP
via PRISMS within (31) working days of the scheduled commencement date. This means that
your ECoE will be cancelled for non-commencement if you do not commence your course on the
scheduled commencement date.

Student Support
The College recognises that students sometimes require learning support during their studies.
This can either be additional language, literacy and numeracy (LNN) support or general
assistance with study skills. The Student Services Officer can assist with advice about resources.

If you are experiencing any personal issues or distress please talk to a member of staff. We can
offer advice, referral to a counsellor, including the Welfare Counsellor, or other qualified person
depending on the nature of the problem.
Student Request Forms
Students may request information from Reception. All student forms are available at reception
and any required evidence will be explained by reception to ensure that students receive
information and support in a timely manner.
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Student ID cards
•

•
•
•

Students should receive their student ID card within one to two weeks after enrolment,
provided Student Services Officer has been given two passport size photos on Orientation
Day.
ID cards may be used as proof of identity.
Students are entitled to transport concessions on bus and trains
Students must carry their ID cards at all times while on College premises for security
reasons.

Security
Please do not leave your own possessions or College materials unattended. Unit of study
manuals, texts or notes that have been misplaced or damaged can be replaced by the student at
his or her own cost. Carry your purse or wallet with you at all times.

Student Complaints and Appeals
The College welcomes your feedback and suggestions on our services. We encourage students
to speak to us in person for any issues that could be resolved immediately. If the matter is not
resolved and requires more attention, Students have the right to access to the College’s
complaints and appeals process. This allows for a fair and equitable process to be implemented
for any complaint & appeal against the college in its assessment process, any decisions relating
to academic or attendance records any person employed by the college if they feel a person has
acted inappropriately, any systems and practices of the college are not meeting expectations, if
college is treating a person unfairly or any other matter of concern.
Students are able to submit a complaints & appeal against the College. Students fill out a form
located at reception and submit to reception for an appropriate interview with the Academic
Manager.
All complaints & appeals are handled in confidence and are reviewed by The College
management. Complaints are addressed within 10 days or sooner . If the process is not completed
within 60 days , the college will advise you in writing of its status.
We respond in a constructive and timely manner to all substantiated complaints and appeals
against decisions made by us.
The College ensures that:
• each complaint and appeal and its outcome is recorded in writing
• each appeal is heard by an independent person or panel
• each appellant has an opportunity to formally present their case and is given a written
statement of the appeal outcome including the reasons for the decision
• Student’s enrolment is maintained during the complaints and appeals process.
Please note the students’ status will still be active and s/he can still attend all classes during the
complaints process.
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While all internal complaints and appeals are in process, the College will maintain the enrolment
of the student. However, if the appeal is against the College's decision to cancel the
CoE because of unsatisfactory attendance, the College will maintain the student’s enrolment until
the external complaints process is complete and has supported the College’s decision.
There is no cost involved in the complaints and appeals process. However, if a student wishes an
external agency to be involved, the student may have to pay a fee for that service. The College
will not charge students for any external referrals to an agency.

External Complaints or Appeals
If a student is dissatisfied with the outcome of the complaint or appeal at the end of the internal
process, the student may wish the matter be dealt with through an external dispute resolution
process facilitated by the Overseas Students Ombudsman. The College does not charge any
student for the referral to external support services/agencies.

Overseas Student Ombudsman (OSO) www.ombudsman.gov.au
•
•
•

•
•
•

In Australia, you have the right to complain.
The Overseas Students Ombudsman's services are free.
In some cases, the Ombudsman may decide not to investigate your complaint. This might
happen where another organisation can help you, or you have not spoken to your provider
about your complaint.
If OSO decides not to investigate, they will tell you why. The Overseas Students
Ombudsman may refer you to another organisation that can help.
The Ombudsman is independent and impartial. If OSO does decide to investigate your
complaint, they will contact the education provider and ask us what happened.
The Overseas Students Ombudsman will treat your information with privacy and respect,
and collect, store, use and disclose your personal information only in accordance with
Australian privacy laws.

Where, the outcome of the internal and external complaints and appeals process, supports the
student, The College will implement the decision or corrective action as soon as possible and
advise accordingly.

Telephone
You can contact OSO by telephone, 9am to 5pm Monday to Friday, Australian Eastern Standard
Time (AEST). In Australia, call: 1300 362 072 (calls from mobile phones at mobile phone rates).
Outside Australia, call +61 2 6276 0111.

Using an interpreter
If you want to make a complaint in your language you can. Call the Translating and Interpreting
Service (TIS) in Australia on 131 450, outside Australia call +61 3 9268 8332. We will pay for the
interpreter.

Lloyds VET International Student Handbook

Version 11.3

Last Update: Sep 2022

15

Further information about making a complaint is available here.
Click here to find more information about services available to assist you to make a complaint.
Visit our tools and resources page for common complaint information, frequently asked
questions and more.

Mail
You can write a letter and post it to: Overseas Students Ombudsman GPO Box 442, Canberra
ACT 2601, AUSTRALIA

Complaints Against other Students
Students with a problem or complaint with another student should use the following procedure.
Please note that students can bring a support person or be represented by a nominee at any
stage of the process. The College will not tolerate inappropriate behaviour of any kind. If you are
being bullied or harassed by anyone while you are at the College you should use the following
procedure:
Step 1:
• Identify and discuss the complaint or grievance with the other party
• Discuss the best outcome to the complaint or grievance
• Agree to act to resolve the complaint or grievance
Step 2: If the complaint or grievance is unresolved talk to the Academic Manager who will try to
remedy the problem.
Step 3: If you are dissatisfied with the outcome of the mediation you may appeal the decision in
writing and request an external independent arbiter. This gives you the opportunity to formally
present your case. This may be at a cost to you. You may be accompanied and assisted by a
support person. The College will provide you with a written statement of the appeal outcome.
The College will provide you with a written statement of the appeal outcome.

Class or Educational Complaints
If you have a problem or complaint with the trainer, the course content, the facilities or any
component of the course you should use the following The College procedure:
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Step 1: In the first instance, talk to the trainer.
Step 2: If you feel it is not appropriate for you to talk to the trainer then you should put the
complaint in writing and address the letter to the Academic Manager.
Step 3: The Academic Manager will respond to the written complaint within 10 working days.
Step 4: If you are dissatisfied with the Academic Manager’s response you can appeal the decision
by requesting to have the matter referred to an external independent arbiter. This gives you the
opportunity to formally present your case. This may be at a cost to you. You may be accompanied
and assisted by a support person. The College will provide you with a written statement of the
appeal outcome.

Accreditation Agency
In Australia, accredited vocational and English education and training is regulated by the
Australian Skills Quality Authority (ASQA). ASQA regulates courses and training providers to
ensure nationally approved quality standards are met.
Students can contact these government bodies on matters relating to the operations and
standards of delivery at The College.
The contact details are given below:
Vocational Education & Training Students:
Governing Body:
Australian Skills Quality Authority (ASQA)
Address:
Level 10 255 Elizabeth Street, Sydney, NSW 2010
Postal Address:
GPO Box 9928, Melbourne, VIC, 3001
Phone Number:
1300 701 801
Website:
www.asqa.gov.au
ASQA’s functions include:
• registering training providers as ‘registered training organisations’ (RTOs)
• recommending RTOs as CRICOS providers—providers that can enrol international
students
• accrediting vocational education and training (VET) courses
• ensuring RTOs comply with the conditions and standards for registration, by carrying out
compliance audits.
ASQA may also collect, analyse and publish information on the VET sector and VET providers.

Accommodation and Living Expenses
An international single student living in Sydney requires approximately AU$21,041 for living
expenses each year.
Note: This figure does not include tuition fees.
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Remember that your cost of living in Sydney will vary according to your lifestyle. For example,
eating out at restaurants all the time will increase your living costs a lot, as will driving a car (you
will have to pay for petrol, registration, maintenance and insurance, as well as the car itself).
Suggested weekly budget (all figures are in Australia dollars and accurate as of 2019):
Accommodation ranges from $90 to $440 a week (for a room in a hostel to rental)
Food costs range from $140 to $280 a week.
Public transport costs range from $30 to $60 a week. For more information please visit Sydney
Transport https://www.transport.nsw.gov.au/
For more information please visit Study in
Australia https://www.studyaustralia.gov.au/english/live-in-australia/education-and-livingcosts/living-costs-in-australia
http://www.youth.nsw.gov.au – Wages, housing, health and more useful information
http://www.lawaccess.nsw.gov.au - Legal assistance

Accommodation Options
Homestay services provide an opportunity to stay with an Australian family and experience the
Australian culture and lifestyle. If you need Homestay, we ask our students to tick ‘yes” on the
application form. We will send you the contacts of suppliers of this service for you to make your
personal choice and suburb of where you want to stay. Most Homestay is a minimum stay of 4
weeks. For Homestay fees, please see the information sent to you once you request this
information from us, or visit our website as these prices are also listed under accommodation
tab.
Hostel accommodation is a popular option for international students, especially in the first
months of their arrival. A small, furnished room is provided with access to a shared bathroom,
laundry, lounge and recreational activities. Some hostels also provide computer access. It is
recommended that students considering Hostel accommodation options look at two or three
properties prior to making a decision. Many hostels are privately run and as such come under the
Rooming House Act. Please note, if the student signs a lease, they are covered by the Residential
Tenancies Act.
Apartment/flat rental varies greatly in cost and conditions. For long term arrangements, it is
strongly advised that the student is familiar with the suburb or area. For purposes of bond
payment and moving arrangements the student must be available to sign agreements. For this
reason international students are advised to secure short term accommodation upon arrival so
that flat and apartment hunting may be started after they have settled in and begun to seek out
areas they would like to live in.

