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There’s always someone to help you at Austral College

We offer a range of services and support to help you succeed, including:

e Language, Literacy and Numeracy (LLN) support —to help strengthen your reading,
writing, and maths skills.

e Learning support — for guidance on study techniques, time management, and
understanding course content.

e Disability support - tailored assistance to ensure equal access to learning for all
students.

If you ever feel unsure or need a different approach to your learning or assessments,

don't hesitate to speak with your Trainer/Assessor. They can help you explore various

strategies and resources to ensure you stay on track and feel confident in your progress.

At Austral College, your success is our priority and we’re here to help every step of the
way.

Austral College supports students affected by discrimination, harassment, or
vilification, including racism or religious intolerance. Students are encouraged to seek
support from staff or Student Support Services.

Access, Equity & Diversity

Austral College promotes an environment which is fair and equitable, and free from
discrimination and intolerance. Any form of discrimination on the grounds of sex,
race, religion, sexual orientation, age, marital or parental status is illegal under the
Anti-Discrimination Act 1991.

Austral College will not tolerate discrimination, harassment or bullying of any kind
and will take the appropriate action if circumstances warrant it. All Austral College
Staff adhere to and are bound by Access and Equity Policy and Procedure (PP002).
Students must comply with these rules and are also bound by Laws of Parliament.

Diversity, Inclusion and Respect

Austral College is committed to providing a safe, inclusive, and respectful environment
for all students.

We value diversity and welcome students from all backgrounds, cultures, and beliefs. All
students have the right to be treated with dignity and respect, and to study in an
environment free from discrimination, harassment, bullying, and vilification.
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Austral College has a zero-tolerance approach to inappropriate behaviour, including
racism and religious discrimination. This includes antisemitism, which refers to any form
of hostility, prejudice, or discrimination against Jewish individuals or communities.
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Student Responsibilities
All students are expected to:

e Treat others with respect, fairness, and dignity at all times

e Respect cultural, religious, and individual differences

e Refrain from any form of discrimination, harassment, bullying, or vilification
e Follow Austral College policies and procedures

Reporting Concerns
If you experience or witness any form of inappropriate behaviour, you are encouraged to
report it to Austral College staff.

All reports will be treated seriously, confidentially, and in accordance with the
Complaints and Appeals Policy and Procedure.

Support Services

Austral College is committed to supporting student wellbeing. Students affected by
discrimination, harassment, or other concerns can access support through the College,
including guidance and referral to appropriate services if required.

Privacy Statement

At Austral College, we are committed to protecting your privacy and handling your
personal information in accordance with the Australian Privacy Principles (APPs)
outlined in the Privacy Act 1988.

Austral College takes all reasonable steps to safeguard the personal and sensitive
information we collect, use, store, and disclose. Our staff are fully committed to
maintaining the confidentiality and integrity of your personal information.

Collection of Personal Information
e Austral College will only collect personalinformation if:
o Itis directly related to your enrolment or education; and
o The collection is necessary for or directly related to that purpose.
e Personalinformation is generally collected:
o Duringthe course application and Pre-Training Review (PTR) process
o Through enrolment forms
o Viatraining, participation, and assessment records
e Thetypes of personalinformation collected may include, but are not limited to:
o Personal and contact details
o Proof of identification
o Background information required for AVETMISS reporting, such as:
= Birthplace, language, cultural background, disability, education history,
employment status, and study reasons
e USI (Unique Student Identifier) and VSN (Victorian Student Number) information
e Consents and declarations
e Language, literacy, and humeracy assessment outcomes
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e Course participation, assessment outcomes, attendance records, and academic
interventions
e Fees and paymentinformation

Sensitive Information

Austral College will not collect sensitive information about a student (such as health
information) without their explicit consent, unless required or authorised by law. In
exceptional circumstances, health-related information may be collected if it is
necessary to prevent or lessen a serious and imminent threat to the life or health of any
individual.

How Information is Collected

e Information may be collected through:
o Face-to-face interactions

Enrolment documentation

Phone and email communication

Surveys and forms

o
o
o
o The Austral College website and digital platforms

Third Parties

In certain situations, Austral College may need to disclose personal information to third
parties such as regulatory authorities, funding bodies, or service providers, but only
when required to do so by law or with your consent.

