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Welcomeo austech Institute for Further Education. We wish you the very best in godies and your

stay in AustraliaYou have chosen the best College jmur studies. The followinimpformationis very useful and
important for your studes.

AIFECode of Practice

This Code of Practiceompkements the National Code of Practice for Registration Authorities an
Providers of Education and Training to Overseas Stu@8gestablished under Commonwealth law
(the ESOS Act, 2000 and ESOS Regulations db@lManagement and Staff of Austech Institute fo
Further Education are committed to high standards of trainiagsessmentstudent services and
business operationsThe fdlowing Code of Practice describes skestandards
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1. The Management and Staff @&ustech Institute for Further Educaticcomply with all Legislative
requirements of State and Federal Government, in particular \Wade Health and Safety, Workplace
Relations, Anti Discrimination and Equal Opportunity and mutual recognition of accredited qualifications
issuedby another RTO.

2. The Management and Staff of Austech Institute for Further Educdtave a commitment to
providing a quality service with a focus on continuous improvement. The Management and Staff of
Austech Institute for Further Educatiomalue feedback from studentstrainers and industry
representatives. Where possible, The Managetreamd Staff ofAustech Institute for Further Education
design diagnostic assessment instruments specific to student needs.

3. All students have the option to be assessed in order to ascertain if their Literacy and Numeracy skills
are sufficient to succefidly undertake the training program. This is usually via interview or completion

of an exercise contained in the proposed training program. Those who require further assessment will
be referredto an qualified instructor

4. The Management and Staff #listech Institute for Further Educatianarket training products with

integrity, accuracy and professionalism, avoiding vague and ambiguous statements. In the provision of
information, no false or misleading comparisons are drawn with any other Trainingdere The
Management and Staff of dza G SOK Ly a (A ldziS rfagkélihg Gidatediek SiNIno® R dzO |
contravene legislation.

5. Access and Equity.
A.lLF.E has an Access and Equity Policy based on the following Principles:

Access and Equity

Under NSW aniliscrimination legislation it is against the law to discriminate agapesiple
becauseof their age, genderfransgender statusrace, marital status, sexuality, or physical or
intellectual disability.

Assistive technology
Assistive techology is defined as equipment and software designed for use by people with a
disability.

Reasonable adjustment
Reasonable adjustment means the nature and range of adjustment which can be made to an
assessment tool or assessment method which will ensatia and reliable assessment decisions

but also meet thespecial requirements of the person(s) being assessed.
(*Adapted from the Training Package for Assessment and Workplace Training.)
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6. The Management and Staff ofustech Institute for Further Educatiohave personnel with
appropriate qualifications and experience to deliver the training and facilitate the assessment rele
to the training products offered. Assessmsrdire all competencehased and lead to a qufitiation

issued undethe Australian QudicationsFramework including recognition of prior learning and credi
transfer. Adequate training materials and physical resources will be utilised to ensure the lear
outcomes of the training product can betaeved. Appeals procedures are in place for students who a
not satisfied with assessment or training. All assessment processes will be valid, reliable, flexibl
fair. Students will be advised on assessment requirements before training commences.

7. Students will be recruited responsibly and ethically at all times and recruitment will be consistent
any training package/product requirements. The Management and St#@istech Institute for Further
Educationare committed to nondiscrimination inany form when recruiting and selecting and at al
times comply with equal opportunity and ardiscrimination legislation.

J00qpueH 600¢

8. Forcurrent detailsof Fees and Charggtease efer to Section36.

9. Should the Management and Staff oAustech Institute for Further Educatiooancel any
course/training programstudents are entitled to full refund or transfer funds to future training. In the
event that the student wishes to cancel their course/training program, they need to note thauitéad i
non-refundable deposit will apply. Refunds may be negotiated on the basis of personal hardship or
sickness upon provision of substantiation of the claim-rfata refunds may be organised by agreement
between stueént and The Managemenklease refeto AIFE Refund Policy and Procedure.

10. In the event that a student hasa@mplaintconcerning any matter in relation tustech Institute for
Further Educationthere is a process in place to ensure that tleenplaintcan be resolved.

11. The Management and Staff éfustech Institute for Further Educatieek to prevent appeals by
ensuring that students are satisfied with their training product and its outcomes. Personnel are expected
to be fair, courteous and helpful in all dealings wathdents.

Any complaint about any Assessment will be treated seriously, investigated thoroughly, and dealt with
according to the merit of the complaint. Appeals must be made witidays of receipt of assessment.

All records of any appeals will be ket file.

12. A student will be given three weeks to appeal against an assessment mark. They should first
informally approach the trimer of the relevant unitwithin three weeks of receiving their assessment
results. If the student is not satisfiedittv the decision of the trainerthey stould then approach the
CourseCocoordinator. TheCocoordinatorwill then reassess the student's work.

13. If the student is not satisfied ith the decision of theCocoordinator, the student should thefill in
Complaints or Appeals Foremd make an appointment to se@ompliance OfficerFinal action to be
taken if the student is still not satisfied with the outcome is to approach the Prinéedse refer to
AIFE Complaints and Appeals Policy.

14. Matters of complaint outside of grievance and appeal will be dealt with accordittgetomerit. The
written complaint will be formally viewed by tHerincipal A response in writing will be forwarded to the
student notifying of result and/or any furthexction. All records of any complaints will be kept on file.

15.Course Credit

Students who have skills and knowledge equal to the course they are studying may appbufee
Credit The student will have to supply evidence before credit is granted. The determinatidauo$e
Creditwill be professionally conducted and will be valid, reliable, flexible andHsaidence foiCourse
Credit may include: eidence of current competengeperformance, demonstration, or skills test
Portfolio, logbook, task book, projects or assignmewtstten presentation Interview; or Case studies

Course Credit available for all unitsStudents should complete@ourse Credi\pplication Form
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If there is sufficient evidence in the application and supporting documentation, no further assess
may be necessary. If further assessment is required, it may take any practical form consistent wit
assessment criteria for the claimed competencied &me principles of validity, reliability, fairness and
flexibility. The form of assessment may be negotiated with the student and may consist of intervi
written assignment, exam, or other method. Assessment must be conducted by a qualified assesso
If/ 2dz2NBES / NBRAG A& INIFYGISR yR GKS RdzNI GAzZ2y 2
a) Specify the net duration of the course in the Confirmation of Enrolment (COE) if a visa has
been issued; or
b) Report the change in course duration via$RE if a visa has been issued.

J00qpuelH  600¢

There is no chargéor the Course Crediassessment. Successful students are notified promptly of t
Course Credibutcome. TheTeacher C@oordinatoradvises unsuccessful studentsrefisons for non
recognition and steps they can take, including appeal mechanisms.

16. Qualificationsoffered byAlFEare:
1 THH3102 Certificate Il in Hospitality (Asian Cookery)
1 THH51202 Diploma of Hospitality Management
1 THH®202 Advanced Diploma éfospitalityManagement

17.Student Services, Welfare and Guidance

AIFE has sound management practices to ensure effective student services. The organization has
operational standards to ensure timely issuance of training assessments, resultgualifications.

These will be appropriate to competence achieved and issued in accordance with National guidelines. All
student records and documentation will be recorded, kept confidential and securely archived. Students
can access their files by request.

AlFEhas student welfare and guidance services relevartuotraining requirements Where necessary,
arrangements will be made for students requiringnguageLiteracyand Numeracy support.

AIFEwiIll ensure students are aware afl fees and charges are known prior to enrolment. Students are
advisedof Course Content, Outcomes, and Assessment procedures before training commences.
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Purpose:

The Management and Staff of AlFEcognisethat particular groups of people in society have
experienced and continue to experience, institutional disadvantage and unequal educational outco
Particular groups include women, Aboriginal and Torres Strait Islanders, people-&hgtish speaking
backgrounds, people with physical or intellectual disabilities, the long term unemployed and the ru
isolated.

JoogpueH 600¢

The Access and Equity policy aims to achieve best practice by achieving equal educational and voc
outcomes for all.

Scope

This pdicy appliesi 2 ! dza i SOK Ly &adAdGdziS F2NJ CdzNIIKSNJ 9 RdzOF (i A2
and providing support services to its clients.

Roles and Responsibilities

The CEO of AIFE will be responsible for ensuring access andpeingifyles and practices apply.

Trainers wilkater for the special needs of students, including diverse learning styles.

Student Support Officer:

1)Toco2 NRAY I GS 1LC9Qa LINRPOSaasSa T2NJ YSSGAy3d GKS alLISt

2) To offer counseling tatudents as needed and refer students to external counseling services where
appropriate.

Course selection

1. Studentenrolmentwill comply with equal opportunity legislation.

2. Students wilbe providedaccess to services where they are deenedidible and whereAlFEhas the
appropriate resources to providbdoseservices.

3. Any enquiries in relation to childcare arrangements will be referred to an appropriate community
agency.

4. As an Equal Opportunity employ&IFE will treat every staht fairly and without discrimination.
Complaints and Appeals procedures have been put in place to ensure any concerns during training are
dealt with immediately and appropriately.

pd ¢KAA LIRfAOe Ffaz I 01y2¢tSRIRderal equal dmartunity3ad) f 20 f
including:

1 The Racial Discrimination Act, 1975 (Commonwealth);

1 The Sex Discrimination Act, 1984 (Commonwealth);

1 Disability Discrimination Act, 1992 (Commonwealth);

1 The Anti Discrimination Act977 (NSW)

T NSW OH&S Ac000
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6. Training will be made available to all students regardless of race, gender, transgender status,
marital status, physical or intellectual impairment, or sexual orientation. In accordance with the
Discrimination Act, 1984, sexual harassment moli be acceptecat AIFE Professional development of
staff will be reviewed at least annually, aimed at addressing this and other discriminatory behaviors.

7. Employment and traininguidancewill be offered by qualified staff, to people from all backgnda
Staff will be professional and supportive at all times, in their approach to students.

Enrolment

An enrolment andorientation program is provided to students. An introductory interview will be helg
with the interested applicant to discuss entry requirements and enrolment procedures. Once
applicant has a full understanding of the training program, anyrpagiisites will be stablished.

JoogpueH 600¢

Language, Literacy and Numera

Registration under the Australian Quality Training Framework (AQTF) requires AIFE to assist students
with Language, Literacy and Numeracy (LLN) skills as a part of its core business.

At AIFE,Language, Literacy and Numeracy issues are handled within the delivery of training and
assessment. These issues are considered when developing learning and assessment strategies.

During the course, LLN needs will be identified, and support provided, in the following ways:

3 Trainers will be asked to report to the Courseordinator if they suspect a student is falling behind
due to restricted LLN skills.

3 Sudents will be encouraged to discuss with théiainers any difficulties they have with their
studies. This provides a channel for students to-detflare LLN difficulties.

S
For further details, please refer to AIFE Access and Equity Policy

Continuous Improvement

This policy states how Austech Institute for Further Education seeks to apply a continuous improvement
approach to all aspects of its operations for both the organisatind our Staff, in accordance with

AQTF 2007 Standards 1.1 and 3.1. It is a strategic approach aimed at embedding awareness of quality in
all AIFE organisational process to ultimately elevate our products, services and processes.

This policy relees to the arrangement of operational sectors and information databases which
FYFE3FYFEGS AyF2N¥VEGA2Y (G2 0SS FylFLfe@adaSR F2NJ O2yiAy
facilities, support services, and other aspects of its operations.
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Continuousimprovement Strategy and Operatio

l dzZaGSOK LyadAaddziS F2NJ CdzNIKSNJ 9RdzOF A2y Qa
collection of data and analysis including aspects of internal audits, surveys our clients and internal
as well aglient feedbacks (Refer to AIFE Feedback Policy and Procedures). The implementation ¢
WLRSI{OFtSQ LINPINIrY GKNRdAZAK 2dzNJ { KI NSt 2Ay G &
improvements.

All Continuous improvement data analysis, disaussiand actions are tracked through our continuous
improvement register which involves both Academic and Administration Departments. S
improvements are also interlinked with our Quality Safety and Management System a#tlidito
systems which monitorrad dissect the key elements that need improving. Furthermore, it focuses
the risk management framework for the organisation. Improvements are recorded and categorised
7 key areas of:

1. Business Systems

2. Client Engagement Systems
3. Client Serice Systems

4. Training Systems

5. Assessment Systems

6. Records Systems

7. Quality Systems

JoogpueH 5002

Covering a variety of areas for improvement in the college, the systems relating to learning and
assessment strategies, organisatiot@jistics, infrastructure and training and developments are thus
embedded within this framework.

Continuousimprovement Approach

The Continuous Improvement Approach adopted by AIFE forms a continuous cycle that involves
evaluation, analysis arichplementation of improvements and results.

Approach
Improvements - Goals
- Leamings - Objectives
- Adaptations - Plans
- Strategies - Measures
- Mechanisms - Communication
Results
- Reviews Deployment
- Outputs - Training
-Data - Resources
- Trends = impiemeninton
- Outcomes - Monitoring

hyS AYLERNIFYyG FaLSOG 2F 1LC9Qa O2yGAydzzdza AYLINE BS
Check, Act) model. This process involves a deep grounding in identifying and measuring key
performance indicats. The PDCA cycle is an optimal tool to regularly improve our processes and
practices. It involves all the hallmarks of a successful project itself as it has clear identification of the

problem and metrics, a prototyping of the solution, evaluation of thenges and subsequently, a

full-scale implementation of successful strategies.
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AIFE surrounds itself with areas of planning and evaluation as key performance indicators of
successful continuous improvements, through:

Business planning: the projection of organisation goals and development plans
Evaluation performance summary: a performance summary on an annual basis for current and
future reference

Result areas: consisting of learner performance, client services, faameople, operational
effectiveness and governance & social responsibility

Monitoring: monitoring systems in relation to planning and delivery

Review: annual review and improvement register updates

Schedule: management calendar planning

Continuous mprovementCommittee

The continuous improvement committee was implemented by AIFE to ensure that we adhere to AQ
2007 requirements as well as the elevation of our professional standards within AIFE. The committee
analyses and responds to all organisatl or learning and assessment changes that the organisation
may need. The Continuous Improvement Committee meets at the end of each term to review all audits,
feedback analysis, suggestions and other relevant data collected during the term and toaterraul
continuous improvement plan for the next term.