Banking
It is recommended that you open a bank account soon after arriving. Banks in Australia provide
savings and cheque accounts plus a range of other financial services including personal loans,
bank drafts and transfer of funds. Exchange of currencies and the purchase of foreign currencies
can also be conducted at banks. Travellers cheques can be cashed at banks but you will need to
show your passport for identification.
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Commonwealth Bank (CBA)
546 George Street Sydney
www.commbank.com.au
Westpac Bank
686 George Street Sydney
www.westpac.com.au

Opening a Bank Account
If you have been in Australia for less than six weeks, your passport will be enough identification
to open a bank account. If you have been in Australia for more than six weeks, you will need some
further identification such as your student identity card. Before choosing a bank and a particular
account, you should compare interest rates, bank fees, etc. Some banks do provide student
accounts where only government fees are charged.
Most students open an account that has access to an automated teller machine (ATM) via a card.
Cash is then accessible 24 hours a day, seven days a week. Most supermarkets and shopping
places have facilities to purchase goods with your ATM card, known as EFTPOS facilities.

Banking hours
Banking hours vary, but these are the general banking hours of most banks.
Monday to Thursday: 9.00am - 4.00pm | Friday: 9.00am - 5.00pm
Saturday and Sunday: Closed (some banks may open Saturday mornings)

Places of Worship
There is complete freedom of religion in Australia. Most of the world religions are represented in
Sydney and have their own places of worship. These can be found in the Sydney White Pages,
listed alphabetically under the denomination.
The majority of Australians are Christian, the three largest denominations being Anglican, Roman
Catholic and Uniting Church. Smaller Christian denominations include Lutheran, Jehovah’s
Witness, Seventh Day Adventist and Baptist. Other major religions with a great many adherents
in Australia include Judaism, Islam, Buddhism, Hinduism, and Taoism.
If you need assistance in finding your place of worship, please speak to the Student Services
Officer and they will be able to help you.

Emergency Contact
For Emergency assistance with Police, Ambulance and Fire Brigade call 000
Emergency Contact for a Manager on behalf of the College call 0438 878 423

Emergency and Health Services
Below are phone numbers you should know:
• The College Student Services Officers
• Police and Ambulance and Fire
• Australian Health Management
• Department of Immigration and Border Protection
• Health Services Australia (Medical Examination)
• Public Transport Information Line (Timetables, routes etc)
• Telephone Directory Service
• International Directory Service
Lloyds VET International Student Handbook
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•
•
•
•

Lifeline Counselling Service (Telephone Counselling)
Translating and Interpreting Service (24 hours)
Domestic Violence Line (24 hours)
The College Counsellor

131 114
131 450
1800 656 463
02 82631200

Counselling and Mental Health Services available 24 hours:
Telephone Counselling Services
• Lifeline (24 Hour Counselling)
• Salvo Crisis Line
International student's emergency line
• International Student OSHC World Care(24 hour)

13 1114
9331 2000
1800 814 781

Specialist and Welfare Telephone Services:
24 Hour Hotlines
• Domestic Violence Service
• Rape Crisis Centre
• Women's and Girls' Emergency Centre
• Poisons Information Service

1800 656 463
9819 6565
9360 5388
13 112

Community Services
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

ARAFMI (Assoc. of Relatives & Friends of the Mentally Ill 9805 1883
Abortion Grief Counselling
1300 363 550
Alcohol & Drug Info Service
9361 8000
G-Line (Gambling Counselling)
1800 633 649
Men's Line Australia
1300 789 978
Mission Australia Helpline
1300 886 999
Pregnancy Help Line
1300 139 313
SIDS NSW (Sudden Infant Death Syndrome Support)
1800 651 186
Al-Anon Family Group
9264 9255
Alcoholics Anonymous
(Central South & West)
9799 1199
(City & East)
9387 7788
(North)
9488 9820
FPA (Family Planning) Health Line
1300 658 886
Gay & Lesbian Counselling Service
9207 2800
Donna Maria Pre & Post Natal Support Network
1300 555 578
Ted Noffs Foundation (Drug & Alcohol Counselling)
1800 151 045
SANE Helpline (Mental Illness Info & Referral)
1800 187 263
OCD Support Group
1800 626 055
Mental Health Info Service
9816 5688
Beyond Blue
1300 224 636

Housing
•
•

Tenants Union of NSW Hotline
Youth Emergency Accommodation Line
(Recorded info)

9251 6590
9318 1531

Money & Credit
•
•

Credit Helpline
Moneycare Counselling Service
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•
•

Fair Trading
Welfare Rights Centre

1800 802 055
9211 5300

Department of Industrial
Relations:
Wageline
Workplace Rights Hotline
Employment

1300 369 945
1300 737 841
1300 369 925

Human Rights & Equal
Opportunity Commission
Complaints Info Line
General Enquiries

02) 9284 9600
1300 656 419
1300 369 711

Legal
•
•
•
•

International Students Legal Advice Service
Legal Aid (Sydney Head Office)
Ombudsman's Office of NSW
Combined Community Legal Centres group(NSW)

9698 7645
9219 5000
92861000
92127333

Legal Services
Listed below are lists of Legal Services available in the Sydney Metropolitan area. This section is
relevant to all our students who may require legal advice or solutions.
Legal Aid New South Wales www.legalaid.nsw.gov.au
Combined Community Legal Centres group (NSW) inc. https://www.clcnsw.org.au/
Legal Choice NSW http://www.lawchoice.com.au/
Medical Assistance
Following are contact details for medical centres, opticians and dentists that are located close to
The College.
Town Hall Clinic
Level 4/50 York St, Sydney NSW 2000
Tel: (02) 9299 4661
World Square CBD Medical Centre
Shop 41 Town Hall Square, (Town Hall Station), Sydney NSW 2000
Tel: 02) 9777 0024
Information on Sydney
Listed below are some useful websites with information about Sydney:
Discover Sydney - www.discoversydney.com.au
Australian Tourist Commission - www.sydney.com.au
Sydney City Search - www.cityofsydney.nsw.gov.au
Official City of Sydney Site - www.cityofsydney.nsw.gov.au
Lonely Planet - www.lonelyplanet.com/destinations/australasia/sydney
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Sydney Post - www.sydneypost.com
Tourism New South Wales - www.visitnsw.com
Sydney Morning Herald - www.smh.com.au
Sydney transport - www.sydneytransport.net.au
Bureau of Meteorology - http://www.bom.gov.au/

Counselling
Counselling provided by our Welfare Counsellor is available to those studying at the College, on
matters ranging from private concerns to living issues.
Students can see the counsellor for a variety of reasons. Everyone finds themselves in difficult
circumstances at some time in their lives. Sometimes students want to speak to someone who is
professional, confidential and separate from family and friends.

Reasons to speak with the Counsellor
If you are having personal difficulties, or just want to talk about:
• Your special needs
• Your disability
• Relationships
• Family issues
• Ongoing problems with anxiety, stress, shyness, depression, low self esteem
• If you need moral support in attempting something challenging
The College will provide access to welfare related support services to assist students at no
additional cost to the student. This includes The College counselling services. In some cases,
The College counsellor may refer the student to an external provider. This referral will be at no
additional cost, however the external provider might have their own service fees and students
may have to pay the external provider.
See the Student Services Officers to learn more about the Counselling Services we are offering
and to make an appointment.

Facilities and Equipment
Facilities and equipment is set-up, checked and maintained regularly to ensure effective, efficient
and safe operation.
Students have access to necessary instructional and assessment facilities, materials and
equipment. Training facilities include:
•
•
•
•
•
•

Adequate acoustics, ventilation and lighting
Computer labs
Amenities for coffee and lunch breaks
Toilet facilities
Free Wireless Internet
Student Lounge and Lunch Area

Library
The College has a reference library which has reference textbook and some other additional
reference books. The library has PC’s available to use. Students can also use the PC’s in the
classrooms for self study during breaks. These computers are there for students to use.
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Students are provided with information to enable them to have access to the State Library of NSW
from which they can resource services online through their State Library membership.

Special Needs
Students intending to enrol for training with the us are requested to advise us if they have any
physical or other impairment (e.g. English language, literacy or numeracy difficulties, dyslexia,
etc) which may adversely affect their ability to successfully undertake training and assessment,
prior to enrolment.
Students with disabilities or impairments are encouraged to discuss with the Academic Manager
any ‘special needs’ and/or ‘reasonable adjustments’ to the study environment which they
consider are necessary or would assist them in the performance of their studies.
The Academic Manager, in collaboration with the student, will assess the potential for the student
to successfully complete the training which may include flexible delivery options to optimise the
ease and benefit of the student’s learning.