If you have any questions or concerns about your privacy or how your information is
handled, please contact our Student Support team or refer to our full Privacy Policy
available on our website.

Credit Transfer

Credit Transfer will be granted to students who are able to provide documentary
evidence that equivalent units of competency have been achieved in another
accredited course of study. Application of credit transfers must be made in writing
and certified copies of your original grades/qualifications must be provided.

Recognition of Prior Learning

Students attending Austral College programs may apply for recognition of prior
learning any time prior to the commencement of a unit of competency and/or during
the course. Students may be required to prepare a portfolio of evidence to address
the performance and knowledge requirements of the competency standard for
which they are seeking recognition or complete some gap training, but your
Trainer/Assessor will assist you in understanding the process and preparing the
evidence.
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The RPL process:

e Candidate Self-Assessment: A self-guided checklist

e Conversation with a Trainer/Assessor: Initial conversation where gap training
may be required.

e Gather Evidence: Evidence of skills and experience, work samples, certificates,
records of results, statements of attainment or demonstrations.

e Gap Training: Training and assessment of any units not covered in the RPL
process.

Unique Student Identifier (USI)

All students undertaking nationally recognised training in Australia are required to have
a Unique Student Identifier (USI). Your USI allows you to access your VET (Vocational
Education and Training) Transcript, which is a central record of your training
achievements from 1 January 2015 onwards.

At Austral College, the USI is a mandatory requirement for enrolment and for issuing
qualifications and statements of attainment.

Why Your USI VET Transcript Is Important
e Your USIVET Transcript is essential for verifying your previously completed units or
qualifications when applying for:
o Credit Transfers (CT) — to avoid repeating units you've already completed at
another Registered Training Organisation (RTO)
o Recognition of Prior Learning (RPL) — to recognise your past formal or informal
learning and workplace experience

Providing your USI VET Transcript enables us to accurately assess and process your
eligibility for CT or RPL, ensuring your training plan is personalised, efficient, and
compliant with national standards.

How to Access Your USI VET Transcript

You can access and download your VET transcript by logging into your account at:
Www.usi.gov.au

e [tisyourresponsibility to:
o Ensureyour USl accountis active and up to date
o Provide your VET Transcript to Austral College during the enrolment or credit
assessment process
o Contact the USI Registry Office for assistance if your transcript is missing
completed qualifications
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Failure to provide a USI VET Transcript may resultin delays in processing your application
for credit or recognition and may require you to repeat previously completed training.

For support in accessing or understanding your USI VET Transcript, please contact our
Student Support Team.

Change of personal details

It is essential that your personal information held by Austral College is accurate and up
to date at all times. This includes your fullname, address, phone number, email address,
emergency contact details, and any changes to your identification documents or
residency status.

If any of your personal details change during your enrolment, you are required to notify
Austral College as soon as possible. This ensures that we are able to communicate
important information to you in a timely manner, including but not limited to:

e Course updates and notifications

e Assessment results and academic progress

e Certificates, Statements of Attainment, and Awards

e Feereminders and account-related information

e Workshop schedules and other key correspondence

Please note thatitis your responsibility to keep your contact information current. Failure

to do so may result in missed communications or delays in receiving important
documents or services.

You can update your details by contacting Student Support or submitting a Change of
Details form, which is available through the student portal or by request.

Keeping your information current helps us support you more effectively throughout your
learning journey.

National Recognition

Austral College will recognise and verify the AQF and VET qualifications and
statements of attainment issued by other Registered Training Organisations,
authorised issuing body or the VET Registrar.

Payment of Fees

Payment plans are available for students paying under a Fee For Service arrangement.
For students wishing to pay upfront, no more than $1,500 in fees will be collected prior
to commencement of course.

e Austral College does not offer nor accept Concession Rates.
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e Austral College does not offer fee waivers.