A00qpueH 600¢

The committee comprises:

Principal

ACEO

Director of Studies

Course Cardinator(s)

Compliance and Quality Assurance Department

geeee

Other staff members may be appointed to the committee at dligcretion of the ACEO.

For further detailsplease refer to AIFE Continuomsprovement Policy

Gourse Progress Policy

As stipulated by the National Code of Practice for Registration Authorities and Providers of Education
and Training to Overseas Students (2007), Austech Institute for Further Education is required to monitor
aGdzRSyGaQ | OF RSYAO LIS indedigrelssyoOeach stydent whitsiefrallad inltie S O 2
college.

This is done in order to offer support to students who are not progressing satisfactorily.

CKAA LRtAOCE alGlriSa K2g ! dzadSOK LyadidAadddziSssaaNI CdzNI
extends enrolments in accordance with the National Code of Practice 2007, Part D, Standard 10
Wa2yAU2NAyYy3 /2dz2NAES t NPINBaaQd ! dzaiSOK LyadAaddzis
student to ensure that the student is always in a piositto complete the course within the expected

RdzN} GA2y & &aLSOAFASR 2y (KS aiddzRSyidiQa /29d ¢KS
l dZA 0 SOK Ly&aidAiddziS F2NJ CdzNIKSNJ 9RdzOlF iAz2zy Attt St

compliancewithi KS bl A2y f /2RSS wnnTt G{KS YORELBERO (idS RY /520N (1Sh (&

CRICOS Code: 02442B Paged of 89 V42 RTO Provider Code: 90839



This policy applies to the systems for monitoring course progress, counseitingssisting students with
problems relating to course progress and procedures and conditions for extending student enrolme
Satisfactory course progress is defined as achieving competency in at least 50% of the un
competency timetabled for eadierm.

This policy applies to all students for whom a CoE has been issued and who are currently studying.
Course ceordinators, the compliance team and all teaching and training staff will be involved
ensuring the policies are carried out as stated.
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Procedure to monitor course progress

Attendance and Academic Requirements

The attendance of each student enrolled with AIFE will be monitored closely to ensure each student
is fulfilling his or her fullime study obligations. Maintaining goodttendance is essential in
achieving satisfactory course progress.

.2dz sAff 0SS YIENJSR Wb2dG , S0 /2YLISGSydaQ ATFY

1 You do not complete all required assessments during each session;

1 ,2dz R2 y204 3SaGd Ly { oW{IFHdAaFIOG2NEQU F2NJ I ff

z

féd2dz R2 y20 aldrafFe SIFIOK 2F (KS&S NBIdZANBYSyilia e&:
the units within that session.

CHAfdzZNE (2 NBaLRYyR G2 1LC9Qa VYy2U0AFAOLGAZ2Y YR NJ
compliance officer or course @aNRAY | 12 NJ YI & fSIR G2 FlLAftdz2NE 2F G
support include interventions, counselling and warning letters.

Unsatisfactory academic course progress is defined as not successfully demonstrating competency in

50% or more of enrolled subjextvithin the term.

Notes:

91 OK &addzRSyiQa O2dz2NES LINRPAINBaa Aa Y2YyAU2NBR RdzNA
end of each study period.

According to the AIFE academic calendar, we have four terms a year. For example, for the year 2009:

Term1l Term 2 Term 3 Term 4
YOOT1.1| YO9T1.2| YO9T1.3| YO9T2.1| YO9T2.2| YO9T3.1| YO9T3.2| YO9T3.3| YO9T4.1 | YO9T4.2
12/1/09 | 9/2/09 | 9/3/09 | 27/4/09 | 25/5/09 | 3/8/09 | 3/8/09 | 31/8/09 | 19/10/09 | 16/11/09
712109 | 7/3/09 | 4/4/09 | 23/5/09 | 20/6/09 | 1/8/09 | 29/8/09 | 26/9/09 | 14/11/09 | 12/12/09
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Terms are further divided in block of 4 weeks. Each block is called as session. For example:

Under each term, we haveweek sessions:

Term 1 has 3 sessions, which is 12 weeks;

Term 2 has 2 sessions, which is 8 weeks;

Term 3 has 3 sessions, which is 12weeks;

Term 4 has 2 sessions, which is 8 weeks.

By definition, a study period at Austech Institute for Further Education is a term (either an 8 or 12
week period).

,2dz gAff 0SS YFENJSR Wb2d ,Sd /2YLSGESydiQ AFY
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i You do not peicipate in all class activities during each session;
1 .2dz R2 y20 384G +y { OoW{IGAATI OG2NBQO F2NJ I ff
LF @2dz R2 y20 aliArafte 2yS 2F (KSaS NBIldzZANBYSyida &
units within that sesion.
3.1 Monitoring course progress on a p&rm basis
3115dz2NAy3 Sk OK addzRée asSaaiazys GNIXAYySNAR &aK2dAZ R Y2
under-performing students should be provided with extra support to help them achieve
competency. This support may come in the form of:

i.English language support for dend written comprehension;

ii. Assistance with academic skills such as essay & report writing, meeting assessment requirements
and research skills;

iii. Attending a study group;

iv.Counselling with the course @rdinator and/or compliance officer for assistance lwany issues
which may be affecting course progress;

v.Opportunity for reassessment;

vi.Mentoring by the trainer or nominated student;

vii.Referral to external organisation for assistance;

viii.Combination of above methods.

3.1.2 Trainers need to inform the course -codinator of any students who arat risk of not
achieving satisfactory course progress for the current session. This assessment is mainly conducted
through weekly submission of the Trainers Weekly Report Log on the AIFE intranet service. It acts as
a measure of monitoring trainers and alsottép INBS & & 2F adGdzRSyidaqQ I+ OFRSYAO
313¢KS GNIAySNRa ¢SS{fte NBLRZNI f 20|dindtoi ASuMimanyf SR G2
report will be prepared by the compliance/quality assurance team leader by summarising the weekly

logs.
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3145SGFAf & LINBOARSR 2y (GKS GNIXAySNDa ¢SS{1te NBLRNI

it NI AySNRa yIYST
ii. Report for week starting and ending;
iii. Intake/Group;
iv.What units were covered;
v.What elements were covered,;
vi.Performance criteria;
vii.Assessments performed;
viii.List of students at risk ofat achieving satisfactory course progress. Includes student name, ID and
comments.
3.1.5Weekly reports can then be generated to identify:
i.Which trainers have not submitted a weekly progress report;
ii. Which students are at risk.
3.1.6 When session results arsubmitted, the compliance department will work closely with the
course ceordinator to identify any students who have not achieved competency results in at least

50% of units for the session, and establishing support programs for those students through:

1 Active counselling;

1 Extra academic support if necessary, such as special training sessions or weekend review
lectures;

1 Monthly reassessment.

All the actions taken should be properly documented, filed (in the respective student file) and logged
(on the profle of the student in the Student Management System, CRM).

3.1.7 In the following session, the students on the list for the previous session will be monitored
closely for their academic performance.

3.1.8 The students who are not competent in 50% or more units for an entire term (a term could
have two or three sessions) will be identified as havimgatisfactory course progress; the list
should be generated by the compliance officer within one week oftiek of the term and reviewed

by the course cardinator.

3.1.9 The course cordinator forwards the list to the compliance/quality assurance team leader
within one week after end of term.

3.1.10The students been identified will be offer further support.

Please Note: all student services and counselling outlined in this policy a
provided to students free of charge, with the exception of the opportunity
for reassessment

CRICOS Code: 02442B Pagel20f89 V42 RTO Provider Code: 90839
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Procedure to monitor course completion

Standard 9 of the National Code of Practice for Registration Authorities and Providers of Educatio
FYR ¢NIXAYyAy3a (2 h@SNESIA {ddzRRSydGa o6wnnt0 NBJ
to ensure they complete the course within the duration sified in their CoE and do not exceed the

Fff26l06fS LRNIAZ2Y 2F 2yfAyS 2NJ RA&adGHyOS SN

enrolment for any students.
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Standard 9.1 requires the registered provider to have and implement documentecigsoand

procedures for monitoring the course progress of each student to ensure that at all times the
student is in a position to complete the course within the expected duration as specified on the
a0dRSyGQa /290 2KAf &l Ydugediratibidis/abepadN@reghdieat tol I A y & (
monitoring course progress in general, there may be some overlap in procedures. For example, a

LINE A RSNRA& LINPINBaa LINPOSRAINBE Yl & NBIldzZANS GKFG |
results are checked tdetermine course progress for that study period. In order to avoid duplication

2F STFT2NIZ GKS LINPGARSNI YIe |faz2z OKSO]l SFkOK &ddzRS
within the specified duration at the same time.

This policy is closellinked to the AIFE Academic Course Progression Plan and Timetabling.

For Cerlll only students, this procedure comes into action 8 weeks before the finish date of the
d0dzZRSy G Qa SyNRtYSyio

For Diploma only students, this procedure comes into actiowégks before the finish date of the
aGdzRSyGiaQ SyNeRfYSyilGo

For Advanced Diploma students, this procedure comes into action 16 weeks before the finish date of

GKS &aidzRSyiQa SyNRfYSyiGo

4.1 The compliance officer will check the academic course progressionf@agach intake and
decide at which point this policy should be implemented for a particular intake.

4.2 A list will be generated by the compliance officer. The list contains all the students who have 2 or
more NYC units. These students will be identifisdthose who cannot complete the course within

the expected duration.

1 These students will be counselled by the cowrserdinator for academic issues, or
counselled by the college compliance officer for personal issues; counselling records will bedecorde

and filed for future reference.
T The students will be offered a choice to:

a) Undertake scheduled +&ssessment or arrange special assessment;
b) Undertake a tailored study plan if required to restudy units; extra study time will be allocated.

4.31f the student still cannot complete the course within the expected duration by any means:
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a) The student will be further counselled by the courseotdinator or compliance officer;

b) If the student is willing to extend his or her study period in order to completedburse,

he or she needs to follow the proper procedure to apply for a course extension. If the course
extension is approved, the student will be issued with a new CoE which will extend the study period
The new CoE will be issued from PRISMS, and tisemdar the SCV (Student Course Variation) will
060S NBO2NRSR Ay GKS addzRSyiQa TAfSo

c) Please refer to Section 6.0 Procedure for Extension of Enrolment, for further details.
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4.41f the student does not apply for the course extension, or the application istegjethe student

will be issued with a Statement of Attainment instead of an AQF Qualification.

Monitoring Pre Requisites

5.1 Policy

It is the policy of AIFE that in order to progress through any of its courses, prerequisite units of
competencies (UOC) must be successfully completed in order to progress through sequential units

and/or modules fowhich that UOC is a prerequisite.

5.2 Purpose

The purpose of this policy is to ensure that students achieve a certain level of knowledge and
understanding in a particular unit of competency area before progressing to more advanced units
which assume anduild on this knowledge, and to ensure that students are informed about the

nature of and rules regarding prerequisites.

5.3 Responsibility
The compliance/quality assurance team leader, in conjunction with the coursedamator, is
responsible for compnce with this procedure. These issues and any relevant updates are

communicated through frequent meetings.

5.4 Guidelines

General rules regarding prerequisite studies:

5.4.1 Students will never be permitted to enrol in units for which they have not essfally
completed the prerequisite unit/s; either by achieving competency at the Institute in that unit, or by
being granted an exemption/RPL/course credit from that unit because it or its equivalent had been
completed successfully at another tertiaryfinstion (refer to RPL Policy).

5.4.2 Students must be informed of any prerequisites as well as the consequences of failing to

complete them successfully (refer to Student Handbook).
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5.4.3 The compliance/quality assurance team, student enrolment team and student services team

must be made aware of all information regarding prerequisites so students can be advised
appropriately and comprehensively. Course structures, including modules, amdtgrerequisites,

I NB Lzt A&aKSR 2y GKS LyadAaddzZiSQa ¢So0araidsSsz KI
staff and students.

5.4.41f a student enrolled in a core unit has a NYC recorded in his or her results, this unit must be
repeated. Astudent cannot be enrolled in any other unit for which this unit is a prerequisite until it

is completed successfully.

545¢KSNB YIe& 0SS AyadalyOSa ¢KSy GKAA @Attt | T
available in the next semester, thereforeF FSOGAYy 3 (KS fSy3dkK 2F GKS
Co2NRAYFG2NJI FyR O2YLX Al yOSkljdz- f Ad& Faadz2Nl yoOS

recommend future study plans.

5.4.6 Any proposed changes to which units are or are not prerequisitelsfar which other units

are, in turn, prerequisites must first be discussed and agreed to by the coursalioators, the

compliance/quality assurance team leader and the ACEO.

Procedure for Extension of Enrolment

6.1 The course cordinator Y2y A (i 2NBR &a0dzRSydaQ LINRPINBaa | yR

completion.