Access and Equity
We are committed to promoting, encouraging and valuing equity and diversity with respect to its
students and to providing them with a positive learning environment to achieve success. We will
ensure services offered are provided in a fair and equitable manner to all students, free from
bias.
We abide by equal opportunity principles, providing access to the benefits of training and
assessment to all students regardless of gender, sex, pregnancy, race, marital status, sexuality,
age, family/carer responsibilities, culture, linguistic background, disability, transgender, political
conviction or religious belief.
All students have equitable access to training resources and facilities, support services and
information, trainer and assessors, learning and assessment materials and opportunities.

Fees and Payments
Please visit our website to see the current fees schedule or email
info@lloydscollege.nsw.edu.au or call 02 8263 1212.
International students are required to sign a written agreement on payment of fees which sets out
the services to be provided, fees payable and information about refunds of course money.
The payment of all fees and charges is receipted and dated at the time of payment. Records of
fees receipted and dated are maintained and secured.
Please note that any school aged dependants accompanying you to Australia may be required to
pay full fees if they are enrolled in either a government or non-government school.
Additional charges will be added for a number of services as listed below:
Service

Fee

Airport pickup fee

$160-$180

Accommodation placement fee

$220-$350

Reinstatement of enrolment after cancellation

$200

Copy/Printing

$0.20/page

Replacement ID card
Printing of ELICOS course certificate or academic transcript (Older than 6
months from completion)

$10

Change of Course

$50
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Change of Class Shift ( both ELICOS and VET)

$50 Admin fee + Any difference in shift price

RPL Assessment (only available prior to the start date)

$250

Holiday request (after commencement)

$50

Cancellation fee charged if after commencement

$500

Replacement Diploma /Certificate / Statement of Attainment

$115 for within 5 years

Replacement Diploma /Certificate / Statement of Attainment

$250 for 5 to 15 years

Replacement Diploma /Certificate / Statement of Attainment

$500 for 15 to 30 years

If fees are overdue, students may be reported to Immigration (Department of
Home Affairs) for non-payment of fees

$100 Late payment fee + $50/week there after

Penalty fee for late assessment submission (after due date)

$100/unit

Second (or more attempts) re-assessment
Student Material – Workplace Skills/Business /Leadership and
Management/Marketing and Communication

$100/attempt

Text book/Material fee (General English course)

$10/week (min.$10-max. $400)

$60/term

Material/Resource fee (IELTS/FCE/EAP course)

$10/week
th

th

Administration fee for additional CoE per course (more than 3) i.e. 4 5 etc.

$50

All amounts are in Australian dollars (AUD)

Refund Policy
1. The Enrolment Fee, Administration Fee, credit card transaction fee, Accommodation Placement Fees and Airport Pick-Up Fees
are non-refundable whether you complete your course or not.
2. A $500 fee is payable for administering course cancellation after course commencement.
3. Where a student has cancelled prior to commencement a fee of $150 is charged for processing the refund (except in visa
rejection cases).
4. An administrative charge of $100 is made to vary an application e.g. Change of Start Date, Change of Course, Additional
CoEs/instalments (4th, 5th etc.)
5. If your application for a visa to study in Australia is rejected before the commencement date of the course and the College
receives notification in writing and a copy of the Australian Embassy rejection letter, a full refund of all pre-paid Tuition fees minus
the lesser of $500 or 5% of all pre-paid Tuition fees will be paid. This excludes all non-refundable fees listed under item 1. If you
commence a course at the College and subsequently your visa application is rejected, a refund of the portion of the Tuition fees
which you have paid but for which tuition has not yet been received will be refunded. Proof of refusal letter must be provided no later
than 4 weeks after refusal date, otherwise normal cancellation fees may be charged.
6. Student Default: No refund will be made if a student:
• has given false or misleading information
• fails to comply with the conditions of enrolment at the College
• is in breach of their visa requirements as imposed by the Australian Government
• withdraws after the commencement date of the course
7. Student Withdrawal: If you give written notice of your intention to withdraw from a course, all pre-paid Tuition fees will be
refunded, minus an administration charge of $150 and a cancellation fee, calculated as a percentage of the total pre-paid Tuition
fees as follows:
• 40 days or more before the commencement date, tuition fees will be refunded less a cancellation fee of 15%.
• more than 5 days before the commencement date, tuition fees will be refunded less a cancellation fee of 30%.
• less than 5 days before course commencement date, tuition fees will be refunded less a cancellation fee of 45%.
Refund procedures:
• You must complete the Refund Application Form.
• Your refund will be processed within 4 weeks of receipt of your completed refund application if it includes all the required
documents.
Note:
• Fees for additional services not covered in this Enrolment Agreement with Lloyds International College and directly paid to
Education Agents by students are not covered by this refund policy.
• Refunds will be paid directly to the student who entered into the Enrolment Agreement with Lloyds International College.
• Bank charges are deducted for overseas refunds made by electronic transfer.
• A written statement will be provided to the student to explain how the refund is calculated.
8. Where 2 or more courses are packaged, the conditions apply to all elements. Note that for packaged courses the course start
date is taken to be the start date of the first course.
9. Commencement of the course is defined as the course start date in the first Application form submitted by the student or agent
and not subsequent changes to the starting date.
10. Course and other Fees are not transferable to another student or institution but may be transferred to another course within
Lloyds International College at the discretion of the College.
11. Any approved refunds are made payable to and sent to the student, in the country of origin as applicable in
Australian dollars.
12. Provider Default: In the unlikely event that Lloyds International College is unable to deliver your course in full, starting from the
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agreed date, you will be offered a full refund within 2 weeks after the default date. This would include course cancellation due to low
enrolments. If Lloyds International College is unable to provide a refund or place a student in a suitable alternate course the Tuition
Protection Service (TPS) will offer students a suitable alternate place with another provider or refund the student the unused portion
of the prepaid tuition fees. For more information, visit https://tps.gov.au/StaticContent/Get/Faqs
13. This refund policy applies to all tuition fees paid to the college and includes any tuition fees paid to an education agent to be
remitted to the College.
14. All refund considerations will be strictly limited to the monies paid, which Lloyds International College has received from the
student as tuition fees only i.e. exclusive of all non-refundable fees listed under item 1.
15. This written agreement, and right to make complaints and seek appeals of decisions and action under various processes, does
not affect the right of the student to take action under Australian Consumer Law if the Australian Consumer Law applies.

consumer.gov.au/australian-consumer-law

Academic Information
Competency Based Training
Competency based training is a structured approach to training and assessment that is directed
toward achieving specific outcomes. It is about assisting individuals to acquire skills and
knowledge so they are able to perform a task to a specified standard under certain conditions. In
competency based training, the outcomes to be achieved are clearly stated so that students know
exactly what they have to be able to do, trainers know what training or learning is to be provided
and organisations know the skill levels required of their people. The emphasis in competency
based training is on "performing" rather than just "knowing".
A competency is defined in terms of what a person is required to do (performance), under what
conditions it is to be done (conditions) and how well it is to be done (standards).
In the Australian context a broad definition of competency has been adopted that includes four
aspects of work performance.
Task Skills
Being able to perform individual tasks
Task Management Skills
Being able to manage a number of different tasks within the job
Contingency Management Skills
Being able to respond to irregularities and breakdowns in routine
Environment Skills
Being able to deal with the responsibilities and expectations of the work environment

A competency is much more than just a description of a work task or activity. It encompasses
measures of the competency and addresses the knowledge, skills and attitudes required for a
person to perform a job to a required standard.

Introducing Competency Based Assessment
This section provides an introduction to assessment, specifically assessment of competence.

What is competence?
In vocational education and training, people are considered to be competent when they are able
to consistently apply their knowledge and skills to the standard of performance required in the
workplace.
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How do we know someone is competent?
We know whether someone is competent after completing an assessment that verifies that all
aspects of the unit of competency are held and can be applied in an industry context. Just as a
learner-driver must demonstrate they can drive a car by actually taking the examiner for a drive,
so too must learners demonstrate competence by undergoing an assessment process.
Assessment may involve a variety of assessment methods.

What standards are candidates assessed against?
In order to assess whether a candidate is competent, they are judged against competency
standards (often called benchmarks) developed by the industry. A competency standard is
comprised of individual units of competency that include the essential information needed to
assess a candidate.
To gain a formal qualification (e.g. a Certificate III or a Diploma), individuals have to be competent
in a specified group of units of competency. Information on the qualifications and relevant units of
competency are outlined in accredited courses or Training Packages. Training Packages consist
of competency standards, information on qualifications and assessment guidelines to assist
trainers and assessors.

What is competency based assessment?
Competency based assessment is the process of collecting evidence and making judgments on
whether competence has been achieved. This confirms that an individual can perform to the
standard expected in the workplace as expressed in the nationally endorsed competency
standards where they exist or on competency standards developed by relevant industry,
enterprise, community or professional groups (or outcomes of accredited courses if there are no
relevant nationally endorsed competency standards).