Refunds

Austral College is committed to ensuring fairness and transparency in its refund
processes. Refund requests for workshop programs will be considered in accordance
with the following terms:

e Refund Requests Submitted More Than 10 Business Days Prior to Workshop
Commencement
o If a student submits a written request for a refund more than ten (10) business
days before the scheduled start date of a workshop program, and no course
materials have been issued, Austral College will process the refund minus a $250
administration fee, which will be withheld from the tuition fee.
e Refund Requests Submitted Less Than 10 Business Days Prior to Workshop
Commencement
o Ifastudent submits awritten request for arefund less than ten (10) business days
before the scheduled start date of a workshop program, and no course materials
have been issued, Austral College will process the refund minus a $500
administration fee, which will be withheld from the enrolment fee.
e Refund Requests After Workshop Commencement
o No refunds will be provided if a request is submitted after the workshop program
has commenced, regardless of whether the student attends the scheduled
classes (face-to-face or online) or accesses any learning materials.
o However, exceptions may be considered in cases of extenuating circumstances.
All such applications will be assessed on a case-by-case basis, and supporting
documentation may be required.

Austral College encourages students to submit any refund requests as early as possible
and to communicate openly with the Student Support Team regarding any issues that
may impact their ability to attend or complete their course.

Health and Safety

In the event of a fire, sound the alarm and evacuate the area immediately. In the event of
an accident orillness, assess the situation for danger, call 000 and stay with the patient.

Students are required to observe any lawful directions given by Austral College staff to
ensure the safety of individuals and the orderly conduct of learning programs in line with
the Work Health and Safety legislation.

Failure to do so can resultin disciplinary action.
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Property damage or theft

If you become aware of any damage to or theft of Austral College property, you are
required to report it immediately to your Trainer/Assessor or a member of staff. Prompt
reporting ensures that the issue can be addressed quickly and helps maintain a safe and
respectful learning environment for all students and staff.

Austral College takes the wilful damage, misuse, or theft of its property seriously.

Individuals found responsible may be:

e Held financially liable for the cost of repair or replacement of the damaged or stolen
property;

e Subject to disciplinary action, which may include suspension or immediate
withdrawal from the course;

e Referred to the appropriate authorities if criminal behaviour is suspected.

All students are expected to treat college facilities, equipment, and learning materials
with care and respect. Misuse or negligence that leads to damage may also result in
penalties.

Austral College reserves the right to take appropriate action in line with its Code of
Conduct, disciplinary procedures, and relevant policies.

Alcohol and Drugs

The supply, possession, or use of non-prescription or illicit drugs is strictly prohibited
during any Austral College-related activity, including on-campus training, offsite
workshops, placement activities, or any college-sponsored events.

Students are expected to maintain a safe, professional, and respectful learning
environment at alltimes. The use of illegal substances not only endangers the health and
safety of the individual but also poses significant risks to peers, staff, and the wider
community.

Students found to be in breach of this policy will be subject to immediate disciplinary
action, which may include:

e Suspension from their course of study

e Immediate termination of enrolment

e Referralto police or relevant authorities where applicable

Austral College reserves the right to remove any student from the premises if they are
suspected to be under the influence of drugs or engaged in related activities.

If you are struggling with substance use or need support, we encourage you to speak
confidentially with the Student Support Team, who can refer you to appropriate
counselling and rehabilitation services.
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Maintaining a drug-free learning environment is essential to ensuring the health,
wellbeing, and success of all students and staff.

Discipline

Students may appeal against disciplinary actions in writing to Austral College. This
document should specify the grounds on which they are appealing. Austral College will
notify the student of the allegations against them and their rights.

Complaints

If you have a concern regarding any aspect of your program, please discuss it with your
Trainer/Assessor so that assistance can be provided as quickly as possible. Addressing
an issue early generally allows for faster resolution. Austal College has policies and
procedures in place to deal with complaints.

If you would like to lodge a completion, please do so in writing. Receipt of the complaint
is to be acknowledged within two (2) working days. A response, solution or referral will
be completed within ten (10) working days.

Appeals

Appeals can relate to assessment decisions, but they can also relate to other decisions,
such as a decision to exclude a student from a program. Students should be encouraged
to resolve complaints and appeals through Austral College.

Attendance

Students are expected to attend the mandatory Face-to-Face monthly workshops.
Absences should be discussed with your Trainer/Assessor or an Austral College staff
member, as continued absences will result in students not participating in those stages
of the learning processes or assessments.

Assessment

Assessment will be conducted in an open, accountable and transparent manner with
particular emphasis on the aspects of fairness and equity for all. Assessment practices
will enable the student to take full advantage of credit obtained from previous study.