6.2 The course cordinator counsels students in regards to their options for solving a problem.

6.3 The course cordinator informs the compliance/quality assurance team leader thatstudent
cannot complete the course by the enrolment end date and advises that extra time is needed for
successful completion.

6.4 The compliance/quality assurance team leader discusses the possibility of enrolment extension
with the student.

6.5 The ompliance/quality assurance team leader extends enrolment on PRISMS in cases where:
6.5.1The student is willing to extend esiment and pay additional feéscurred,;

6.5.2Extenuating circumstances apply:

6521 LC9 Yl & OK22a$ &y feriodydoi the CaE itz yitete dhere is

a compassionate or compelling reason. A compassionate or compelling reason is defined as an
event, or series of events, beyond the control of the student that affects their emotional or physical
state andimpeding their ability to achieve satisfactory academic progress. For the purpose of this
policy, if a student has failed occasional units throughout the course, but has not done so poorly as
to be picked up by the AIFE intervention strategy, this may cbesidered a compelling

circumstance.
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6.5.3AIFE has in place a policy and procedure related to the satisfactory course progression of its
students. Students identified as at risk of failing to meet course progress requirements will be
subject to the AIFE intervention strategies. If the implemeantabf an intervention strategy results

in the student being unable to complete the program within the duration specified on their CoE, the

student will be eligible for an extension of their CoE.

6.5.4 AIFE may grant a deferment or suspension of study tstuglent. If the deferment or
suspension of study will result in a student being unable to complete their program within the CoE

duration, AIFE may issue an extended CoE. Those students who are making satisfactory acade
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progress but who are identifiedsaat risk of not completing within the course duration will be

advised in writing and requested to attend an interview with the coursercinator. If appropriate,
the course c NRAY I i2NJ Y& NBO2YYSYR (KS SEGSyarzy 2
implementaion of the AIFE intervention strategy or recognition of compassionate or compelling
circumstances. Students who have chosen not to enrol in an appropriate load despite having been

advised by AIFE of proper course loads will have their request for CotSiextéenied.
6.6 Administration staff place the variation to CoE and other relevant documents on student file.

For further detailsplease refer to AIFEourse Progress and Completi@olicy

Attendance Policy and Procedure

'LC9 &aeaildSYIFrdAaoOlrtte Y2yAdl2NB adGddzRSydaQ O2YLI Al yC
attendance according to Standard 11 of the National Code. AIFE is proactive in notifying and
counselling students who are at risk of not meeting attendance requénts. AIFE reports students

who are found to have breached these attendance requirements in accordance with Section 19 of

the ESOS Act.

Attendance Policy

1. AIFE maintains records of attendance for each student. The students must meet satisfactory
attendance requirements for the scheduled course contact hours of each CRICOS registered course
in which they are enrolled. If the students wish to lodge an appeal concerning their attendance they
may submit either an internal or external appeal to thelegé by following the steps detailed in
lLC9Qa /2YLX IFAyda FyR !'LIWISIta t2fA0& yR t NROSRdzN

2. AIFE assesses the attendance of students on a daily basis to facilitate early identification of any
students potentially at risk of not meeting attendance requients for that given term.
a) ¢KS W5 Afe !''dGdSyRFIyOS 1'aaSaavySyidiqQ aeaiasSy Sylofts$s
i) Any student who may be at risk of not meeting attending requirements for a given term
and,
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i) Any student who is absent for 5 consecutive days witlpoiar approval.
Ly SAGKSNI OFaSz (GKS aidRRSyd ARSYUGUATFTASR gAff
requests that they attend a counseling session with an AIFE Compliance Officer.

b) ¢KS W5FAt& ! GGSYyRIyOS ! tédeimny ShétieRanpstudent$aNs S
below the required attendance level for the term and will be unable to meet these
NBljdZANBYSyidia o0& (GdKS SyR 2F (GSN¥Yo® Ly GKAa O
WSLE2 NI [ SGGSNE sgetiorOt regori thénSvia PRISMSIf@® &ot rhayhiaining
aldAaFTlrOd2NE GdSYRFYOST GKS tSGGSNI faz A
internal and/or external complaints and appeals process within 20 working days. (Please see
Complaints ad Appeals Policy and Procedure)

J00GpueH  00¢

3. AIFE will notify the Secretary of DEEWR through PRISMS according to the following steps:
a) AIFE uses PRISMS to report the student.
b) PRISMS generates a Section 20 Breach Notice which is sent to the student by AIFE. Asocopy is a
1SLIi 6& Ay (KS addRRSyiaQa FTAtSo

When:

a) The student has chosen not to utilise the internal complaints and appeals process within the 20
working day period;

b) The student has withdrawn their appeal;

c) The appeals process has been completed and the resud&ision is in favour of AIFE, or;

d) The student chooses to lodge an external appeal, after completion of the internal appeal
process, and the outcome is in support of AIFE.

4., LF | addRSyidiQa |GGSYyRFyOS Aa ftSaa (bkhackinthe LISNDOSY
following cases:

Case 1:
a) ¢KS aiddRSyidiQa FGGSYyRFyOS Aa Fid f
b) The student is maintaining satisfactory academic performance;
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Case 2:
The student produces documentary evidence clearly demonstrating that compassionate or
compelling circumstances apply

Compassionate or compelling circumstances may include [but is not limited to] consideration of the
following:

Pregnancy or childbirth

Inability to commence or resume studies due to visa processing delays

Traumatic expednces, such as involvement in or witnessing of a serious accident or crime

Serious illness or bereavement of close family members such as parents or grandparents;

serious illness or injury, where a medical certificate states that the student was umestend

classes;

U major political upheaval or natural disaster in the home country requiring emergency travel
when this has impacted on the student's studies

U  Traumatic experience which could include:

cC. o
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o Involvement in, or witnessing of a serious accident;
o0 Witnessing or being the victim of a serious crime when this has impacted on the
student.
(These cases should be supported by police or psychologists' reports)
Where the registered provider was unable to offer a-pequisite unit; or
Inability to beginstudying on the course commencement date due to delay in receiving a
student visa.

For the purposes of this direction the following would not be considered compelling or compassionate
circumstances or a critical incident:

difficulties in adjusting to livigmin Australia or academic life
relationship problems
financial difficulties

cC

diagnosed by a qualified professional (if diagnosed it would have been considertite by
education provider under compelling or compassionate circumstances) or

U inability to begin studying on the course commencement date due to not organising travel in
sufficient time.

Notes:

U At AIFE, each year is divided into 4 terms:
o0 Term 1: 12 Weeks
0 Term 2: 8 Weeks
0 Term 3: 12 Weeks
o0 Term 4: 8 Weeks

U All communication records between AIFE and students will be recorded and filed in the

dGdzRSyiaQ TA{S a SPARSYyOSo®
U All staff and students at AIFE have been provided with attendance policies and procedures.

Attendance Procedure
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The customised online attendance recording system, FirstGlagsh 1 S~ A a dzaSR F2NJ

attendance monitoring purposes. Each trainer has their own secure login user name and password.
With the login, trainers are able to access to their own class and record attendance accordingly.
Hardcopies of the attendancsheets are also prepared and forwarded to all trainers on a weekly
basis as a backup.

1. Student attendance is recorded in class by the trainer on an hourly basis (within 10 minutes of every
hour) through the FirstClass web interface.

2. On a daily basis, all attendance records from the previous day will be generated from FirstClass by a
designated Compliance Officer. This Compliance Officer will then check the records. If any trainer
has failed to submit their attendance records, theyl wiken be asked to provide them within three
(3) hours.
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3. When all entry of attendance records has been completed, student attendance will then be
calculated accordingly. Student attendance records will be imported into CRM after the calculation;
studentcan log in SharePoint which is linked to CRM to check their attendance records.

4 {GdzRSyGaQ GGSYyRFYyOS NBO2NRa ¢gAftt 0SS dzLRIGSR
can log in to this system to check their attendance records.

5. Student attendance will be monitored by a designated Compliance Officer on a daily basis,
60kt Odzt I G SR |-RoGipItARfaged (i i 8y By @®¢ F2NJ SI OK GSN
a LT | &addzRSydGaqQ FiGdSyRIyOS ¥l f ordf astGder? bas & m?
consecutive absences without prior approvathey will then be issued with Warning Letter to
inform them that they may be at risk of breaching their visa conditions, and requesting they
attend a counseling session with a Compliance Officer.

b) Inthecasethh + &0GdzRSyGaQ FGiSyRIyOS Flrtfta o0St2¢ vymw
addressed on a cadw®y-case basis. They will either be issued with a Warning Letter, or Intention
to Report letter, both of which include information on lodging a complaint or appea

c) LT I addzRSydQa IGGSYyRFYyOS Flrtta o0St2¢6 Ttm:x GKS
Report Letter which includes information on lodging a complaint or appeal.
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6. ! TUSNI NBOSAGAY3 +y aLyildSyiGtAzzy (2 wiSdgRaddnterpaS i G SNE =
appeal with AIFE. If the internal appeal is rejected by AIFE, the student then has 10 working days to
lodge their own external appeal, or 5 working days to have AIFE lodge an external appeal on their
behalf.

7. When the internal or externappeal period has expired, a designated Compliance Officer will then
pass the name list to the ACEO for review and approval. Once the list has been approved, the
Compliance Officer will then report the students on the list who are in breach of theicatighitions
via PRISMS and generate a letter to the student from PRISMS (Section 20 Breach Notices).

8. A designated Compliance Officer will send the student the Section 20 Breach Notice, and file this
y2GA0S Ay (KS aGdzRSyidaQ FAtSo

For further detailsplease refer to AIFE AttendanPelicyand Procedure.

This policy governs the process for responding to complaints about a situation, a process, a person or
LS2LX Sz  FlILOAtAdGE 2NJ I aSNDAOS LINPYPARSR 068& ! LCOd
Academic Appeals Policy and Procedure.

Acor LI F Ay G 2N FLIJISHE akKz2dzZ R 6S 2RISR Ay gNARGAYy3TS
office. A written record of the complaint or appeal will be kept on file.

’
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maintained while the process is ongoing.
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A student will have the opportunity to formally present their case at no cost. A student and the other
party may be accompanied and assisted by a support person at any relevant meeting.

AIFE will investigate and respond to all complaints and appeals lodged by students. The proces
commence within 10 working days of the formal lodgement of the complaint or appeal and suppor
information and all reasonable measures will be takerfitalise the process in the shortest possibl
time.

AIFE treats all complaints and appeals in confidence and always seeks the permission of the st
before discussing the complaint or appeal with relevant staff. The student will be given a writ
statement of the outcome, including details of the reasons for the outcome.

A00QpueH 60GC

If the process results in a decision that supports the student, AIFE will immediately implement
decision or preventive action required and advises the student in writinghefdutcome within 5
working days.

Students who are not satisfied with the outcome of their complaint can take further action through
ACPET dtttp://www.acpet.edu.auor the NSW Office of Fair Tradingvatvw.fairtrading.nsw.gov.au
The complaint must be lodged within 10 working days.

Procedure

At AIFE every effort is made to make sure each student is able to appeal against any decision they feel is
unfair or inconsistent with what they were told prior to enrolment. All complaints or appeals that arrive
while attending the College are handledthvsincerity and sensitivity. At induction students are referred

to the Complaints and Appeal Procedure for Attendance, the Complaints and Appeals Procedure for
Academic Progress and the Complaints and Appeals Procedure for Disciplinary action.

1. Complaintand Appeals Procedure for Academic Progress

Each student has the right to be represented by another person of their choice. This may be a friend,
home stay parent, classmate etc.

Step 1: Discuss the Academic Progress decision with your Trainer.

If the problem is not resolved:

Step 2: Discuss the Academic Progress with the Coursed®@tor.

Step 3:Fill out a Complaints or Appeals Form available at Reception and submit at Reception. The
complaint or appeal will be initiated within 10 working days and the case will be examined by the
Academic Department.

The complaint or appeal and any action takeili be recorded.

Step 4: Discuss the complaint or appeal with the Principal.

Step 5: If the issue is still not resolved to the student's satisfaction they will be referred to an
independent mediator.

ACPET (Australian Council for Private EducatidnTaaining)
Telephone: 1800 657 644

ACPET will charge you $200 AUD for complaint.
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The above complaint and appeal procedure does not remove the right to take further action under
Australia's Consumer Protection Laws.

AIFE dispute resolution procedures dot prevent the student from pursuing other legal remedies
involving external dispute resolution organizations.

The outcomes will be provided in writing and the reasons for any decisions will be given.
2. Complaint and Appeals Procedure for Results

Eachstudent has the right to be represented by another person of their choice. This may be a frie
home stay parent, classmate etc.

A00qpueH 600¢

Step 1:Fill out a Complaints or Appeals Form available at Reception and submit at Reception.
complaint or appeal will bénitiated within 10 working days and the case will be examined by thé
Academic Department

If the problem is not resolved:

Step 2: Make an appointment to discuss the Compliant or Appeal with Compliance Officer

Step 3:Make an appointment to discuss ti@mpliant or Appeal with Course Coordinator

Step 4: Discuss the Complaint or Appeal with the Principal.

Step 5: If the issue is still not resolved to the student's satisfaction they will be referred to an
independent mediator.

ACPET (Australian Cailrfor Private Education and Training)
Telephone: 1800 657 644

ACPET will charge you $200 AUD for complaint.
The above complaint and appeal procedure does not remove the right to take further action under
Australia's Consumer Protection Laws.

AIFE dispte resolution procedures do not prevent the student from pursuing other legal remedies
involving external dispute resolution organizations.