What sort of evidence is collected?
Evidence collected may be direct such as observation of workplace performance, indirect such
as formal testing, or supplementary such as references from employers.
Evidence is used by an assessor to make a judgment about whether the candidate is competent.
It is the responsibility of the assessor to determine what and how much evidence is required to
make the assessment judgment. Training Packages provide guidance on the types of evidence
required, and further advice may be gained through moderation and industry consultation.

Recognition of Prior Learning
Recognition of Prior Learning (RPL) is a process designed to recognise previous formal or
informal learning, work and life experiences that the student may have had to the extent that they
are relevant to the course outcomes. The RPL process allows students to receive recognition
under these circumstances and therefore enable them to focus more on areas they need to
achieve competencies in order to gain their qualifications Students who believe they already have
some of the competencies in the course may apply for Recognition of Prior Learning (RPL). An
essential requirement of RPL is that you can prove that you currently have the required
competencies in the unit applied for
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To request RPL you will need to:
•
•
•

•
•

Read the course outline and talk to the Academic Manager if there is anything you need
explained.
Collect and complete the Request for Recognition of Prior Learning form from the office.
Check your skills and knowledge for each unit of competency. Collect your evidence to
show your competence. Your evidence must be valid (as described in the unit of
competency), sufficient (enough), current (up-to-date) and authentic (your own work).
List the types of evidence you have for each unit of competency.
Present your evidence and the list of evidence to the Academic Manager for assessment.
The Application fee is $250 must be paid prior to evaluation to occur. The RPL application
fee is paid whether you get an approval or decline, there is no refund if your RPL
application is declined

You will be provided with a written report on the outcomes of assessment of your application for
RPL which you will be required to counter sign. This report will be filed in your personal file.
Where RPL is granted the College will notify Immigration via PRISMS and provide, where
possible, meaningful learning activities for the student for the resulting change of the course
duration ensuring a full-time 20 hr per week load.

National Recognition
The College recognises relevant AQF qualifications and / or Statements of Attainment issued by
any other RTO. We reserve the right to verify the authenticity of such documents as required and
to determine the currency of the units of competency indicated on the test amur.

Course Credit Transfer
Australian Qualifications and Statements of Attainment that have been issued by any other
Registered Training Organisation (RTO) will be recognised by the College and students will not
be required to complete these units again. To apply for Credit Transfer students must be able
to present their original Qualification or Statement of Attainment or certified copies, with national
codes and titles that match the current course in which a student is enrolled. It is also best if the
student can provide an email from the other college to confirm it is genuine. To apply for credit
transfer, students must complete the Credit Transfer application form and attach copies of
verified documents to support the application. The student will have to make an appointment
with the Academic Manager for credit transfer. There is no reduction in tuition fees if Credit
Transfer is applied for or granted. If done prior to enrolment , student provides evidence at
enrolment. Admission officer gets approval from Academic Manager for credit transfer and
continues to process the enrolment based on the outcome.

Course Progress
1.1 The college monitors, records and assesses the course progress & attendance of each
student for the course in which the student is currently enrolled.
1.2 The college assesses each student’s progress at the end of each compulsory study period
( a 9-week term).
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1.3 Unsatisfactory progress is defined as not successfully completing or demonstrating
competency in at least 50% of the course requirements in that study period.
The college defines course requirements for each study period and identifies when a student
has not passed or demonstrated competency in 50% or more of the course requirements.
The course requirements for each study period are made clear to the student at the start of the
course during orientation.
1.4 The college has an intervention strategy for any student who is not making satisfactory
course progress. It is available to staff and students and specifies:
i.

procedures for contacting and counselling students;

ii. strategies to assist identified students to achieve satisfactory course progress; and
iii. the process by which the intervention strategy is activated.
1.5 The intervention strategy includes provisions for:
i.where appropriate, advising students on the suitability of the course in which they are enrolled;
ii. assisting students by advising of opportunities for the students to be reassessed for tasks in
units or subjects they had previously failed, or demonstrate the necessary competency in areas
in which they had not been previously able to demonstrate competency; and
iii. advising students that unsatisfactory course progress in two consecutive study periods for a
course could lead to the student being reported to Immigration.
1.6 At the end of each compulsory study period, students must be assessed against the course
progress policy. If a student is identified for the first time as not making satisfactory course
progress, the intervention strategy as outlined in 1.4 is implemented. The intervention strategy is
activated within the first four weeks of the following study period.
However, if the college identifies that a student is at risk of making unsatisfactory course
progress before the end of the study period, the college might implement its intervention
strategy as early as practicable. In this case, after the first of the two 4/5-week blocks in a term.
1.7 If a student is identified as not making satisfactory course progress in a second
consecutive compulsory study period in a course, the college notifies the student of its
intention to report the student to immigration for unsatisfactory progress. The college does this
through the written notice described in 1.8.
1.8 The written notice (of intention to report the student for unsatisfactory course progress)
informs the student that he or she is able to access the registered college’s complaints and
appeals process and that the student has 20 working days in which to do so. A student may
appeal on the following grounds:
i.

college’s failure to record or calculate a student’s marks accurately,

ii. compassionate or compelling circumstances, or
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iii. college has not implemented its intervention strategy and other policies according to its
documented policies and procedures that have been made available to the student.
1.9 Where the student’s appeal is successful, the outcomes may vary according to the findings
of the appeals process.
i. If the appeal shows that there was an error in calculation, and the student actually made
satisfactory course progress (successfully completed more than 50% of the course
requirements for that study period), the college does not report the student, and there is no
requirement for intervention.
ii. If the appeals process shows that the student has not made satisfactory progress, but
there are compassionate or compelling reasons for the lack of progress, ongoing support
must be provided to the student through the college’s intervention strategy, and the
college does not report the student.
1.10 Where:
i.

the student has chosen not to access the complaints and appeals processes within the 20

working day period,
ii. the student withdraws from the process, or the process is completed and results in a
decision supporting the registered college (ie. the student’s appeal was unsuccessful) the
registered college notifies the Secretary of the Department of Education through PRISMS
as soon as practicable of the student not achieving satisfactory course progress.
Reporting students for unsatisfactory progress
• Reporting a student for unsatisfactory course progress occurs only when the student has been
identified as not making satisfactory course progress in two consecutive compulsory study
periods, and the student has not made a successful appeal against this assessment.
• Course progress in a non-compulsory study period is to be disregarded when considering
whether there has been unsatisfactory progress in two consecutive compulsory study periods.
• If a student is identified for a second, but not consecutive, study period as not making
satisfactory course progress, the college does not report the student for unsatisfactory course
progress.
• the student is reported through PRISMS within 5 days of finalising the decision to report
Compassionate or compelling circumstances
• Compassionate or compelling circumstances are generally those beyond the control of the
student and they have an impact on the student’s capacity and/or ability to progress through a
course. These could include:
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serious illness or injury, where a medical certificate states that the student was unable to attend
classes
bereavement of close family members such as parents or grandparents (where possible a death
certificate should be provided)
major political upheaval or natural disaster in the home country requiring their emergency travel
and this has adversely affected their studies
a traumatic experience which could include but is not limited to:
involvement in or witnessing of an accident or
a crime committed against the student or
the student has been a witness to a crime and this has affected the student (these cases should
be supported by police or psychologists’ reports).
When determining whether compassionate or compelling circumstances exist, the college
considers documentary evidence provided to support the claim. The college keeps copies of
these documents, together with a record of why the decision was made, in the student’s file.
Conduct of Assessment
Assessment is conducted in accordance with the National Assessment Principles. Assessment
is competency based against the standards outlined in the units of competency in the Business
Services Training Package qualifications. It includes:
• assessment to determine your training needs
• assessment during the training to judge how you are progressing
• assessment of performance at end of the units of training
• recognition of prior learning or recognition of current competency
Assessment involves the collection of sufficient evidence to demonstrate you are competent. This
may include:
• Measurement of products you have made or services you deliver
• Observation of processes you carry out
• Measurement of your knowledge and understanding
• Observation of the attitudes you demonstrate.
Assessment methods may involve you in:
• Demonstrating your skills
• Answering written and/or oral questions
• Participating in group discussions
• Developing a portfolio of work
• Making oral presentations to the group
• Participating in a role play
• Completing a project
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•

Completing a written test

The outcomes of assessment are Competent (C) or Not Yet Competent (NYC) or Did Not Submit
(DNS). If you are assessed as Not Yet Competent you can request a re-assessment. You will
be given feedback on the outcome of each assessment by your trainer/assessor. During the
course your individual assessment results are maintained by your trainer/assessor.

Assessment Appeals
If you are dissatisfied with a Not Yet Competent decision you can appeal the decision. This
involves speaking to the assessor within 10 days of receiving the assessment result and feedback
and requesting a review of the evidence.
The Academic Manager may organise a re-assessment and depending on the circumstances this
may be with an independent assessor.
If it is necessary for you to repeat a unit of competency because you have been deemed Not Yet
Competent you may do so only once during the period of study for the course.