Assessment willincorporate alternative approaches to suit people who would otherwise
be disadvantaged by cultural background, language ability or personal disabilities.
All assessment work must be completed by due dates to be eligible for a qualification.
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Students are provided with three (3) attempts to complete both online assessments and
practical assessments.

Where a student is deemed Not Yet Competent (NYC) after the third attempt, a
resubmission fee of $50 per assessment applies for the fourth and any subsequent
attempts.

Academic Appeals

Students who are dissatisfied with academic decisions, procedures or any issues that
directly relate to the successful completion of their program, may take their complaint
appeal in writing to their Trainer/Assessor within two working days of receiving their
results or of the decision made by Austral College.

If a student is still dissatisfied with the decision of the Austral College, a student may
wish to refer the matter to an external independent/ third party mediator. Contact Austal
College for information about this process.

Where a decision or outcome is in favour of the student Austral College shall follow the
required action and recommendation from the independent / third party mediator to
satisfy the students appeal as soon as practicable.

Only when a student is not satisfied with the outcomes of these processes with the
Australian Skills Quality Authority (ASQA) consider complaints. Austral College will
assist you with further support and options for appeal should this ever become
necessary.

Student feedback

At Austral College, your feedback is incredibly important to us. We are committed to
continuously improving the quality of our training, support services, and overall student
experience and your input plays a key role in that process.

To help us understand what we’re doing well and where we can improve, we regularly ask
students to take partin:

e Program evaluations

e Student satisfaction surveys

e Workplace or employer feedback surveys (if applicable to your training)

These activities give you a chance to share your thoughts on your course content, your
trainer/assessor, learning materials, the support you receive, and your overall
experience as a student.

Your feedback helps us:
e Make positive changes to our programs and services
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e Ensure our courses stay relevant and up to date
e Improve the way we support you throughout your learning journey

We encourage you to be honest and constructive when completing surveys or
evaluations. Whether your experience has been positive or you feel something could be
improved, your voice matters.

You can also provide feedback at any time by speaking with your Trainer/Assessor or
contacting the Student Support Team.

Together, we can make Austral College an even better place to learn and grow.

Student Misconduct

Austral College is committed to providing a safe and respectful environment for all
students and staff members. Misconduct by students, including but not limited to
disrespectful, aggressive, threatening behavior, and physical assault against staff
members, will not be tolerated under any circumstances.

The expected behavior and the consequences for violations of these standards are
outlined in our policy and procedure.

Misconduct includes any form of discrimination, harassment, or vilification based on
race or religion, including antisemitism. Such behaviour will result in disciplinary action.

Awards

To obtain an award you must have successfully completed all requirements of the
qualification within the specific timeframe and have paid all fees. An award will be
forwarded to your email address and postal address within 30 days of your successful
completion of study.

If there are outstanding course fees, your assessment will not be marked. Students who
successfully complete all the requirements of the course in which they are enrolled will

receive a Certificate for the qualification and a Record of Results.

Students who successfully complete at least one unit of competency will receive a
Statement of Attainment listing the unit/s attained.

A lost or misplaced aware can be re-issued for a fee of $50.00.
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Training Guarantee

Austral College guarantees that it will:

e Deliverthe agreed training and assessment services that the student has acceptedin
the completion of the enrolment form and training plan

e Notify student — as soon as practicable — of any information relating to change in
ownership, change in third party arrangements or any other significant change,

e Advise students and staff of any changes to legislation and regulations that affect
services delivered
Or if circumstances prevent Austral College from continuing training delivery, it will:

e Find an alternative provider
Or

e Refund moneyin full.

Progress and Participation

A student can ask their Trainer/Assessor at any time about their participation and
progress. Trainers/Assessors keep active rolls and assessment records that show each
student’s progress in each unit and record their attendance.

If a student requires a print version of either their participation or progress, they should
contact an Austral College Student Administration Officer.

Vocational Education and Training

The quality of the training and assessment you receive is protected by legislation. As a
Registered Training Organisation (RTO), Austral College must follow national standards
and is audited regularly.

If we do not comply with these standards, we can lose our registration.