The outcomes will be provided in writing and the reasons for any decisions will be given.
3. Complaint and AppeaRrocedure for Attendance Calculation

Each student has the right to be represented by another person of their choice. This may be a friend,
home stay parent, classmate etc.

Step 1: Discuss the Attendance decision with your class teacher.

If the problem $ not resolved:

Step 2: Fill out a Complaints or Appeals Form available at Reception and submit at Reception. The
compliant or appeal will be initiated within 10 working days and the case will be examined by the
Compliance Officer.

Step 3: Make an appointment to discuss the Attendance issue with the Compliance Officer

The complaint or appeal and any action taken will be recorded.
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Step 4: Discuss the complaint or appeal with the Principal.

Step 5: If the issue is still not regetl to the student's satisfaction they will be encouraged to appea
externally and they will be referred to an independent mediator.

ACPET (Australian Council for Private Education and Training)
Telephone: 1800 657 644

ACPET will charge you $200 AUDctonplaint.
The above complaint and appeals procedure does not remove the right to take further action u
Australia's Consumer Protection Laws.

A00qpueH 600¢

AIFE dispute resolution procedures do not prevent the student from pursuing other legal reme
involving exernal dispute resolution organizations.

The outcomes will be provided in writing and the reasons for any decisions will be given.
4. Complaint and Appeals Procedure for Disciplinary Action

Each student has the right to be represented by another persahesf choosing. This may be a friend,
home stay parent, classmate etc.

Step 1: Discuss the reason for Discipline action with your Trainer.

If the problem is not resolved:

Step 2: Discuss the Discipline action decision with the CoursedBtor.

Step 3: Fill out a Complaints or Appeals Form available at Reception and submit at Reception. The
compliant or appeal will be initiated within 10 working days and the case will be examined by the AIFE
Management.

The complaint or appeal and any actiorkéa will be recorded on the complaint or appeal form.
Minutes will be kept on the counselling report. The complaint or appeal form and minutes will be
reviewed by the ACEO. The complaints or appeals process will be monitored by Compliance Officer.

Step4: Discuss the complaint or appeal with the Principal

Step 5: If the issue is still not resolved to the student's satisfaction they will be encouraged to appeal
externally and they will be referred to an independent mediator.

ACPET (Australian Courfioil Private Education and Training)
Telephone: 1800 657 644

ACPET will charge you $200 AUD for complaint.
The above complaint and appeals procedure does not remove the right to take further action under
Australia's Consumer Protection Laws.

AIFE disputeesolution procedures do not prevent the student from pursuing other legal remedies
involving external dispute resolution organizations.

The outcomes will be provided in writing and the reasons for any decisions will be given.
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5. Complaint and AppeaRrocedure for Fees

Each student has the right to be represented by another person of their choosing. This may be a fr
home stay parent, classmate etc.

If a student has overdue fees, thimance department will send two fee reminder notices and twa
g NYyAy3a tSGGSNaA® LT GKS FTSSa KI@gSyQi oSSy L
will be issued with Natification of Intention to Report letter.

Students on receivinthe intention to report letter should:

Step 1: Discuss the reason for Overdue Fees with Finance Department.

JoogpueH 600c¢

If the problem is not resolved:

Step 2: Fill out a Complaints and Appeals Form available at Reception and submit at Reception. The
compliant andappeal will be initiated within 10 working days and the case will be examined by the AIFE
Management.

If the problem is not resolved the college caform the student of their right to access external body
with filling out the external appeal form.

Step 3: Discuss the complaint or appeal with the Principal

Step 4: If the issue is still not resolved to the student's satisfaction they will be encouraged to appeal
externally and they will be referred to an independent mediator.

NSW Government Departmeaf Fair Traiding
1 Fitzwilliam Street Parramatta 2150
Telephone: 02 9895 0111 Fax: 02 9895 0222

The above complaint and appeals procedure does not remove the right to take further action under
Australia's Consumer Protection Laws.

AIFE dispute resolutn procedures do not prevent the student from pursuing other legal remedies
involving external dispute resolution organizations.

The outcomes will be provided in writing and the reasons for any decisions will be given.

For further detailsplease refeto AIFE Complaints and AppeBlslicyand Procedure.

7 Student Feedback Policy
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This policy states how Austech Institute for Further Education uses stakeholder feedback to enhance
its quality of service and to ensure compliance wite AQTF 2007.

Procedure
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1. Unless otherwise stated, all feedback surveys at AIFE administered and analysed
electronicallythrough the IT Network.

2. All surveys and other feedback instruments are listed in AeE Management Calendaand
reviewed annually. Management calendar is available at:

https://moss.aifemail.edu.au:3349/staff/Lists/Management%20Calendar/calendar.aspx

3. At the completion of each term, a management committee meets to review feedback from all

sources. This meeting generates a report including recommendations for improvement in
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accordance wittAIFE Continuous Improvement Policy

3.1 Procedure: Studeniekedback

Post Induction feedback

1. Studentscomplete Postinduction Student Survey#ollowing student orientation to enable AIFE

to monitor the comprehensibility, relevance and utility of the procedure, and assess client
satisfaction with the services of recruitment agents. Students also compéetguage, Literacy and
Numeracy Surveyand Learning Styles Surveyd the commencement of their courses.

2. Compliance and Quality Assurance Team Lead®riews completedPostinduction Student
Surveyseach term, identifies issues of concern and makes any changes needed to the induction
procedue. The review will follow the benchmark standards that are stated in Appendix A and/or
Appendix CCompliance and Quality Assurance Team Leadlso reviews completedanguage,
Literacy and Numeracy SurvegsidLearning Styles Surveysd advises th€ourge Coordinator of

the implications of the data gathered and analysed.

3. Compliance and Quality Assurance Team Leadto advises theéManagement along with
Marketing Manager in Management Review meetingg any concerns raised in relation to the

practicesof student recruitment agents.

Academic feedback (Post Module)

1. Compliance/Quality Assurance departmergdminister an hard copy academic survélogt

Module Student Surveyto classes at the completion of each module of a course. Whereby, one

module canprises several related units of competency over the allocated duration.

2{GdzRSyGa IyasgSN ljdzSadArazya 2y (GKS GNIAYySNRA LISNF:
and currency of training materials, the fairness of assessment, feedb@okthe trainer regarding

0KS aidzRSydiQa FOFRSYAO LINRBAINKBaax yR (KS adl yRIFNR
3. Reports will be generated urveyora week after the survey has been conducted.

4. Academic Managementeviews allPostModule StudentSurveyseach term, identifies issues of

concern. The review will follow the benchmark standards that are stated in Appendix B.
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5. Academic Management will meet with the trainers who are below the benchmark standards and

will receive follow up meetings.
6. Once completed, the records of meeting will be forwarded to HR and Compliance & Quality

Assurance Team to be documented.

General student feedback
1. Trainersadminister an odine survey monitoring client satisfaction with all services and facilities

(AIFE Student Satisfaction Surygyrovided by Austech Institute for Further Education at the end of

A00qpueH 600¢

each term. This includes questions on the perceived performance of all staff, support services ant
infrastructure, access and equity, and the quality dbimation provided to clients. Comments on
Fye |aLISO0G 2F GKS LyaidAaiddziSQa 2LISNI GA2ya FyR adza3
2. Academic Management reviews all questionnaires within one week of the survey, identifies issues

of concern, and takes orecommends appropriate remedial action. The review will follow the

benchmark standards that are stated in Appendix B.

Classroom visits

1. Classroom visits are conducted Qyality Assurance and Compliance Assistagtery term.

2. Classroom visits schedud is prepared byQuality Assurance and Compliance Assistaarsd
uploaded to Compliance calendar in SharePoint.

3. The duration of each visit is around 30 minutes.

4. During each visit, students are:

i.Given presentation information such as, but not limited

q AIFE Policies and Procedures
i How to utilize AIFE email, online student centre (result, attendance
i Library procedures, etc

ii. Asked to give feedback on the college in general. Students are free to raise any issues that they are
concerned about.
5. After the visit are completedQuality Assurance and Compliance Assistamnil need to prepare
a summary report, which will be presented to the Executive Committee.
6. A meeting to discuss the issues raised by the students is organised at least once a term.
7. Meeting should be attended by the Management Committee
8. AIFE will send memorandum to students with the information on what actions have been taken to
address the issues raised by students
Suggestion Box
1. A suggestion box is located in the Student Common Room to facilitate anonymous feedback on

any issue of concern to students.
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2. Compliance and Quality Assurance Team Leader collects and analyses feedback from this source

at the end of each term.

3. Idea sale¢ Online Suggestion Service where everyone can check out other staff ideas and vote
on the ones they like the best.

For further details, pleaseefer to Feedback Policy and Procedure

n Privacy Policy

Personal information provided is protected under the Privacy AB81%his Act imposes obligations on
organisations in their collection, storage, use and disclosure of your personal information.

A00qpueH 600¢

AlFEholds personal information for the following purposes:
91 Processing of course enrolments
1 Tracking course progress, attendance, assessment and completion
1 Issue of Transcripts, Certificates, Statements of Attainment and Attendance on completion of
courses
1 Meeting Bgal and regulatory requirements

The information will include name, address, age, contact details, citizenship, and emergency contact
details, training and assessment progress and results, attendance history and payment/refund records.

Use and Disclosure

Information provided by students to Austech Institute for Further Education may be made available to
the Commonwealth and State agencies and the Fund Manager of the ESOS Assuran@eCRE
Australian Council for Private Education and Traifing

In order to provide students with training and assessment services, we are required to disclose personal
information to third parties such as the Vocational Education and Training Board (VETAB) for legal and
regulatory requirements that all records held by AHE available for audit or research purposes b

VETAB.
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“ Data Quality and Security

The Management oAIFE will takeeasonable steps to ensure that personal information is accurate,
complete and upo-date. Students are encouraged to help us keep their personal information accurate
by informing us of any changes.

The Managemengénsuresthis by having such security meass as:

9 Individual password access to systems and databases
1 Secure filing cabinets
1

Takingreasonable steps to destroy personal information if it is no longer required fowvality
purpose.
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Access to Your Information

Each student has the right &ccess their personal information. If you find that théormation we hold
about you is inaccurate, then please inform us, and wk eorrect it. If you wish toaccess your
AYF2NXYEFGA2Y S LX S &S OFYNKE 506 A 2 KS CRINitGRBegd Oehtie S

Complaints and Disputes

If you think that your privacy has been interfered with due to a breach of our obligations in relatio
your privacy, then you caforward your complainto one of our administration officers. If you are not
satisfied with our response, we will advise you on your options for proceefdiriger with your
complaint.

N
o
o
(o]
L
QD
>
o
o
o
o
>~

Marketing and Advertising Policy

The objective of our marketing and advertisipglicy is to ensure that:

Marketing material is accurate and approved by the responsible person
Permission is sought in writing for use of thprdrty marketing material

Accurde information is distributed testudents at all times
Onlyqualifications/units on our scope are advertised

Training and assessment serviteading to AQF qualificatiorase clearly identified
All marketingis conducted honedy, avoidngambiguous statements.

No false or misleading comparisoase drawn with axy other provider or course.
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The Chief Executive Officer (CEO) will ensure that the following practices are adhered to:

1. AstudenQa GNRARGGOGSY LISNY¥A&aiAzy VYdzad o6S 20l AySR
individual in any marketing materials.

2. The Management &XIFE will accuratedvertise registezd coursego prospectivestudents.

3. Sudents are provided with full details of conditions in amntractual arrangements with AIFE.

4. AQF qualifications will only be advertised if AIFE is registered with the scope to deliver those
gualifications.

5. AlFEadvertisingwill only use the NationalljRecognisedraining and appropriate logos on relevant
gualifications or awards when the paripants have satisfactorily completed all requirements and/or
achieved the stated competencies.
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Course Credit

1.0 Policy

1. AIFE will ensure that all prospective and current students have access to the Course Credit policy a
procedures. Application for Course Credit will be managed efficiently, and a response provided to the
applicant within 10wvorking days.
2. The qualifications and Statements of Attainment issued by any other Registered Training Organisatig
must be recognised.
3. Applicant may be entitled to Course Credit if they have completed training at another Registered
training Organisabn and have Statements of Attainment for competencies that are equivalent to Units
of Competency contained within the course they are seeking credit in. Course Credit will also be give
where there has been some determination by a qualified assessoretiigivvalence exists against the
vocational outcomes of the current program.

4. A qualification cannot be attained entirely through course credit; applicant must be enrolled in at
least one unit from the course you are applying Course Credit in.

5. All intenational documents must have a certified English translation.

6. Thus, applicants can apply for Course Credit for whole competencies or subjects within the course in
which they wish to/or are enrolled.

7. If Course Credit is granted, tuition fee/cost exdions may be granted at the discretion of the
Assistant CEO.

8. Applicants who are awarded Course Credit are not required to attend those units/modules for which
Course Credit has been granted.

9. Note, international students must comply, regardless béther Course Credit granted, with relevant
conditions attached to their student visa. This policy does not negate the relevant legislation applicable
to international students.

A00qpueH 600¢

Definitions
1 Credit

Credit is the acknowledgement that a student has satisfiegl requirements of a unit/unit of
competency/module, either through previous study ((Course Credit) or through work or life
experience (RPL). The granting of credit exempts the student from participating in a unit/unit of
competence/module thus is not geiired to complete that unit/unit of competency/module in order

to attain the qualification.