Plagiarism and cheating
Plagiarism is a form of cheating. It is taking and using someone else's thoughts, writings or
inventions and representing them as your own. Plagiarism is a serious act and may result in a
students’ exclusion from a unit or a course. When students have any doubts about including the
work of other authors in their assessments, they must consult with their trainer to discuss the
matter. The following list outlines some of the activities for which a student can be suspected of
plagiarism or cheating:
Presenting any work by another individual as one's own, Handing in assessments copied from
another student, Presenting the work of another individual or group as their own work, Allowing
another student to copy your work, Handing in assessments without the adequate
acknowledgement of sources used, including assessments taken totally or in part from the
internet.
Legitimate cooperation between students on assignments is encouraged, since it can be a real
aid to understanding. It is legitimate for students to discuss assignment questions at a general
level, provided everybody involved makes some contribution. However, students must produce
their own individual written solutions. Copying someone else’s work is plagiarism, and is
unacceptable.

Copyright
Students must be careful when photocopying the work of others. The owner of the material may
take legal action against students of the college if the owner's copyright has been infringed.
Students are allowed to do a certain amount of photocopying for research or study purposes.
Generally, 10% or one chapter of a book is acceptable, where the participant is studying with, or
employed by, an educational institution

Attendance Requirements
International students must attend on a full time basis. This means you must be in attendance at
the College each day of the scheduled course.. For Certificate 2, Certificate 3, Certificate 4,
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Diploma & Advanced Diploma courses the requirement is 15 hours face to face per week & 5
hours online work. Your attendance will be recorded at each session. Students need to sign the
class roll for each session attended to verify that attendance has been recorded correctly by the
trainer. If you cannot attend a class you are required to notify the College in advance on (02)
8263 1265. Students who are absent from class due to illness must provide a doctor’s certificate.
No consideration can be given to extended absences for any other reason and your CoE will be
cancelled.
Students must continue to actively participate in the learning and assessment activities to achieve
competency in the qualification in which they are enrolled.
All students must provide correct contact details (including address, mobile number and email) to
the college. All students must update their contact details with the college within seven days of
change. Under The Education Services for Overseas Students Act 2000 (ESOS Act), the college
will contact the students regularly for verifying the contact details.

Online Attendance (not Applicable)
Students are required to study 5 hours (weekly) for online units which forms a part of the weekly
duration of the course (20 hours). Attendance will not be monitored or recorded for online
units. However, the students must show satisfactory course progress that is Competent in at
least 50% of all unit(s) for a study period (one term) including online units.

Attendance Monitoring & Warning System
The College records attendance for students but does not monitor attendance for reporting
purposes. However, it is students’ responsibility to ensure that attendance rate is satisfactory (at
least above 80%). All students are able to check their attendance on notice boards at the College
via their student number or log into the college website www.lloydscollege.nsw.edu.au and click
on student log in. If no password see reception to assist with the password reset.
It is very important to keep your contact details up-to-date, especially your email and your postal
address and if they change let us know within 7 days

Duty of Care follow up
If student is absent for 4 consecutive weeks (which equals to 10-12 consecutive days, due to the
timetable scheduling) or more the Student Services Officer will attempt to contact the student.
This will be done either by email or phone. The intent of contacting the student is to:
• Find out why the student was absent
• Find out what support the College may be able to offer to the student.

Assessments
Prior to each unit of competency commencing (1st class after class intake day) the student is
to be given a copy of the assessment tool. This copy should clearly show the date and
method/s of assessment. Spend as much time as necessary carefully going over every detail
of the tool and ensuring you clearly understand the assessment requirements.
A student is assessed competent when all outcomes or competency elements are successfully
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completed within unit of competency. To demonstrate competency, students must
satisfactorily complete each assessment instrument consisting of:
• Portfolio of Evidence
• Questionnaire
• Practical Demonstration
The stated assessment outcomes in competency-based courses are:
•
•
•

NYC (Not Yes Competent)
C (Competent)
DNS (Did Not Submit)

Extension of Assessments:
The college policy for assessments is that a student must have a Medical Certificate and
see the AM to justify an extension on any assessment submission – this includes a request
to complete a practical demonstration at a time different to the rest of the class or a request
for a time extension on submitting the portfolio or questionnaire answers. If a student has
attempted an assessment and is not yet competent then it is at the discretion of, and subject
to, the particular training staff member’s availability whether the student can retry the
assessment. All students who have not submitted assessment evidence by the due date will
automatically be marked as NYC= DNS (did not submit) evidence pending an appeal.
Under certain and rare circumstances and also at the discretion of the AM/PEO special
arrangements may be made for students to attempt an assessment outside of the scheduled
time but this would not occur prior to the remainder of the class being accessed. This means
the student will be classified as having “special needs/special requirements”.
All students should attach the assessment cover sheet to their written assessments prior to
handing them in. The trainer will arrange an appropriate time with you to discuss the
assessment result with you and deliver feedback.
Once assessments are completed they become property of the college. Please carry out the
following steps once students have had an opportunity to review the marked assessments.

Reasonable adjustment
Students who have special needs may be allowed reasonable adjustment in accordance with
the Access and Equity Policy. This means that there may be modifications to the way in which
evidence of a student’s competence is gathered, however, it must not change the standards or
outcomes that must be achieved. During the course your trainer marks your assessments and
pass all competent assessments to student services who will maintain your individual
assessment records in hard and soft copy. You may ask your student services or the Academic
Manager to see your records at any time.

The College Procedures for Assessment submissions
1. All units to be delivered will be assessed by means of a standardised assessment tool
2. All tools will be validated and approved prior to use
3. Students will be given a set period in which to complete the tool
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4. No late or early submissions will be accepted unless accepted prior by the AM
5. Trainer & Assessors will clearly explain the assessment tool on the first day of class
6. Students will have dates on timetable showing
a. Assessment tool to be submitted by a certain date

Academic Course Progress Policy
See Course Progress Policy

Reporting students for unsatisfactory progress
• Reporting a student for unsatisfactory course progress occurs only when the student has been
identified as not making satisfactory course progress in two consecutive compulsory study
periods, and the student has not made a successful appeal against this assessment.
• Course progress in a non-compulsory study period is to be disregarded when considering
whether there has been unsatisfactory progress in two consecutive compulsory study periods.
• If a student is identified for a second, but not consecutive, study period as not making
satisfactory course progress, the college does not report the student for unsatisfactory course
progress.
• the student is reported through PRISMS within 5 days of finalising the decision to report

Compassionate or compelling circumstances
• Compassionate or compelling circumstances are generally those beyond the control of the
student and they have an impact on the student’s capacity and/or ability to progress through a
course. These could include:
•

serious illness or injury, where a medical certificate states that the student was unable to
attend classes

•

bereavement of close family members such as parents or grandparents (where possible
a death certificate should be provided)

•

major political upheaval or natural disaster in the home country requiring their
emergency travel and this has adversely affected their studies

•

a traumatic experience which could include but is not limited to:

•

involvement in or witnessing of an accident or

•

a crime committed against the student or

•

the student has been a witness to a crime and this has affected the student (these cases
should be supported by police or psychologists’ reports).

When determining whether compassionate or compelling circumstances exist, the college
considers documentary evidence provided to support the claim. The college keeps copies of
these documents, together with a record of why the decision was made, in the student’s file.
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Notification and Appeal to Report for Unsatisfactory Course Progress
The College will notify the student in writing of the College’s intention to report the student for
unsatisfactory course progress.
Students have the right to appeal all the consequences imposed for failing to meet the satisfactory
course progress requirement, which should be in accordance with the College’s Complaints and
Appeals Policy and Procedures. Complaints and appeals must be lodged in writing and
addressed to the Academic Manager within twenty working days of the date of the student being
notified of the College’s intention to report. The appeals process will commence within 10 working
days from the date of receipt of the student’s appeal.

Early Intervention
1. In the event of a Trainer and Assessor becoming aware that a new student has a
low level of English in his class, the Trainer must inform the Academic Manager
by email that this student requires an intervention.
2. The Academic Manager will have an intervention meeting with the student to
determine if the issue is with the level of English or a different matter
3. The student will sit for an English test provided by the English department
4. Academic Manager will refer the student to Admissions if the English level is
below the requirement to transfer to the English college to study more English
and issue a new CoE
Your Trainer/Assessor will ;
1. Hand out assessment tool in class on the first day of the new intake. Refer to your
course timetable for the correct assessment tool
2. Ensure students sign the attendance roll that they have received the correct
assessment tool
3. Spend as much time as necessary going through every page of the tool and answering
student questions
4. Ensure students understand the assessment and how to present it
5. Write the date when the tool must be submitted on the board and ensure all students
have this recorded on their timetable
6. Emphasise that any assessment tool which is incomplete will be marked as NYC
7. Advise students to attend all classes
8. Give students one week's notice of the practical demonstration – post the practical
demonstration schedule on the classroom board one week in advance
9. Make sure you fully understand the Complaints & Appeals Procedure
Write your session plan agenda on the white board each day

Pathways
Graduates of the College may seek credits to the relevant degree programs in
Australian universities. The College has from time to time arrangements with
some Australian universities. See Reception for latest arrangements. There is
no guaranteed entry into university programs. As a general rule, students with
high marks will have the best chance of being accepted by a university
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Students Who Cancel at the End of Term with Unsatisfactory course progress
If any VET students want to cancel their current course and do so at the end of a term, they
must have satisfactory course progress status for that current term. If the course progress is
unsatisfactory the student will be sent an (ITR) Intention To Report and subsequently have their
COE cancelled if their appeal is unsuccessful.
CRICOS ACT Section 19, Division 1, Part 3 – reporting on Students via Prisms
A registered provider must give particulars of a breach by a student under subsection (2) even if
the student has ceased to be an accepted student of the provider.