If you feel that we have not met the standards or met our obligations or agreement with
you, you can use our complaints process.
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SECTION 1 - For Students Based in Victoria

General Course information

Specific course information is available on our website at www.australcollege.com.au

Roles and Responsibilities of the RTO

The Registered Training Organisation (RTO) will:

e Provide all parties with comprehensive and relevant information regarding the
requirements of the program into which the student is enrolled.

e Conduct an assessment to verify the student’s eligibility and suitability for the
program.

e Collaborate with the student to provide, or arrange to provide, the necessary
facilities, services, supervision, and training as outlined in the individual training plan.

e Negotiate and develop the training plan in consultation with the student, and provide
a copy of the completed training plan to the student.

e Maintain asystemforrecordingtraining progress, which may be in paper or electronic
format, allowing for ongoing monitoring of the student’s achievements and
engagement.

e Update the training plan as needed to reflect changes in training arrangements or
student circumstances.

e Ensure that the student is fully informed of all costs associated with their training
program, including any relevant fees, payment terms, and financial obligations.

e Support and assist all parties involved in the student’s training and assessment—
including workplace supervisors or external trainers—to understand their roles and
responsibilities in delivering relevant training and assessment activities.

e Arrange additional learning support and reasonable adjustments if required to help
the student successfully complete their training.

e Issue qualifications or Statements of Attainment within 30 days of the student
successfully completing all requirements of the program and when all financial
obligations to the RTO have been met

Roles and Responsibilities of the student

As a student of Austral College, you are expected to:

e Take responsibility for your own learning and progress
e Actively participate in all training, assessments, and learning activities
e Attend scheduled classes, workshops, or placements punctually and consistently

16|Page
Student Handbook V1.13 Austral College | RTO 41386


http://www.australcollege.com.au/

A. Student Handbook

e Communicate any difficulties that may affect your ability to complete your course

e Submit assessments by the due date or request an extension where needed

e Treat all staff, fellow students, and workplace supervisors with respect and courtesy

e Abide by all Austral College policies and procedures, including code of conduct,
academic integrity, and attendance requirements

e Ensure your personal details remain up to date by notifying the College of any
changes

e Maintain a safe, inclusive, and supportive learning environment for yourself and
others

e Use College resources responsibly and with care

e Report any incidents, hazards, or misconduct to your Trainer/Assessor or Student
Support

Attendance to Workshops

Austral College schedules face-to-face monthly workshops as an integral part of your
training program. These workshops are pre-scheduled and form a mandatory
component of your course requirements.

Attendance at all scheduled workshops is compulsory. Participation in these sessions is
essentialto meetyour learning outcomes, engage with trainers and peers, and complete
assessment tasks effectively.

Failure to attend workshops without prior approval may impact your course progression
and could result in the need to reschedule or repeat the workshop, potentially delaying
your qualification.

Please ensure you plan accordingly to attend all workshops as scheduled and
communicate promptly with your Trainer/Assessor if you have any concerns regarding
your attendance.

Online Assessments and Paper-Based Assessments

The 4 stand-alone top-up units which are the industry-mandatory trauma units, are the
only component delivered online for the stand-alone top-up units and the Certificate IV
in Child, Youth and Family Intervention.

All assessments for these specific units must be completed online in accordance with
the provided guidelines and deadlines.

Paper-based assessments are an essential part of your practical learning and will be

completed during the monthly face-to-face workshops. These assessments are
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designed to help you apply the skills and knowledge gained through hands-on activities
and group discussions in a workshop setting.

Payment of Fees

Payment plans are available for students paying under a Fee For Service arrangement.
For students wishing to pay upfront, no more than $1,500 in fees will be collected prior
to commencement of course.

e Austral College does not offer nor accept Concession Rates.

e Austral College does not offer fee waivers.

Refunds

Austral College is committed to ensuring fairness and transparency in its refund
processes. Refund requests for workshop programs will be considered in accordance
with the following terms:

e Refund Requests Submitted More Than 10 Business Days Prior to Workshop
Commencement
o If a student submits a written request for a refund more than ten (10) business
days before the scheduled start date of a workshop program, and no course
materials have been issued, Austral College will process the refund minus a $250
administration fee, which will be withheld from the tuition fee.
e Refund Requests Submitted Less Than 10 Business Days Prior to Workshop
Commencement
o Ifastudentsubmits awritten request for arefund less thanten (10) business days
before the scheduled start date of a workshop program, and no course materials
have been issued, Austral College will process the refund minus a $500
administration fee, which will be withheld from the enrolment fee.
e Refund Requests After Workshop Commencement
o No refunds will be provided if a request is submitted after the workshop program
has commenced, regardless of whether the student attends the scheduled
classes (face-to-face or online) or accesses any learning materials.
o However, exceptions may be considered in cases of extenuating circumstances.
All such applications will be assessed on a case-by-case basis, and supporting
documentation may be required.