1 Recognition of Prior Learning

Recognition of Prior Learning relates to the learning achieved outside the formal education and

training system. It is an assessmédNRE OSaa G KIF G | & & S sansBandiirfoBnalk Yy RA @A R
learning. This may include any combination of formal or informal training and education, work
experience or general life experience to determine the extent to which that individual has aghieve

the required learning outcomes, competency outcomes, or standards for entry to, and/or partial or

total completion of, a qualification.

9 Course Credit

Course credit relates to the learning achieved through formal education and training. In this process
the initial unit/unit of competency/module is assessed against the new unit/unit of
competency/module to determine the extent to which it is equivalent to the required learning,
competency outcomes, or standards in a qualification.
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2. Procedure

1. Applicant should consult with the Enrolment Team Leader regarding the course. ETL will advis
applicant of the specific content of the course; the evidence needed to demonstrate your previous
studies; and procedure for applying for Course Credit.
2. An apticant requesting credit through Course Credit for any course must use AIFE approved for
¢ Course Credit Application Form, available from the Student Service Centre, Reception, o
download from AIFE website.
3. The applicant submits to ETL, the Courseali€fpplication Form, with documentary evidence of
prior relevant learning outcomes.
4. All assessments of Course Credit applications are reviewed by assessors.
p® 'y AYUGSNBASG Yl & 06S O2yRdzOGSR (G2 OSNDyl f
inconsistent judgements.
6. At the interview, assessor will provide immediate initial feedback about the Course Credit
application. This may include information about the sufficiency, currency and validity of evidence
submitted.
7. Where Course Credith been granted:

i.Issue revised offer letter, indicating the actual net program duration, after being reduced by the
Course Credit;

ii. Where Course Credit is granted before the issue of a visa, the new course duration (shortened by
RPL) will be indicated ongalCoE issued for that student.

iii. Where Course Credit is granted after the issue of a visa, the reduction in course duration will be
reported via PRISMS within 14 working days and a hew CoE will be issued.
8. If any course credit is granted, Compliance Offieél arrange a study plan, which is then
communicated to the student, ETL and Course Coordinator.
9. If any Course Credit is granted, ETL must record the unit outcome as Competent in the student
database.
10. The outcome of any Course Credit assessmentild be suitably recorded and the applicant
should be informed of the result through a Course Credit Outcome Letter.
11. The outcome of any Course Credit decision must be accepted in writing by the student, and this
FOOSLIi yOS A& NEsfieAySR 2y (GKS aitdzRSydQ
12. In the event that Course Credit is not granted, or not granted for any of the
units/modules/courses requested, the applicant can appeal the decision.

%00qpueH 600¢

For further details, please refer to Course Credit Policy and Procedure.

Recognitionof Prior Learning (RPL)

1. Policy

1. AIFE will ensure that all prospective and current students have access to the RPL policy and
procedures. Application for RPL will be managed efficiently, with the process being valid, fair,
sufficient andauthentic.

H® ! LC9 gAftf SyadiNB GKFd + aiddzRSyidiQa OdzZNNByid 02
where they have been acquired. This policy recognises that work and life experiences may have
provided student with competence in the outcomes préised in a curriculum or training package.

The student is responsible for the provision of suitable evidence.

3. All international documents must have a certified English translation.

4. Thus, students can apply for RPL for whole competencies or subjéuits the course in which

they wish to/or are enrolled.

5. If RPL is granted, tuition fee/cost exemptions may be granted at the discretion of the Assistant
CEO.
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6. Students who are awarded RPL are not required to attend those units/modules for whichsRPL ha
been granted.
7. Note, international students must comply, regardless of whether RPL granted, with relevant

Credit is the acknowledgement that a student has satisfied the requirements of a unit/unit of
competency/module, either through previous study ((Course Credit) or through workfe
experience (RPL). The granting of credit exempts the student from participating in a unit/unit of
competence/module thus is not required to complete that unit/unit of competency/module in order
to attain the qualification.

conditions attached to their student visa. This policy does not negate the relevant legislation B
applicable to international students. o
8. An RPLek applies, please refer to Summary of Fees and Charges. ©
i I
Definitions Q
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oCredit o
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uRecognition of Prior Larning

Recognition of Prior Learning relates to the learning achieved outside the formal education and
GNIAYyAy3 deadasSyo LG A& Fy | adasSaaYodSnalandlidBndSaa oKL
learning. This may include any combination of forromlinformal training and education, work

experience or general life experience to determine the extent to which that individual has achieved

the required learning outcomes, competency outcomes, or standards for entry to, and/or partial or

total completionof, a qualification.

wCourse Credit

Course credit relates to the learning achieved through formal education and training. In this process
the initial unit/unit of competency/module is assessed against the new unit/unit of
competency/module to determinehie extent to which it is equivalent to the required learning,
competency outcomes, or standards in a qualification.

Recognition Criteria for decision making

Applicants will need to show how they have achieved each competency, and if they can satisfy the
performance criteria. The final decision for the RPL assessor is whether or not an applicant is
successful in their Recognition claim. This will be based on the following assessment principles:

w/alidity ¢ is the evidence relevant?
Evidence must be dirdgtrelated to the course learning outcomes.

uSufficiencyg is there enough evidence?

There must be enough evidence supplied by the applicant to allow the assessor(s) to determine
whether their skillevel and knowledgéevel meet the full range of learninoutcomes of the
course(s).

tAuthenticity ¢ is the evidence a true reflection of the candidate?
¢KS SOARSYOS adzZLlL ASR Ydzald oS 2F GKS |LIWLX AOFyiGQa

wCurrencyg is the evidence recent?

The applicant must demonstratendt they can apply the skills and knowledge claimed, in the
present day workplace situation. While historical evidence may be used to substantiate the skills and
knowledge claimed, any evidence that is five years or more is unlikely to be viewed as adequat
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Evidence of RPL

Evidence may include any specifically relevant, but not limited to:

wWork records and experience that can be verified

uRecords of workplace training that can be verified

wAssessments of prior skills and knowledge

wAssessments afurrent skills and knowledge

oY hird party reports/references from past and/or current supervisors, trainers, managersd
from customers or clients, that can be contacted

w)/olunteer experience

uExamples of workplace achievements

wAny combination of thelzove.
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Applicants should note that:

OA skills test may be required so that you can demonstrate your skills and knowledge.

wyour assessor may contact relevant authorities to check authenticity of documents submitted as
your evidence.

wor practical unitsfocompetency, applicants may be required to demonstrate competency.

3. Procedure

1. Applicant should consult with the Enrolment Team Leader regarding the course. ETL will advise
applicant of the specific content of the course; the evidence neededetmonstrate your prior
learning; and procedure for applying for RPL.
2. An applicant requesting credit through RPL for any course, must use AIFE approvedRBim
Application Form, available from the Student Service Centre, Reception, or download frégm Al
website.
3. The applicant submits to ETL, the RPL Application Form, along with RPL assessment fee, with a
portfolio of documentary evidence of prior relevant learning/work experience. The RPL evidence
presented must be linked, point by point, to the taang outcomes supplied by AIFE.
4. All assessments of RPL applications are reviewed by staff that is qualified to conduct the
assessment.
p® 'y AYUGSNBASG Yl & 06S O2yRdzOGSR (2 @OSNbBlItfe | aa
inconsistent judgemets. If required, assessor may request applicant to undergo a skills test to
demonstrate competency.
6. At the interview, assessor will provide immediate initial feedback about the RPL application. This
may include information about the sufficiency, currgrand validity of evidence submitted.
7. Where RPL has been granted:
.Issue revised offer letter, indicating the actual net program duration, after being reduced by the RPL;
.Where RPL is granted before the issue of a visa, the new course duration (shortened by RPL) will be
indicated on the CoE issued for that student.
i.Where RPL is granted after the issue of a visa, the reduction in course duration will be reported via
PRISMS ithin 14 working days and a new CoE will be issued.
8. If any RPL is granted, Compliance Officer will arrange a study plan, which is then communicated to
the student, ETL and Course Coordinator.
9. If any RPL is granted, ETL must record the unit outcer@®mpetent in the student database.
10. The outcome of any RPL assessment should be suitably recorded and the applicant should be
informed of the result through an RPL Outcome Letter.
11. The outcome of any RPL decision must be accepted in writing byttldent, and this
FOOSLIiFyOS A& NBGIAYSR 2y (KS adGdzRSyidQa FAfSo
12. ETL will inform Accounts Officer of any fee adjustment. Accounts Officer will amend student
account accordingly.
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13. In the event that credit is not granted, or not granted for any of timts/modules/courses
requested, the applicant can appeal the decision. Please refer to AIFE Complaint and Appeals Poli
and Procedure.

For further details, please refer to RPL Policy and Procedure.

AIFE Assessmeand Reassessmeiitolicy andProcedure
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1.0Purpose

The purpose of this policy is to ensure that the assessment at Austech Institute for Further Educatio
complies with Standard 1.5 of the AQTF 2007, the requirements of endorsed training packages o
1LC9Qa a02LIz | yR ( &editding OALX S& 2F O02YLISGSyoOe

2.0 Scope

CKA&A LRfAOE YR NBfFGiSR LINRPOSRdzZNBa | LILJX e G2 O2dzN
scope of registration, to assessors employed by AIFE, to assessment strategies, processes and
instruments, to assessment recekaieping, and toriformation disseminated to staff and clients.

3.0Policy

1. Students must abide by AIFE regulations on the conduct of assesanaktfite instructions

provided by AIFE assessors during the assessment process;

2. The students will be provided with three (3) different assessment methods for each unit of
competence.

3. Students must obtain a satisfactory outcome for all three (3) ags&sts pertaining to each unit

of competency in order to be deemed as Competent.

4. Students that do not obtain a successful outcome for all three (3) assessment methods will be
considered Not Yet Competent and will be entitled to reassessment.

5. Studentghat do not attend or submit a scheduled assessment will be automatically deemed Not

Yet Competent and will be required to sit a reassessment for the unit(s).

6. Reassessment fees apply to all students.

7. Students that do not attend a scheduled assesdgimerf 2 NJ YSRA OFf NBIl az2ya Ydzai
Certificate for the date of the assessment in order to be eligible for a supplementary assessment at

no cost. Medical certificates have to be submitted within two weeks after

assessments/reassessments otherwigey will not be accepted for waive off the reassessment

fees;

8. During reassessment students will be required to sit the same assessment method(s),
encompassing the same performance criteria which the student did not reach a satisfactory

outcome duringhe first assessment process.

9. Students are entitled to two reassessments for each unit of competency; should they be deemed

Not Yet Competent after two reassessment s they will be required to repeat the unit.
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10.Following fees are payable for the ssassments:
First reassessments:
w¢KS2NE | YAl bpn
wt Ny OGAOIE ' yAl byn
Second reassessments:
WECKS2NE | yYAG Pwmnan

4.0 Procedure

1. Assessors inform students of the assessment procedures and instruments for each unit of
competency at the beginning and throughdbe unit duration of each four (4) weeks training
period.

2. Assessors implement the assessment procedure as advistddents and gather sufficient
assessment evidence to make reliable and consistent judgments regarding the competency status of
each student;

3. Assessors evaluate evidence collected and deem students as Competent or Not Yet Competent for
the unit.

4. Assessors provide students with individualized feedback on all assessments for the unit of
competency using the relevant Marking Guides provided;

5. Assessors notify (via email) all students who have been deemed Not Yet Competent, in which the
students will hae 20 working days to initiate an appeal process.

6. Assessors: Have 7 working days after completing the training period to publish student results on
AIFE database.

7. Assessors will forward all hard copies of the assessment evidence to the @alityance

Assessor within two weeks of the completion of the module;

8. Quality Assurance Assessor, Surveyor and Compliance officer who sample the assessment
evidence received, and forward them to the IT Support Officer for archiving;

9. Compliance Qualithssurance manager and Course Coordinator are responsible for scheduling
and organising reassessments; The IT department is responsible for producing electronic copies of
the assessment evidence received and managing electronic assessment records stied b

database for at least 30 years;

Procedures for conducting Written Tests:
wStarting time: Students are required to be in classroom 15 minutes before the scheduled
assessment time. Students that are more than 15 minutes late will not be allawade the

examination.
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during the course of an examination.

{GdzRSy (i Qa LK2G2 L5 FyR {Gdz2RSyid FTSS NBOSALIN Y
examiration.

wPersonal belongings: Bags and coats have to be placed in front of examination room. Cell phones,
mp3 players, etc, must be switched off and be placed in front of the examination room. No food and
beverage can be brought into examination room. Watan be brought into examination room, but

must be placed on your desk, so that every item is clearly visible.
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wExamination aids: Students may only bring certain items of your own to the examination room,

such as pens, pencils, erasers, rulers and cdipproved aids. The assessor will inform you in

advance as to which aids are permitted to bring into the examination room. Only examination paper
provided by the college can be used.

wSilence: There must be silence in the examination room. If any unamgidocbnversation takes

place in or outside examination room, the assessor has the right to request the student to leave the
examination room.

wBreaks and toilet visits: Students are not allowed to leave the examination room during the first 40
minutes norduring the last hour of the examination. Students are only allowed to leave the
examination room to use the bathroom with the permission of the examination supervisor.

wFire alarm: If the fire alarm sounds during the examination, students must immediatele the

room and follow the evacuation procedure. All examination materials must be left behind in the
examination room. The examination time will be extended afterwards by a period corresponding to
the time of the interruption. If the interruption las longer than 30 minutes, the examination will be

discontinued.

Procedures for conducting Projects, Case Studies and Portfolios

wStudents must use the AIFE Assessment Coversheet when submitting their written assessments
wStudents are required to submttieir assessment on the scheduled assessment submission date.
wStudents that require an extension to submit their written assessments must obtain written

approval with the course coordinator prior to the scheduled assessment submission date.