Punctuality
Punctuality dramatically affects your understanding of the class material. All trainers/assessors
are expected to provide an overview at the beginning of the lesson, so that you have some
appreciation of the context of the material being presented. If you are late you will miss this crucial
information.
Students who arrive late are also a distraction to all the other students in the class and this affects
the communication of ideas. In addition, trainers/assessors often have to waste time going over
material a second or third time, which detracts from the quality of the teaching they can offer to
students who made the effort to be in class on time. Make sure you allow enough time to get to
the College when planning your travel.

Medical Certificates
If you can’t attend college because you are sick you must get a valid medical certificate from a
Doctor. This document will state the reason for your illness and the dates you are unable to
attend college.
You must take this certificate to your student services officer who will copy it and keep it in your
student file. We will record the details on our student data base. You will still be marked ‘absent’
but it will be taken into consideration by Department of Immigration if your course progress is
below 50% of a second consecutive compulsory study period in a course. You should keep
the original copy as Department of Immigration may wish to see it.

Student Surveys
As part of our continuous improvement procedures you will be asked to complete a Student
Satisfaction Survey. This is your opportunity to provide us with feedback on the course, the
trainers and assessors, the course administration, the training facilities, the training activities,
resources and materials and the assessment procedures. Your comments enable us to check
that your expectations are being met and to improve our services.

Government surveys NCVER
You may be asked to complete a questionnaire as part of a survey conducted by the National
Centre for Vocational Education and Research NCVER) on behalf of the Australian
Government. The aim of the survey is to improve the economic and social outcomes of students
who undertake vocational education and training (VET). This is achieved by providing the VET
sector with information on the:, Outcomes from training (e.g. employment and further study
outcomes) , Relevance of the training, Benefits of the training , Satisfaction with the training
.
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The information is used by national and state/territory bodies, along with local training providers,
to ensure vocational training is of high quality and relevant to Australian workplaces. The survey
highlights both the positive and negative outcomes from training and monitors the effectiveness
of the VET system. The information collected assists in administering, planning, and evaluating
the VET system.
If you complete this survey, your privacy is assured. Your contact details and survey responses
will remain confidential. The information you provide will not be used for any other purpose.
You may also be contacted by the Australian Standards Quality Authority (ASQA), and asked a
number of questions about your experience as a student at the college. This is part of the
Australian Government’s strategy to ensure that, as a student in an Australian RTO, you are
receiving quality training, and that the college is meeting your expectations. This is not a survey
about your student visa.

Issuance of Qualifications
On successful completion of all units of competency you will be issued with a qualification within
30 days of your graduation. Please visit the reception desk for the collection of your certificate. If
you do not complete the entire course of study a Statement of Attainment will be issued for
successful completion of individual units of competency.

Change of Class
A student cannot transfer from one class to another without a valid reason. If a student needs to
change class, he/she must complete Change of Class form available at the Student Services
desk. Students can only change class subject to availability and approval. An admin charge is
applicable for this change. All Class change requests are approved by the Academic Manager.
Class changes can only occur on scheduled intake dates.

Students Must Remain with One Education Provider
Students must remain with the education provider with whom they originally enrolled for at least
the first 6 months of their principal course. A transfer will only be allowed in exceptional
circumstances. Where a student undertakes a preparatory course prior to commencing their
principal course they must complete the preparatory study and 6 months of the principal
course before changing the provider.

Transfer between providers Policy
Transfer applications to the College.
Where the student has not completed 6 months study of their principal course, students must be
released from the institution where they are currently enrolled. The student may however be
provided with a "conditional" Letter of Offer.
Students seeking to transfer from another provider within the first six months of their program
can do so only in the following special circumstances:
The original registered provider has released the student
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Any government sponsor of the student considers the change to be in the student's best interest
and has provided written support for that change.
Students of another provider seeking to transfer to the college will be required to provide
evidence of one or more of the above circumstances with their application to be enrolled at the
college.
Where the provider has not released the student, the application process is pending until it can
be re-activated once the 6 month period has passed.
Note: In the very rare circumstances where the original institution or course has ceased to be
registered, or sanctions have been placed on the original institution by the Australian
government which do not allow the student to continue with the course, no letter of release is
required.
Transfer applications out of the College - application for release
Students who have completed less than six months of their principal course with the college
may transfer to another provider only if they are released by the college. A student who wishes
to request a transfer to another provider should make a request by completing an early leave
from study form available from the reception desk and submitting it to the Student Services
Officer.
The form must be accompanied by an offer letter from another provider.
The student may have to meet with the Academic Manager to get approval for release.
The outcome of the application for release will be available to the student within 10 working
days.
The outcome of each student request of transfer to another provider is recorded in PRISMS.
Records of transfer requests are maintained for 2 years.
Circumstances in which a transfer will be granted
The Academic Manager will only allow a student to transfer to another RTO in exceptional
circumstances where it is considered in the best interest of the student, academically and
personally or:
The registered provider has ceased to be registered, or the course in which the student has
enrolled has ceased to be registered or
There is evidence that the student was misled and reasonable expectations about the course
are not being met or it is unsuitable to their needs or study objectives or
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The student is unable to achieve satisfactory course progress at the level they are studying,
even after engaging with the college's intervention strategy or
Circumstances in which the student can provide evidence that continuation or enrolment at the
college would be to the detriment of the student's emotional or physical well-being such as
compassionate and compelling circumstances or
An appeal on another matter has resulted in a decision to release the overseas student.
Acceptance:
Once the student is released:
We email confirmation to the student.
It will be at no cost to the student.
Transfer request outcome and termination of studies will be reported through PRISMS
The student will be advised of the need to contact Immigration to seek advice on whether a new
student visa is required.
A copy of the release email will be filed in the student's admin file accompanied with a
completed copy of the early leave from study form.
Circumstances in which transfer will not be granted
A request for a release letter to allow a student to transfer to another provider may be refused
for any of the following reasons:
The student has not made satisfactory academic progress and is seeking a transfer to avoid
being reported to Immigration via PRISMS or has not genuinely engaged with the college's
intervention strategy
has not attended the course as required and is seeking a transfer to avoid being reported to
Immigration Via PRISMS
the student owes course fees to the college
exceptional circumstances relating to the welfare of the student have not been demonstrated
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the proposed transfer may be considered detrimental to the student's welfare or personal safety
Refusal:
The student will be sent an email of refusal of release which contains details of the outcome of
the application, including that the student has 20 working days to appeal, using the college
complaints and appeals process.
After 20 working days with no appeal, the SSO records the transfer refusal in student file. If
student does appeal the decision using the colleges complaints and appeals process and it is
still refused, the student has a right to access external complaints and appeals with the student
ombudsman within 10 days of the refusal from the college. Student must advise the college
they are going through the external appeal.

Change of Enrolment
It is important for students to inform the College of any changes in their enrolment. If you wish to
defer or withdraw from your course there is a formal procedure you must follow. Please contact
Student Services at the reception desk for further information. For information on how this will
affect your tuition fees please refer to the Refund Policy in this Handbook.

Leave of Absence, Deferral of Studies, Course Suspension
Leave of absence, deferral of studies and course suspension 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. Students who require a Leave of Absence must
apply for it with the Student Services Officer. A Leave of Absence application will be assessed
by the Academic Manager. To make sure that the application for a Leave of Absence is not
delayed, please follow the process:
•
•

Complete the application and hand in to the Student Services Officer with the supporting
evidence for your application (must be compassionate or compelling circumstances).
Make sure your fees are paid up until your return date.

Student Services Officer will contact you within a week to let you know about the progress of your
application. If necessary, the Academic Manager might request a meeting with a student or refer
the student to the Welfare Counsellor.
If your Application for a Leave of Absence is approved the Immigration Department is informed
via PRISMS. Please be advised that approved Leave of Absence does not guarantee that your
student visa will not be cancelled upon leaving the country; therefore check with Immigration
before you leave.
If the Application is declined the student is able to access the internal appeals process. The
Student Services Officer can explain this procedure.
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Advice and Counselling
We will ensure that international students receive adequate orientation, information and advice
on accommodation, counselling, health and welfare services, and assistance in accessing
additional educational support. Students will be directed to the colleges welfare counsellor
available each month for appointments via reception desk. This is a free service to students.

Visa Information for International Students
Visa and Immigration Requirements
Overseas students should be aware that visa and immigration regulations are very complex and
vary depending on the nationality of a student and his or her particular individual circumstances.
Students are encouraged to visit the Immigration Department website www.immi.gov.au for
information.