Austral College encourages students to submit any refund requests as early as possible
and to communicate openly with the Student Support Team regarding any issues that
may impact their ability to attend or complete their course.
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Awards

To obtain an award you must have successfully completed all requirements of the
qualification within the specific timeframe and have paid all fees. An award will be
forwarded to your email address and postal address within 30 days of your successful
completion of study.

If there are outstanding course fees, your assessment will not be marked. Students who
successfully complete all the requirements of the course in which they are enrolled will

receive a Certificate for the qualification and a Record of Results.

Students who successfully complete at least one unit of competency will receive a
Statement of Attainment listing the unit/s attained.

A lost or misplaced aware can be re-issued for a fee of $50.00.
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SECTION 2 - For Students Based in Queensland

General Course information

Specific course information is available on our website at www.australcollege.com.au

Roles and Responsibilities of the RTO

The RTO will:

e Provide all parties with all the relevant information regarding the requirements of
the program into which they are enrolled e.g. traineeship, Certificate lll,
Certificate IV etc

e Conduct an assessment to verify the student’s eligibility

e Work with the student to provide, or arrange to provide, the facilities, services,
supervision and training required under the training plan

e Negotiate the training plan and provide a copy of the completed training plan to
the student

e Provide a method of recording training which can either be in paper or electronic
format that allows for monitoring of the student’s progress

e Update the training plan as required

e Ensure that the student and their parent/guardian (if applicable) are aware of the
cost associated with training and, if applicable, the implications of the
traineeship or Certificate Il Guarantee regarding the access of multiple
government contributions

e During the term of the training assist others who contribute to the student’s
training and assessment to understand their roles and responsibilities in
planning workforce tasks and delivering workplace training relevant to the
students training

e Arrange additional learning support, if required

e Ensure that the qualification has been issued within 30 days of the student
completing their course and being deemed competentin all units of competency
and when all course fees are paid.

Roles and Responsibilities of the student

The student must:
e Participate in negotiating the training plan
e Follow all the Trainer/Assessor’s lawful instructions.

e Comply with all workplace health and safety (including dress and equipment) and
code of conduct.
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e Attend training, perform duties required and make reasonable progress to achieve
the competencies negotiated in the training plan.

e Asinstructed, undertake and attend any training orassessment related to the training
plan.

e Pay student co-contribution fees to your training organisation (a third party may pay
these on your behalf), if relevant.

e Maintain courteous and professional behaviour.

e Acknowledge that all instructions and other material that comes into the student’s
progression as a result of the training remains the property of the RTO.

e Understand that all information obtained from the RTO and given in confidence must
be kept confidential.

e Participate in work experience if required as part of the qualification.

e Participate, if relevant, in job seeking programs by their Job Seeker Provider if required
as part of the program.

Withdrawal from a traineeship

Students must fill out a cancellation form to withdraw from the traineeships. These must
be required to the Australian Apprenticeship Centre Support Network provider
responsible for your traineeship.
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Student Acknowledgement

By signing below, | acknowledge that | have received, read, and understood the
information outlined in the Austral College Student Handbook. | agree to comply with the
policies, procedures, and responsibilities detailed within the handbook throughout my
enrolment.

I understand that should | breach any of the conditions or obligations stated in this
handbook, this signed acknowledgement may be used as evidence in any related
disciplinary or administrative processes.

| commit to actively participating in my learning, adhering to Austral College’s code of
conduct, and communicating openly with staff regarding any concerns or difficulties.

Student Full Name:

Signature:

Date:

Record of Student Acknowledgement

Austral College will retain a copy of your signed Student Acknowledgement from the
Student Handbook as part of your official academic records. This ensures we maintain
accurate documentation of your agreementto comply with the policies, procedures, and
responsibilities outlined during your enrolment.

This record may be referred to in the event of any concerns, breaches, or formal
proceedings relating to your conduct or progression during your course.

RTO Authorised
Delegate Name:

Signature:

Date:
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