Proceduregor conducting Practical Tasks & Demonstrations

wStudents are required to attend the demonstrations as per scheduled assessment dates.

wStudents are required to be in the assessment venue 5 minutes prior to the assessment starts.

w! aaSaa2NA02 N&a SBHdA BRI GA2y / KSO1ftAada G2 NBO2NR
practical tasks and demonstrations conducted.

For further details, please refén Assessment and Reassessment Policy and Procedure
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Training Methods

AQF Qualification bysector of Accreditation B

o

Schools Sector | Vocational Education and Training Higher Education Sector ©

Accreditation Sector Accreditation T

Doctoral Degree Q)

Masters Degree >

Graduate Diploma %

Graduate Certificate (@)

Bachelor Degree o

Advanced Diploma Advanced Diploma ~

Diploma Diploma
. Certificate IV Graduate Certificate
Senior Secondary =

Certificate Il
. . Certificate Il
Certificate of Education Certificate |

Competency Based Training

Competency Based Training is trainthgt relates to the demonstration of skills, knowledge and
attitudes and the application required for effective performance in the workpldiedionally agreed
statements calledCompetency Standardare used to describe the skills and knowledge required fo

a person to operate effectively in the workplace. They contain descriptors of outcomes to be
achieved Elementg and criteria for performancderformance Criteria

Some characteristics are:
1 Theory is combined with skill practice. Essential knowledgdeasned to support the
performance of skills;
91 Detailed training materials are aligned to the competencies to be achieved and are designed to
support the acquisition of knowledge and skills;
1 Operates under the assumption that all participants can masterequired knowledge or skill,
provided sufficient time and appropriate training methods are used,;
t I NOAOALNl yiQa 1y2¢ftSR3IS YR alAffta YlIe& oLl aa
Flexibletrainingapproaches (group, individual, s@iiced, diected learningpare used
Adult learning principles and individual learning stydes acknowledged
Satisfactory completion of training is based on achievement of all specified competencies.
There are 6 weeks allocated for the delivery of practical training modules for Certificate 11l in Hospitality
(Asian Cookery). Qualified trainers and assessors will deliver and assess the practical components of the
program in the venues listed below. Where possibparticipants will be exposed to real work
environments and examples / case studies. Classes are conducted in tectem@ and discussion
mode, with student participation seen as a key ingredient in the success of the course.

=A =4 =8 =4
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Location & Venues

AIFE Head Office

Austech Institute for Further Education
Level G, Level 1 and Level 3,

168 Liverpool Road,

Ashfield NSW 2131

This is the venue for all theory classes.
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Campus facilities include:

Computer Labs

* 4 Computer Labs with 30 computers each.

* AvailableMonday to Saturday 7:00 am to 10:00 pm.

* Normally, these computer labs are shared by all classes at different timings.
* AIFE cannot guarantee access to computer labs for all the students.

Library

* Stocked with over 300 books

* Magazine subscriptions from Rotman, Harvard Business Review, BRW and other hospitality related
material.

* The library is open Monday to Saturday between 7:00am to 10:00pm.

* A self service borrowing/return system opeest

* Equipped with 7 modern iMacs for student use.

Common Room

* 100 sgm includes vendingachines for snacks and drinks

* Equipped with kitchen area, including microwaves, filtered water, dining tables and chairs, an extra
computer, and a photocopier

Wireless Internet Accesis accessible throughout campus without charges.

Kitchen/Practical Classes

Austech Institute for Further Education has agreements with the below mentioned venues for
kitchen/practical classes related to Certificate Il in Hospitality (Asian Cookery). Please note that
following venues are for Kitchen/practical components only, aodrelated to administration or
classroom based learning. Theory classes are all held at Ashfield Campus.

Kitchen/Practical Class Venues:

Liverpool City
1/199 Northumberland St, Level 1 & Level 3, 188 Day Si
Liverpool NSW 2170 Sydney NSW 2000

Ph. 9283 4335

Students are allocated to kitchen/practical classes based upon kitchen location and capacity
availability.
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Current timings:

Monday- Wednesday7.00-2.20
Monday¢ Wednesday2.40- 10.00
Thursdayq Saurday7.00- 2.20
Thursdayg Saurday?2.40- 10.00

On Orientation daystudents have the option to choose their group timing preference for theory
classes. HoweveAIFE cannot guarantee, groupoathtion for all the students as per their choice.

Kitchen/practical classes will be held at varidasations throughout Sydney. Students are allocated

to kitchen/practical classes based upon kitchen location and capacity availability. Should students
feel the location is unsuitable for them, they can submit Request for Group Change form. Approval
is based upon a review of their circumstances which may include: travel proximity, family situation,
safety etc.
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For applicable charges related to Request to Change Group, please r&fienup Change Request
Procedure and AIFE Fees and Charges Schedule.

AlFEcannot guarantee that certain days, groups and locations will be available at all times.

Occupational Health and Safety Policy and Procedure

Safety and Health Legislation and Policy

Each studenis responsible for ensurinpé health and safety of thegnvironment by:
1 Making themselves aware of the relevant AIFE policies, procedures and instructions.
1 Complying with all AIFE policies, procedures and instructions.
9 Taking reasonable care of thenhges and others in the workplace.
1 Cooperating with management so that employees of the AIFE carry out their duties under the
NSW Occupational Health and Safety Act 2000.
1 Reportingall known or observed hazards, incidents and injuries.

EvacuationProcedure

Upon hearing the evacuation alarm, all students must immediately move to their designated assembly
area and fobbw the instructions given by Stafffhe building must not be fentered until you are
instructed to do so by emergency personnel.

If the evacuation siren sounds:

go to the nearest safe fire exit as directed Staff

only take your personal belongings

do not use lifts or telephones

advise Stafbf any injured person as soon as possible

whenyou get outside, go to the nominated &ssbly area and remain in class groups

do not remove vehicles from campus grounds during evacuation.

Bomb Threat Procedure

Upon receiving advicéhat a bomb threat exists, the Stafiill advi® people in the affected are@a leave
immediately.If a suspiciougem is found, do not touch it. Leave the area and report to Staff.

=A =4 =8 -4 -4 -4
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First Aid

If you are in need of emergency first aid please inform ybuainer who will direct you to a First Aid
Officerin Administration Arrangements may beonsidered for you to visit a doctor or take you home. |
you have an accident that requires medical attention on the campus it must be reported @ntical
IncidentForm completed.

Ambulance cover

In the event of a student requiring emergency medical treatment, AIFE has a duty of care to ca
ambulanceOverseas Student Health Cover includes ambulance cover.
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After Hours Evacuation

If you discover a fire, chemical spill, bomb threat emergency after 5.00 pm:
Raise the alarmy contacting Fire Brigade @@0.

Damage to Employer Equipment

' LC9Qa AyadzNI yOS LkftAaAde R2S4d bh¢ Ox@dmMN RIYI IS (2

Motor Vehicle Injury

In the event of an injury resulting from a motor vehicle accident where someone else is at fault, a claim
should be made directly to theinsurance comany. However, AlFEhould be advised if there is a
likelihood ofpermanent injury.

Smoking on AIFE Premises

TheNo Smoking 2 f A 08 LINBOf dzZRS&a Iye2yS FNRY avYz2{1Ay3a gKAfS
immediately outside entrances to AIFE buildings. 'No Smokings sigve been placed NB dzy R ! L C9 Q
buildingand grounds and they must be obeyed at all tim&sfenders may face disciplinary / corrective

action.
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Course Content

THH33102 Certificate Il in Hospitality (Asian Cookery)

Work with colleagues and customers
Work in a socially diverse environment

Develop and update hospitality industry knowledge
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Promote products and services to customers

Deal with conflict situations

Communicate on the telephone

Coach others in job skills

Implement food safety procedures

Follow health, safety and security procedures

Follow workplace hygiene procedures

Receive and store kitchen supplies

Clean and maintain kitchen premises

Plan menus for Asian cuisines

Plan and control menu based catering

Organise and prepare food

Present food

Use basic Asian methods of cookery

Produce appetisers and snacks for Asian cuisines

Prepare stocks and soups for Asian cuisines

Prepare salads Asian cuisines

Prepare rice and noodles for Asian cuisines

Prepare, cook and serve food {HOLISTIC UNIT}

Prepare sauces, dips and accompaniments for Asian cuisines
Prepare satay for Asian cuisines

Prepare vegetarian dishes for Asian cuisines

Prepare, cook and serve food for menus {HOLISTIC UNIT}
Prepare meat, poultry, seafood and vegetables for Asian cuisines
Prepare desserts for Asian cuisines

Prepare foods according to specific dietary needs

Prepare and produce Japanese raw fish (Sashimi)
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THH51202 Diploma of Hospitality Management
]

THHGLEO1B
THHGLEO2B
THHGLEO4B
THHGLEO8B
THHGLEO9B
THHGGAO6B
THHGGAO7B

THHGFAOGA

THHGLE13B

THHGLE14B

THHGLEOSB
THHGLEO3B
THHGLE20B
THHGCS08B
THHGLE11B

Monitor work operations

Implement workplace health, safety and security procedures
Establish and maintain a safe and secure workplace

Lead and manage people

Manage workplace diversity

Receive and store stock

Control and order stoc k

Interpret financial information
Manage finances within a budget
Prepare and monitor budgets

Roster staff

Develop and implement operational plans

Develop and maintain the legal knowledge required for business compliance

Establish and conduct business relationships

Manage quality customer service

THH60202 Advanced Diploma of Hospitality Management

THHGLE15B
THHGLE16B
THHGFAO1B
THHGLEOG6B
THHGLEO7B
THHGLE12B
THHGLE19B

Manage financial operations

Manage physical assets

Process financial transactions

Monitor staff performance

Recruit and select staff

Develop and manage marketing strategies

Develop and implement a business plan

For more details on each unit download the Hospitality Training PackagsearchUnits of Competency on
the NTIS websitat www.ntis.gov.au

CRICOS Code: 02442B

Page400f89 V42

RTO Provider Code: 90839

N
o
o
(o]
L
QD
>
o
o
o
@)
>~



http://www.ntis.gov.au/

Vocational Outcomes

The Certificate 11l in Hospitality (Asian Cookery) is designed to reflect the role of a spedisiisedook
or chef.The Certificate lih Hospitality (Asian Cookergrovides you with a solid foundatidar a career
in Asian Cookery. It aims to provide you with a broad awareness and understanding of the hospi
industry and develops the skii;d knowledge requed at the Trade Cookery Level

The Diplomais a qualificationwith a greater theoretical base and consists of specialised, technical
managerial competencies used to plan, carry out and evaluate work of self and /or Tdasncourse
aims to develop a broad awareness and understanding of the hospitality industry. The skills
competencies attained at this level reflect those required by managers sumervisors.Diploma
graduates may seekngploymentin hospitality operations at a supervisory level or further study at th
degree level
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The Advanced Diploma of Hospitality Management reflects the role of a senior manager in any
functional area of the Hospitality industry. To achieve ,thiwe student wil progress from middle
management to senior manager skills and knowledge. This will involve learning more technical, creative,
conceptual or managerial applications to understand the broader organisational focus.

Successful completion of the Advanceiplbma of Hospitality Management will provide the student
with the skills and knowledge required of a senior/middle manager. Employment opportuattidss
level in the Hospitalitylndustry include: food and beverage, gaming, front office, housekeepary
retail/hospitality manager

Accreditation status

Training Packages

Code & title: THHO02 Hospitality

Version: 2 (last updated 31/10/2002)

Endorsement Period:  23/01/2002t 31/01/2005

Copyright category: Australian National Training AuthoriANTA)

AUSTECH Institute for Further Education

CRICOS Provider Code:02442B

Registered to deliver in: NSW (incl. CRICOS); QLD, SA, VIC, WA (non CRICOS)
Raistrationperiod: 11/12/2002t 31/03/2009

Registered by: NSW Vocational Education & Training &ddation Board (VETAB)
Registration Status: Registered Training Organisation (RTO)
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Enrolment & Orientation Procedures

At AIFE our approach is intensively cli#atused. From the start, our StudeBervice Team will provide
an in-depth, fun andenjoyable orientation program, which will cover many relet/topics related to
students study atAIFE and transition to life in Australia. Our administrative and management sta
fully committed to facilitate each students study requirements and take living and studying in
Sydney more pleasant.

Prior to course commencementhe orientation program is conducted for all new international
students. Tis program includs:
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health cover

visa rights and responsibilities
accommodation issues

description and tour of campus

course attendance requirements
ESOS Act 2000 / National Code of Pra@f¥’
AIFE Code of Practice

complaints and appeals process
transportation

description of Sydney and its surrounds
student ID card

dress codeequirements

timetables

location of class roomstrainingfacilities
key personnel

course credit

OH&S

course requirements

training methods

assessment methods

legal services

E R B T T R B R R R B B e ]
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Commencement Dates
2009Academic Course Calendar

Term 1,2009

12 January 7 February

9 February 7 March

9 Marchr 4 April

Term 2 holidays 6 April26 April

Term 2, 2009

27 Aprit 23 May

25 Mayt 20 June

Term 3 holidays 22 Jurb July

Term 3, 2009

6 July 1 August

3 August 29 August

31 August 26 September

Term 3holidays 28 Septemberl8 October

Term 4 2009

19 Octobetr 14 November

16 November 12 December

31 August 26 September

Term 4 holidays 14 Decemhef0 January 2010

Holidaysare not always guaranteed asheduled on the calendar. Students will be notified in advance if
holidays do not apply to that particular intake.