Conditions of Your Student Visa include:
Valid Student Visa throughout Your Studies
International students must have a valid student visa for the duration of their studies in Australia.
Students will only be issued with a student visa for study in Australia if they seek to undertake a
full-time course (20 hours per week) that is accredited and registered by the Australian
Government. Students must satisfy visa requirements and comply with a number of visa
conditions for attendance and academic performance, which come into effect after they have
entered Australia. It is important to comply with these visa conditions. All students must provide
correct contact details (including address, mobile number and email) to the college. All students
must update their contact details with the college within seven days of change. Under The
Education Services for Overseas Students Act 2000 (ESOS Act), the college will contact the
students regularly for verifying the contact details.

Full-time Enrolment
International students on a student visa must enrol in full-time study (20 hours per week). Students
must maintain a minimum of 80% attendance of all scheduled classes for each term or satisfactory
course progress as per college monitoring process.

Overseas Student Health Cover (OSHC)
All international visitors to Australia under a student visa are required by law to have Overseas
Student Health Cover (OSHC). Students are required to pay for this cover prior to arriving in
Australia. Students are covered by the OSHC from the day they arrive in Australia, until the end
date of their visa. On enrolment all international students must pay a fee for health insurance in
accordance with the length of their course. You can arrange the Overseas Student Health Cover
yourself, or the college can assist you with various health providers.
For information on Health Insurance, please see:
www.privatehealth.gov.au/

Critical Incident Information
In the event of a critical incident, the College recognises that appropriate infrastructure must be
in place to ensure the provision of all necessary support services.
This document outlines the College policy, support mechanisms and procedures for managing a
critical incident.
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A critical incident is defined by the National Code (under Standard 6) as ‘a traumatic event, or
the threat of such (within or outside Australia), which causes extreme stress, fear or injury’.
Critical incidents are not limited to, but could include:
• Missing students
• Severe verbal or psychological aggression
• Death, serious injury or any threat of these
• Natural disaster
• Issues such as domestic violence, sexual assault, and drug or alcohol abuse.
Non life threatening events could still qualify as critical incidents.
The Educational Services for Overseas Students Act requires the college to notify Department
of Immigration via PRISMS as soon as practical after the incident. In the case of a student's
death or other absence affecting the student's attendance, the incident will be reported via the
Provider Registration and International Student Management System (PRISMS).
When an international student dies or sustains serious injury, the College may be required to
assist the student's family.
On-campus Incidents
If the critical incident is on campus and involves death, serious injury or a threat to life or
property, the Academic Manager, the PEO and Welfare Counsellor are informed immediately.
Off-campus Incidents
If the critical incident involves a student or staff member and is off-campus, the person
receiving the information must immediately contact the Emergency contact number of
0438 878 423 and the Academic Manager who will communicate to other staff as appropriate.
The emergency contact is available 24/7.

Critical Incidents
If you are involved in a critical incident you should contact a Student Service Officer.
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 lost or 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 disaster e.g. earthquake, flood, windstorm, hailstorm or extremes of temperature
Fire, bomb threat, explosion, gas or chemical hazard
Social issues e.g. drug use, sexual assault

Emergency Procedures
Upon hearing the evacuation alarm, all students must immediately move to their designated
assembly area and follow the instructions given by staff. The building must not be re-entered
until you are instructed to do so by emergency personnel.
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If the evacuation alarm sounds:
1. Go to the nearest safe fire exit as directed by Staff
2. Only take your personal belongings
3. Do not use lifts or telephones
4. Advise a first aid officer of any injured person as soon as possible
Any person confined to a wheelchair should remain in a designated safe exit stairwell with a
volunteer helper until emergency services/personnel arrive to transport them from the building.
Students and untrained staff should not attempt to bring wheelchairs downstairs.
When you get outside, go to the nominated assembly area and remain in class groups
Students and trainers must refer to the relevant workplace WHS Policy and Procedures for
information about Workplace Health and Safety Officers.
On premises, employees and students are to refer to the Fire Warden in relation to WHS
matters or the Academic Manager/Reception.

Working in Australia
The student visa allows a student to work 20 hours per week during the study term and full time
(40 hours per week) during College term breaks. Australia provides good opportunities for part
time and casual work. Rates of wages may range from AUD$22 to AUD $30 per hour for casual
work depending on the job.
The College will notify the Department of Immigration electronically that you have commenced
your course. This will be done within one week of your study commencement.
Student visa holders have conditions placed on their ability to engage in paid work. There will
be restrictions on the number of hours you are allowed to work. For more info go to
www.fairwork.gov.au and for employment conditions support.
In order to work in Australia you need to have a Tax File Number.
For a Tax file number you should apply online at www.ato.gov.au

Permission to Work Arrangements
If you have been granted your student visa, you may receive permission to work with your visa
grant. This will also apply to any family member travelling with you on your student visa. You are
not allowed to work until your course has started and you can work up to 20 hours a week while
your course is in session (not counting any work undertaken as a registered component of your
course of study). However, you can work unlimited hours during scheduled course breaks. Your
family members are not allowed to work until you begin the scheduled course. Family members
are allowed to work up to 20 hours per week at all times after your course has commenced.
Further information about student visa conditions can be found at the Department of Home
Affairs

Fair Work Ombudsman
The Fair Work Ombudsman (FWO), is an independent statutory agency of the Government of
Australia that serves as the central point of contact for free advice and information on the
Australian national workplace relations system. The Office of the Fair Work Ombudsman also
investigates workplace complaints and enforces compliance with national workplace laws.
The Office of the Fair Work Ombudsman offers employers and employees free information and
advice on pay, conditions, and workplace rights and obligations under the national workplace
relations system.
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The Office of the Fair Work Ombudsman operates the Fair Work Infoline for workplace relations
queries on 13 13 94.

Complaints about work
Those in the national workplace relations system can make a complaint to FWO regarding
underpayment of wages, conditions (such as annual leave), workplace rights and
discrimination in the workplace.
The Office of the Fair Work Ombudsman will make a decision about the best course of
action to resolve the complaint.
The College’s Responsibility regarding Visa Violation
One aspect of the obligations on registered providers is to keep records of each accepted student
(Point 21 of the ESOS 2000 Act) and to notify the appropriate agency when students breach their
student visa condition. The ESOS (2000) Act, Point 20 states:
'A registered provider must send an accepted student of the provider a written notice if the student
has breached a student visa condition relating to attendance or satisfactory academic
performance. 'Students will have 20 working days from the date of the notification to appeal.
When a student has been identified as violating visa conditions the College is obliged to report to
Immigration via PRISMS Database..

Immigration Contact Information
Website: www.homeaffairs.gov.au | Telephone: 131 881
Sydney office
Ground Floor, 26 Lee Street, Sydney NSW 2000
Counter hours: Mon-Fri 0900-1600 (Wed 0900-1330)

Department of Education and Training
The official Australian Government website for advice on studying in Australia is
www.studyinaustralia.gov.au
The Commonwealth Register of Institutions and Courses for Overseas Students (CRICOS)
website is the official Australian Government website that lists all Australian education providers
to offer courses to people studying in Australia on student visas and the courses offered is
http://cricos.education.gov.au/
Comprehensive information on the ESOS Act 2000 and the National Code 2018 is at:
https://internationaleducation.gov.au/regulatory-information/pages/regulatoryinformation.aspx

Legislative and Regulatory Requirements
The College is bound by and operates within the following legislative and regulatory requirements:
•
•
•

Standards for NVR Registered Training Organisations 2015
Work Health and Safety Act 2011
Workers Compensation Act 1987
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•
•
•
•
•

Anti-Discrimination Act 1977
Education Services for Overseas Students Act 2000
National Code of Practice for Registration Authorities and Providers of Education and
Training to Overseas Students 2018
Privacy and Personal Information Protection Act 1998
Copyright Act 1968

You can access them online at www.legislation.nsw.gov.au
The College updates changes on legislation in the student handbook.

Standards for NVR Registered Training Organisations 2015
These Standards are to ensure nationally consistent, high-quality training and assessment
services for the clients of Australia’s vocational education and training (VET) system.

Work Health and Safety Act 2011
The College guarantees to meet its duty of care to staff, students and visitors by providing a
healthy and safe environment in which to study.
Emergency evacuation procedures will be explained to all students during the orientation.
No Smoking is allowed in any area of the College. If you wish to smoke you must leave the
premises.
A First Aid Kit is located in the front office. Reception on Level 2, 499 Kent St, Sydney 2000
You are responsible for:
• always conducting yourself in a safe and healthy manner.
• ensuring the prevention of injury and disease to yourself, your trainers and your fellow
students.
• identifying and reporting to your trainer any possible hazards from equipment, facilities
and the environment.
• refraining from smoking
• refraining from drinking and/or eating in the classrooms.

Anti-Discrimination Act
The College is committed to providing a fair and equitable College for its students and visitors.
Any discrimination or harassment of staff, students or visitors because of their sex, pregnancy,
race, colour, nationality, ethnic or ethno-religious background, marital status, physical or
intellectual or psychiatric disability, sexual preference or age will not be tolerated.
You are responsible for:
• ensuring non-discriminatory or harassing behaviour at all times to other students, staff or
visitors to the College.
• reporting any discriminatory behaviour or harassment to your trainer.
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Equal Employment Opportunity
Staff turnover at the College is very infrequent.
The College is committed to its staff remaining up-to-date with current trends in the industry and
in training and assessment. Staff members are encouraged to identify their training needs and to
negotiate arrangements for addressing these needs.

Access and Equity
The College provides equal access to training and delivery services for local and international
students. Where possible, we conduct flexible training to meet specific needs of individual
students.
The student enrolment form requires students to self-assess their English language capabilities
and to indicate any special needs for the course. If a student with a disability meets the essential
entry requirements, the College will make reasonable adjustments necessary for that person to
perform their course-work. This involves:
• thorough consideration of how an adjustment might be made
• discussions with the student
• consultation with government agencies or organizations that represent or provide services
to people with a disability
Our trainers will implement the learning support strategies to assist you in achieving the required
competencies. However, students with learning difficulties beyond our areas of expertise are
referred to external specialist agencies.
Recruitment to the College is carried out in an ethical manner in accordance with Access and
Equity principles.
Your trainers will:
• recognise the cultural diversity of all students
• ensure equal treatment of all students
• encourage full participation and assisting all students to achieve course outcomes
• provide equal access to resources
• refer students with specific learning problems to appropriate agencies

Privacy and Personal Information Protection Act 1988
The College complies with the Privacy and Personal Information Protection Act 1988 which
provides guidance on the collection, storage, use and disclosure of personal information. The
College will not disclose information about you to anyone outside the College without your written
consent. Your student records are confidential and available to you only and on request.
Accurate and up-to-date student personal records including contact details, fee payments,
attendance, assessment outcomes and qualifications issued are kept secured in a locked cabinet.
Students are able to request access to their records however if a student is unable to be present
at the College they must apply in writing providing evidence of their identity.
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Students should be aware that the College is obliged to provide information to the Australian
Government and designated authorities. This information includes student personal and contact
details, course enrolment details and changes, and the circumstance of any suspected breach of
a student visa condition.
Please Note: All students fill out a New Student Arrival (NSA) form, which requests your
authority to use your photo in any college social media or photos. All Students have the right to
‘Opt Out’ or cancel the consent form they have signed to use their image for advertising at any
time. Please see reception to let them know that you do not wish to be included in any
marketing or advertising materials or social media

Copyright Act 1968
Under the Copyright Act 1968, the College must seek and gain permission from the copyright
owner for the use of published works, academic texts, journals, reports, research papers,
newspaper articles, photographs, illustrations, graphs and promotional images to support the
teaching/learning and assessment process.

ESOS Act 2000, ESOS Regulations 2001 and the National Code 2018
The provision of education and training for international students studying in Australia is regulated
by the Commonwealth legislation administered by the Commonwealth Department of Education
and Training and the National Code www.education.gov.au
All States and Territories of Australia operate within this legislative framework. Its purpose is to
protect the interests of people coming to Australia on a student visa by providing them with tuition
and financial assurance. The ESOS Act also ensures a nationally consistent approach to the
approval of providers on the Commonwealth Register of Institutions and Courses for Overseas
Students (CRICOS).
The College complies with the ESOS Act, ESOS Regulations and the provisions of the National
Code and is listed on CRICOS.
Our Code of Practice outlines the ethical manner in which we operate.

Student Responsibilities
While you remain a student at the College it is your responsibility:
• To attend class regularly and punctually
• To advise the College of any absences
• To keep the College informed of your address and other contact details at all times whilst
in Australia
• To conduct yourself in a safe and healthy manner.
• To behave in a manner, this prevents injury and disease to you, your trainer and fellow
students.
• To identify and report to your trainer any possible hazards from equipment, facilities and
the environment.
• To comply with and assist in the College’s emergency procedures.
• To refrain from smoking anywhere in the College building
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•
•
•
•
•
•
•

To refrain from drinking and/or eating in the classrooms.
To comply with the Assessment Information outlined in the Student Handbook
To register complaints, disputes or grievances with your trainer.
To ensure you do not engage in any discriminatory or harassing behaviour at all times to
other students, staff or visitors to the College.
To report any discriminatory behaviour or harassment to your trainer,
To refrain from unacceptable behaviour including the use of bad language, alcohol and
drugs
To refrain from the use of devices this may disrupt classes’ e.g. mobile phones

Students who choose not to comply with the Student Responsibilities will be given a verbal
warning in the first instance, a written warning in the second instance and dismissal in the third
and final instance. In this instance no course fees will be refunded.
Where a student’s behaviour is considered to be extreme the Academic Manager has the right to
dismiss the student without notice. Examples of extreme behaviour may be, but are not limited
to, being under the influence of alcohol, being in possession of illicit drugs, using abusive
language to trainer and/or fellow students.
Where an international student’s extreme behaviour results in their dismissal from the College,
Immigration will be notified immediately

Course Transition Policy & Procedure
Purpose: The document outlines the transition process from superseded or deleted Training
Package qualifications and /or units of competency.
Scope: This policy and procedure apply to all nationally endorsed training package courses and
units of competency on the college’s scope of registration.
Responsibility: The VET Academic Manager is responsible for the implementation of this policy
and procedure and to ensure that staff are aware of its application.
Definitions:
Transition - allocations required to change the delivery operations of an RTO from an existing
training product to an endorsed replacement training product. It includes consideration of
resourcing, registration and transfer of students.
Transition Period - must be completed within 12 months from endorsement date published on
the national register.
Transitioning Students - when a training package or course is superseded. We will transition
students into the new course as soon as the course has been added to the college’s scope of
registration.
Training Package – is a set of nationally endorsed standards and qualification used to recognise
and assess the skills and knowledge people need to perform effectively in the workplace.
Superseded Date – is the date that the new training package is published on the national
register.
Procedure:
• A meeting of all relevant stakeholder of the college will be held to discuss the changes made
and formulate an action plan on the implementation of the new requirements before the formal
release on the National Register.
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• The strategy will be documented and formalised into an action plan.
• The action plan and the implementation process will be reviewed frequently until the new
changes have been implemented successfully. .
• Equivalency – when equivalency of the training product is identified. The Academic Manager
will ensure all related training products are updated and version controlled ready for
implementation and when the scope of registration has been updated listing the new
qualification or training product.
• Non-Equivalency - Gaps in training package outcomes or the other training product are
identified, and a strategy formulated by the assessors to address the gap/s.
• Documentation to close the identified gaps will be developed by the Academic Manager or
external sourced.
• Training & delivery will be adjusted according to the strategy & assessment undertaken to
ensure students received training in the newly released component.
Students who are affected by the changes in outcomes they are currently studying will be
offered gap training at no extra cost.
• Validation of new tools, training and assessment strategies, learning material and /or any other
material relating to the qualification occurs and is documented.
• Exemptions – records will be kept which relate to any exemption approved by the VET
regulator in order to demonstrate how the learner would have experienced genuine
disadvantage if made to transition earlier.
• Students will be advised on an individual basis on when there has been new release of training
product and they will be transferred to the newly release components as soon as it is on the
scope of registration if the learner is unable to complete within transition period. A current
student will be advised, a timeline agreed upon and formalization to ensure the course is
completed before the transition period expires where the learner does not undertake the gap
training.
Internal Paperwork/Systems
• The VET Academic Manager, in consultation with Trainers/Assessors will:
• Develop a new Training Assessments Strategy (TAS) for the new course
• Develop transition plan/schedule to clearly detail the timelines for transition and ensure all
affected students are smoothly transitioned to new course.
• Call a meeting with key staff to consider the transition strategy.
• Update employers and funding providers and other stakeholders about the changes and
possible effects.
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• Update all affected documents and internal paperwork with new titles, codes and descriptions
of qualifications/courses/units including:
1. Client/Student Handbook(s)
2. Marketing Material (including website if applicable)
3. Student Records Management System (Wisenet)
4. Learning Materials
5. Assessment tool
6. Moodle

Staff Professional Development
VET Academic Manager ensure relevant staff attend the industry-based run workshop (s) if
applicable.
Map current staff qualifications and experience to the revised Training Package
Conduct Professional Development with trainers and assessors who will be delivering the
revised Training Package.
Validate learning and assessment materials to ensure they meet the needs of the new Training
Package.

NOTIFYING CHANGES
As an RTO under the VET Quality Framework and CRICOS Education Provider under the
National Code, we must notify you promptly if there are any changes to our RTO, the course, or
the arrangements for training and assessment.
This would include if there were any changes of ownership, and any new third party
arrangements or changes to third party arrangements that relate to your enrolment, or if we
were unable to provide the services you agreed to in your Student Agreement because we are
no longer able to deliver the course you have enrolled in, or no longer operating as an RTO.
If this occurs, the college will devise a strategy to minimise impact on you and notify you of the
changes and how you will be affected as soon as practicable.
Depending on the type of change, we may send a letter to your home address; send you an
email, or an SMS message.
Please make sure we always have your most current home address, email address, mobile
number and emergency contact on file so we can notify you of any changes if applicable.
You can let us know of any changes to your details by using the Change of Details Form located
at Reception desk. As an international student, you are required to provide this form to us within
7 days of any change occurring,
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