NSW PUBLIC HOLIDAY

New Year's Day Thursday, 1 Jan Friday, 1 Jan
Australia Day Monday, 26 Jan Tuesday, 26 Jan
Good Friday Friday,10 Apr Friday, 2 Apr

Easter Saturday
Easter Monday
Anzac Day
Queen's Birthday
Labour Day
Christmas Day
Boxing Day

CRICOS Code: 02442B

Saturday, 11 Apr
Monday, 13 Apr
Saturday, 25 Apr
Monday, 8 Jun
Monday, 5 Oct
Friday, 25 Dec
Saturday, 26 Dec

Page430f89 V42

Saturday, 3 Apr
Monday, 5 Apr
Monday, 26 Apr
Monday, 14 Jun
Monday, 4 Oct
Saturday, 25 Dec
Monday, 27 Dec

RTO Provider Code: 90839
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Course Duration

THH33102 Certificate Il in Hospitality (Asian Cookery) 30 weeks
THH51202 Diploma of Hospitality Management 67 weeks
THH60202 Advanced Diploma of Hospitality Management 104 weeks

* All course durations inctle scheduled holidays
Please note that students enrolled in Diploma and Advanced Diploma may not necessarily com
Certificate 11l within the first 30 weeks.

Time Commitment

All AIFE courses are ftiline, requiringminimum of 20 scheduled course contact hours per wabke
the course is in sessioR4rt Cparagraph7.3, The National Cod2007)
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In addition, students should generally plan on at lel&hours of private study at the Certificate Il level
and 20hours per week at Diploma or Advanced Diploma levels.
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Refund Policy

Visa Refusal
Application Refusal

At any time

All payments.

Less $230 Administrative charges.

Less $100 Application Fee.

Original letter of rejection from the

Australian authority.
Based upon AIFE Discretion.

Withdrawal
Transfer
Enrolment Cancellation

B1. More than 28 days prior to
Commencement of Course

All payments.

Less $230 Administrative charges.

Less $100 Application Fee.
Less Agent Commission paid.

Proof of Course withdrawal.
Offer Letter from other Institute.
Original air ticket.

Letter from student.
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B1l.Less than 28 days prior to
Commencement of Course

50% refund.

Less $230 Administrative charges.

Less $100 Application Fee.
Less Agent Commission paid.

Proof of Course withdrawal.
Offer Letter from other Institute.
Original air ticket.

Letter from student.

B2. After the course has No refund None
commenced
Rejection of Visa Renewal After course has commenced No refund None
Visa Cancellation for Breach of  |At any time No refund None
Visa Condition
Refund if the Provider Defaults At any time Full refund If transferring to another institute,

the refund will be sent to the new

institution.

Appeal for Application Outcome

If the refund application outcome is not satisfied, student can access AIFE Complaints and Appeals Policy and
Procedure. The appeal will be reviewed by ACEO and special consideration can be made upon ACEO decision.

Refund will be paid in Australian Dollars directly into a nominateatseas bank account or sent Gyeque
to your overseas address.
Where appropriate, refund will be paid directly to your sponsor.

weeks of the Institute being unable to meet contract obligas with the student.
In the unlikely event of default by Austech Institute for ther Education Pty Ltd tradings Austech
Institute for Further Education, such situations are covered by the provisions of the ESOS Act 2000 and ESOS

The refund will be paid within the 4 weeks after receiving a written claim from the student or within 2

AIFE dispute resolution process does not circumscribe the student's right to pursue other legal remedies.

This agreement, and the availability of complaints and appeals processes, does not remove the right of the

G2 G4r1S
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Please contact Administration Department at Level 3, 168 Liverpool Road AshfieldSgdBéy NSW
Australia if you change your address or contact details.

iv.
Regulations 2001.
V.
aldzRSyi
Vi.
Vii.

viii.

Students should be aware that their personal and contact details; enrolehetails; any suspected breach

of student visa conditions may be made available to Commonwealth and State Government bodies,
designated authorities, the Tuition Assurance Scheme and the ESOS Assurance Fund Manager, as per the
I dza G NI £ Ay D2 @200y aidNaiomeiCode{ofChnduct007.
Thisagreementand the availability of complaints and appeals processes does not remove the right of the

aiddzRSyid

G2 G 18

Please refer to AlIHPolicy andProcedure for Refund

CRICOS Code: 02442B
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Arrangements for Protection of Student Fees

Ld Aa GKS FAY 2F GKAA LREtAOE (2 KAIKEAIKEG (K
andprovide access to funds or a comparable course acceptable to the student at no additional cost,
in the event that the RTO ceases to operate or is unable to provide training and assessment service

The Management of the RTO with regard to fivetection of student fees will operate in
accordance with the AQTF 2007 Essential Conditions of Registration.
The AQTF Condition of Registrati@gction 5 states that the RTO must protect fees paid in advance.
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The RTO holds current membership of an appd Tuition
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of the scheme, at no additional cost, in the evéim RTO is unable to provide the course.
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Under this option the RTO may access the full course fee at the commencement of the course.
Students will sign that they fully understand the procedure that the RTO has chosen to protect their
fees and that theagree to that procedure.

It will be the responsibility of the Principal to ensure students are always covered through Tuition
Assurance Scheme.

Protection for overseas students

The Australian Government wants overseas students in Australia to have a safe, enjoyable and

NBgl NRAY3I LI IFOS (G2 adGddzRéed ! dzadNItAlFQa 1 6a& LINBYZ2
overseas students. These laws are known as the ESOS framewottkegindclude theEducation

Services for Overse@sSOSAct 2000 and the National Code 2007.

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 Institutamnd Courses for Overseas Students

(CRICOS) attp://cricos.deewr.gov.au CRICOS registration guarantees that the course and the

education provider at which you study meet the high standards necessapydoseas students.

tfSFHasS OKSO|l OFNBFdzZ té GKId dKS RSGFIAtAa 2F @2dzNJ O
on CRICOS.

The ESOS framework protects your righigase refer tovww.aei.dest.gv.au/ESOfor The ESOS
Framework providing quality education and protecting your right$is frameworkoutlines your rights
and responsibilities.

CRICOS Code: 02442B Page460f89 V42 RTO Provider Code: 90839
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BN (GdRSyidan wAaakia tyR wSaLRy&A
Students are governed hights and responsibilitieshilst studying in Australia, including:

YourResponsibilities

Must maintain enrolment in a registered course.

Must maintain satisfactory attendance in your course andirse progress for each study
period as required by your education provider.

1 Must continue to have sufficient financial capacity to support your study and stay in
Australia.

Maintain Overseas Student Health Cover (OSHC) annual payment.

Notify DIAC and AlFin advance of any change in my residential address

f
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Any schochged dependants accompanying an international student to Australide required to pay
full fees if they are enrolled in either a government or mgovernment school. Current fees for
government schools are approximately $8,000610,000 per child per annum. Any school aged
dependants must enroll in a school if th@in the student visa holder in Australia for more than 3
months.

Your Rights

1 To receive, before enrolling, current and accurate information about the courses, fees,
mode of study and other information from your provider and your providers agent.

1 Tosign 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.

1 To get the education you paid for.

As a student, you have a right to know whethlee following services may be offered:

Orientation and access to support services to help you study and adjust to life in Australia
Who the contact officer or officers is for overseas students

If you can apply for course credit

When your enrolment can beeferred, suspended or cancelled

What your providersequirements are for satisfactory progress in the course you study and
what support is available you arenot progressing well

If attendance will be monitored for your course, and

A complaints an@ppeals process.

=A =4 -8 -8 9

E

StudentsgYights and responsibilities are outlined in Form6QilApplying for a Student Visahichcan be
accessed through the Department of Immigration aBifizenship (DIAGy S6 aAGS dzyRSNJ aC?2
. 2 2 1 fwanii.inéi.gov.au/students/indexim

Welfare and guidance services

AIFE provides assistance for students through thesloffre recruitment officers and IDP, who also are
available to assist students with their plans to come to AIFE and also in adjusting to life in Australia.
Students attending AIFE have accesAd¢ademic personnelhomare available to assist in academic
counselling, whilst our Compliance Officers are atieprovide individual and private counselling

sessions, to assist and resolve any personal issues. Email addresses of key staff members are published
so that students can easily access and make appointments.

CRICOS Code: 02442B Paged70f89 V42 RTO Provider Code: 90839
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Special Needs

Austech Institute fofFurther Education recognizes that each student is an individual and has differ
needs. If you think that you have particular needs which affect your learning or your ability to particip
in training and assessment, please talk to your traieyou tink that your trainethas not performed
or provided sufficienty to meet your needs, you shoulsend an email toadmin@aife.edu.auand
explain how your needs are not being m&iFE will make evesffort to meet your needs so that your
study with us is successful.

Special needs may include:

wrelevant prior training and/or employment
t SENYyAYy3 adetSa
LIKeaAOkt 2NJ AydSt
fFy3adzZ 3Sz fAGSNT
t20F0A2Y
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Contact details

Your provider For policies and procedures that | w| Speak with your provider.
affect you w D2 G2 @&2dzNJ L
website.
w| www.aife.edu.au
Department of For your ESOS rights and w | www.aei.dest.gov.au/ESOS
Eduation Science an( responsibilities w | ESOS Helpline +61 2 6240
Training (DEEWR 5069
w | Email
esosmailbox@dest.gov.au
Department of For visa matters w | www.immi.gov.auPhone
Immigrationand w | 131 881 in Australia
Citizenship (DIAC) w | Contact the DIAC office in
your country.
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As an RTO (Registered Training Organisation) AIFE is required to meet ohligaisons under the
Education Services for Overseas Students (ESOS) legislation. These can be described broadly as:
1 Being registered on the Commonwealth Register of Institutions and Courses for Overs
Students (CRICOS)
1 Meeting quality assurancgtandards
1 Complying with tuition and financial assurance requirements; and
1 Encouraging overseas students recruited to study in Australia to comply with the condition
their visas, and reporting those who do not.
For further information refer to the ES@8t 2000 and the National Code, which can be found on
the website:http://aei.dest.gov.au/AEI/ESOS/default.htm

Work Rights

A student can work up to 20 hours a week on a casual basis during course time amdefulliring
vacation periods if they have been granted a visa with work rights. In some case family members can
apply for permission to work up to 20 hours a week thriooigt the year. For detailed information refer

to the FAQ section for overseas students on:

http://www.immi.gov.au/fag/student/student01.htm#3

TransferArrangements

Under immigration regulationgnd the National Code 2007nternational studentscan onlytransfer

from one institution to anothewithin six months of the commencement of their principal course under
exceptional circumstance&lFE processes all requests from students for transfer to other providers in
accordance with its Student Transfer Policy. Students requesting a transfer within this time frame must
have a valid offer from another registered provider and documentary evidencexoéptional
circumstances.

JoogpueH 600¢

Please refer to AIFE Transfer Pading Procedure

Deferral, Suspension and Enrolment Cancellation

Deferral

To defer or suspend enrolment means to temporarily put studies on hold (adjourn, delay, postpone).
Providers do this by notifying DEEWR via PRISMS of the deferment or suspension of enrolment.
Temporary deferment may be requested by a student on the grounds of compassionate or compelling
circumstances. AIFE may initiate suspension due to misbehavithe sfudent.

Suspension
This is temporary postponement of enrolment during a course.

Cancellation
¢tKAa Aa GKS LISNXYIFySyid GSN¥YAylFGA2Y 2F (GKS adGdRSy
aGdzRSydiQa /h9 adlddza gAftft 06S tAaiGSR a wOFryOStt SR
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Compassionate or compelling circumstances
Compassionate or compelling circumstances may include serious illness, injury, involvement in a sé
accident for the student or serious illness, critical injury or bereavement of a close family member.

General Information

There are two major categories covered untt@s policy:

(i) Deferral, Suspension or Cancellation Initiated by AIFE
(ii) Deferral, Suspension or Cancellation initiated by student

JoogpueH 600¢

Regardless of whether the deferral, suspension or cancellation of enrolment is the result of a stu
request or instjated by AIFE, the period of suspension of enrolment (as entered in PRISMS) will nc
included in attendance monitoring calculations.

Regardless of the reasons for notifying DEEWR, reporting through PRISMS of a change of enrolment
status, AIFE will alwa inform the student in writing that deferment, suspension or cancellation of
enrolment may affect his or her student visa.

Deferral, Suspension or Cancellation Initiated by Studen

6.1. International students are allowed to defer commencement abarse only in the following
circumstances:
(i) on the grounds of compassionate or compelling circumstances

(ii) student visa delay.

6.2 AIFE can only defer or temporarily suspend the enrolment of the student on the grounds of:
(i) compassionater compelling circumstanceer

(ii) misbehavior by the student.

6.3 Students will have to fill in request to Defer Course Form and must submit through the approved
forms of communication.

6.4 Student will receive a new enrolment agreement writtemeflect the new starting date.

6.5 Students who wish toancelenrolment in their course must submit the enrolment cancelation
form at AIFE Reception.

6.6 Student must complete a Request for Enrolment Cancellation / Withdraw Form, along with any
required supporting documentsand must submit through the approved forms of communication.

6.7 The Compliance Officer will follow the process of enrolment cancelation. Once the cancellation is
processed the student will receive formal written notificat of outcome and a Release Letter (if
applicable to the case) from the Officer.

6.8 Only after the deferral or cancellation is processed, will the Compliance Officer notify DEEWR via
PRISMS.

6.9 Student initiated deferral, suspension or cancellation epirolment cannot be granted
retrospectively (after the event) or if it was taken by the student without authorisation. If students
have taken unauthorised leave then they will be recorded as absent and reported to DIAC if their
attendance falls below th€ollege requirements.
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6.10 Students must be aware that any deferrals, suspension of studies or cancellation of enrolments
may affect their student visa and AIFE will notify DEEWR via PRISMS as required under section 19
the ESOS Act. For further infaation, the student should visit the DIAC website:
http://www.immi.gov.all

For further details on fees or refunds applicable, please refer to AIFE Fees Policy and Procedure a
AIFE Refund Policy.

Deferral, Suspension or Cancellation Initiated BYFE

A00qpueH 600¢

7.1 AIFE masuspenda student enrolment when
(i) student misbehaves as outlined in the AIFE Student Code of Conduct;

(ii) intervention strategy for unsatisfactory course progress is implemented,;
(iii) there are compassionate and compelling circumstances

7.3. AIFE magancela student enrolment when
(i) student demonstrates serious misconduct as outlined in AIFE Student Code of Conduct;

(ii) there is evidence of consistent unsatisfactory course progress in honconsecutive
semesters or continuous absence from class;
(iii) outstanding fees are not paid.

Tdn 2KSYy &adaALISyairzy 2N OFyOSttriAazy 2F GKS addzRSy
studentswill be notified and 20 working days will be given to the student to access AIFE internal
complaints and appeals process refer to AIFE Complaints and Appeals Policy and Procedure.

7.5 The change in enrolment status will not be reported to DEEWR umniixiernal appeals process
is completed unless extenuating circumstances relating to the welfare of the student apply.

7.6 Extenuating circumstances can include the following:

Evidence and reasons for AIFE to believe that the student

- is missing;

-showsda SOSNBE RSLINBaaAaAz2y 2N LJA@OK2f 23A0Ft AYolflyOS
- has acted in a way that endangers others or his or her own life;

- is likely to commit a criminal offence.

7.7 Only when the deferral, suspension or cancellai®mprocessed, will AIFE notify DEEWR via
PRISMS.

7.8 The decision to defer commencement of studies, or cancel enrolment will be made by the
Compliance Officer. In making this decision the Compliance Officer may consult with other staff in
the College.

7.9 AIFE may decide to accept an application from a student for deferral of commencement or
suspension of study on the following grounds:

-2y YSRAOFf 3INRdzyRa ol YSRAOIE LINI OGAGA2YySNRaA
class);

- delayin student visa;

- in exceptional compassionate circumstances beyond the students control, (independent evidence
of the exceptional circumstances is required).

- in the event of the unavailability, in a particular study period, of key or prerequisits tesulting

in a significantly reduced study load. This ground is only available if the deferral allows the student
to return to the college with a fuller load in a subsequent study period.

O
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response to misbhehaviour by the student. Student misbehaviour will be deemed to have
occurred if the student breaches the guidelines of the AIFE Student Code of Conduct.

7.11 Enrolment will be cancelled due to nroommencement obtudies where the student does not
commence studies in a program when they are due to commence and they have not notified AIFE i
writing; or where the student requested deferment, but there were no compassionate or compelling
reasons for granting a defeent.

7.12 When a student who has not completed his or her program does not return to studies after a
break and has not notified AIFE of any reason. In this case, by sotrofling the student has
WAYl OGA@GSteQ | ROA A& Sédtinuing @eir stiidies. & G KSe At y2i
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7.13 In circumstances covered by grounds 7.10 and 7.12, AIFE will notify the student in writing of it
intent to suspend or cancel enrolment and inform the student that he or she has 20 working days in
which to access our interhappeals process. Please refer to AIFE Complaints and Appeals Policy and
Procedure.

ToOmn {K2dZ R GKS aidzRSyid OK22aS G2 00Saa !'!LC9Qa
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of the student apply.

7.15 Extenuating circumstances relating to the welfare of the studewty include, but are not
limited to those listed on 7.6

7.16 Any claim of extenuating circumstances by AIFE will be supported by appropriate documented
evidence.

7.17 Student initiated deferral of commencement or suspension of enrolment cannot be granted
retrospectively (after the event) or if it was taken by the student without authorisation.

Additional Guidelines and Implications

8.1 Students will be informed thateferral, suspension or cancellation of enrolment may affect the
AGdzRSyiGQa Graled LT Fy AYOGSNYylFraGaAz2ylf aiddzRSydiQa Syl
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8.2 When a student is deferred, suspended or émemt cancelled the course fees, which are
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cancellation application willbe kepfi G KS aiddzRSydiQa FAfSo

8.4 By signing AIFE International Acceptance Form (Agreement), you are agreeing to abide by AIFE
Enrolment and Cancellation policies.

8.5 All courses offered by AIFE are subject to entry requirements. International students are
required to meet the English and academic requirements.

8.6 Student should understand that they are governed by both the educational goals of AIFE and the
laws of Australia.
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Cancellation of Enrolment for Nefayment of tuition fees

This section habeen formulated to provide a clear statement of AIFEs processes for canceling the
enrolment of an international student following ngrayment of tuition fees.

International students are considered to be enrolled when they have paid, by the prescribed
instalment date, all fees owed to AIFE. International students who have made a part payment, in
good faith, by the prescribed date or who have been granted an extension of time to pay, will be
considered enrolled.
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9.1 Payment and Extensions
International stueénts who are unable to pay their tuition fees by the prescribed instalment date
must seek a request for fee extension, by completing the Request for Fee Extension Form.

9.2 Cancellation Process

9.2.1 AIFE Accounts Officer will send a first fee reminder to an international student who has not
paid his or her tuition fees by the prescribed instalment date. The reminder will confaimation
regarding the consequences of npayment. AIFE will law the student 14 days from the date of

the reminder letter to pay the outstanding amount.

9.2.2 AIFE Accounts Officer will send a second reminder to an international student who has not paid
his or her tuition fees by the prescribed instalment daté=EAWwill give the international student 14
days from the date of the reminder letter to pay the outstanding amount

9.2.3 AIFE Accounts Officer will send a list of all international students who have been issued a
second notice to the Compliance Officeor fpermission to cancel enrolment if payment is not
received by the 14 days.

9.2.4 AIFE Compliance Officer will then send a Final Notice to an international student who has not

paid his or her tuition fees by 14 days from the date of the second remietter. The Final Notice

gAff adlrasS aGKFG 'LC9 KFa ILIWNRYGSR GKS aiddzRSyidQa
working days to access AIFE internal complaints and appeals procedure should the student wish to

submit an appeal, in accordance with thelicy below, and cancellation of enrolment may affect the
a0dRSy G Qa aiddRSyd gArat o

9.2.5 Where the student has not accessed AIFE internal complaints and appeals procedure within 20
working days after the Final Notice was issued, and has not paid thentfiées by the end of that
period, AIFE will:

(a) Email the Student to cancel the international student's enrolment;
(b) Advise the Compliance Officer to record the cancellation on internal student database sytem;

(c) Notify DIAC within 14 days that the international student is not enrolled and is in breach of his or
her student visa;

(d) Advise the cenrdinators of all the units of study in which the international student was enrolled
that the international student'€nrolment has been cancelled, and that the international student is
not permitted to continue in those units.

9.2.6 However, if the student accesses AIFE internal complaints and appeals process in the 20
working day period after the Final Notice was Bfe> (G KS & dza LISy airzy 2NJ OF yOSt f
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enrolment under this policy cannot take effect until the internal and external process is completed,
unless extenuating circumstances relating to the welfare of the student apply.

Please refer to AlIFEeE2rral, Suspension and Enrolment Cancellation Policy and Procedure

Entry Requirements

To commence an AIFE course, you must meet the entry requirements. However, a conditional
letter and eCoE may be issued. These conditions must be satisfied before commencement of cg
Evidence provided must be either certified copies or origirie. entry requirements are as follows:

YloogpueH 600¢

Academic requirements

You must provide evidence that you:

* successfully completed Year 11, 12, or equivalent, by providing school reports and/or academic
records, or

* successfullycompleted a qualification from the Australian Qualification Framework at Certificate 1V
level or higher in a course that was conducted in Australia, or

* have a CoOE in a course that leads to a qualification from the Australian Qualification Framework at
Certificate 1V level or higher, and that you will complete before your main course

Students who do not possess such a qualification but who can demonstrate relevant work experience or
other evidence of ability to complete the course, are encouragedpfayeand fill in the RPL application
form. For further details about RPL, please contact our enrolment staffet@aife.edu.au

Age

Students must bd8 years of agbeforecommencement oAIFEprogram.

EnglishLanguage Proficiency

All applicants must meet the English language requirements of AIFE before commencing their
course. Applicants can satisfy the English language requirements in a hnumber of ways, including:

*International English Language TestBystem (IELTS) test
Achieve an overall minimum band score of 5.5 (no individual band less than 5)

* Test of English as a Foreign Language (TOEFL)
- Paper based test 525 minimum
- Computer based test 196 minimum
- Internet based test 70 minimum

* English Language Intensive Course for Overseas Students (ELICOS):
- Successful completion of English for Academic Purpose (EAP) program in Australia
- Successful completion of General English at Upper Intermediate Level program in Australia

CRICOS Code: 02442B Pageb40f89 V42 RTO Provider Code: 90839


mailto:ecoe@aife.edu.au

Basic Computer Skills

Students are expected fpossesbasic MS office skillslowever, this will not be assessed. B
o
O
I
. ) — S
An Approximate Guide to Living Costs 3
O
o
Accommodation (estimated AUD$ per week) %
Accommodation (depending on type of accommodation) $450- $500 / week
Phone calls (from landline) $10- $30+
Mobile phone $15
Foodc eating at home $60-$100
Public transport $20- $50
Personal items, entertainment, etc $40+

A currency converter can be found&tp://www.oanda.com/converter/classic

Some typical costs in Sydney (A$)

A cup of coffee $3-%4
Lunch in a café $8-$15
Fast food (McDonalds, food court, etc) $5-3$8
Take away food $8-$15
Movies $10- $15
A night out (dinner, club, disco, etc) $25-$35

There will be some additional costs associated with studying at AIFE that are not covered by the annual
course fee paid by international students. These may include costs of statisuppiementary reading

and course materials, text books and research related expenses such as assignment preparation and
printing.

FeesPolicy and Procedure

This document sets out the policy and procedures of AIFE concerning student fees and chiiges.
policy may be used in conjunction with Refund Policy, Fee Extension Policy, and Summary of Current
Fees and Charges. Management has authority to approvargrfees within agreed parameters. All
student fees are required to be paid by a specified due date.

4.1 Terms for Fee Paying Students

Students are bound and liable to pay the course fee outlined in the offer letter and International
Acceptance Form (Agreement). If this Agreement is cancelled or changed at any time, the current
fee structure will apply to the new offer letter and Agreement.

4.2 Accepting an Offer

Students wishing to accept an offer of admission to a program must gaiitial amount as stated

in the offer letter (£' semester tuition; application fee; material fee and appropriate OSHC fee). The
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balance of tuition fees are payable as an instalment every six months, as from the course start date
as mentioned on offer ter and eCoE.

On receipt of the initial payment, AIFE will issue an Electronic Confirmation of Enrolment (eCoE) N
which a student requires in order to apply for a student visa. 8
©
By accepting an offer and paying tliwtial amount, deems the student to be entering into a T
contract to pay tuition fees by the due date. )
>
Q.
4.2 Dwe Date for Payment O
Tuition fees are payable and will be due every six months, as from the course start date as 8
mentioned on offer letter and eCoE. ~
Fee Due Date
1% tution instalment Prior to Course start date on eCoE

Application Fee, Material Fee, OSHC | Prior to Course start date on eCoE

2" tuition instalment 6 months from the course start date on eCoE
3™ tuition instalment 12 months from the course start date on eCoE
4" tuition instalment 18 months from the course start date on eCoE
Reassessment Related Fee Prior to sitting reassessment exam

General Requests for Action Upon submission of request form

4.4 Nonpaymentof Tuition Fees
Failure to pay fees, as agreed upon at enrolment, by the due date can result in the following actions
being taken:

1 The students enrolment will be suspended;

1 When fees arenot paid in full by due date, late payment fees may apply.

9 The studets enrolment will be cancelled. DIAC will be informed via PRISMS for breach of
visa conditiorg non payment of fees, which may result in the students visa being cancelled;

M The students enrolment will be cancelled. DIAC will be informed via PRISMS of the
enrolment cancellation, which may result in the students visa being cancelled;

1 To be reenrolled at AIFE, cancelled students shall pay all outstanding amounts, and
reenrolment fee;

1 When fees remain unpaid for an extended period of Time, AIFE may, at itstidisc
employ a debt collection agency for the purpose of recovelongstandingoverdue fees.

1 In extreme cases, AIFE will pursue outstanding debts via legal action.

A student whose enrolment is cancelled will retain his/her fee liability and will nqteloenitted to

re-enrol until such time as the outstanding debt is either paid in full or agreement has been reached
between the student and AIFE about the arrangements for repayment.

Circumstances

5.1 Transfer
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If a student has overdue fees and transfers to another provider, as per AIFE Fee Policy,
AIFE Transfer Policy and AIFE Refund Policy, AIFE is entitled to pursue payment with the student.

5.2 Enrolment CarjcellatignAlnitiated by AIFE
If AIFE wishes t® yOSt | adGdzRSyidQa SyNRfYSYyld IyR {KS§
student, due to non payment of fees, AIFE must inform the student of its intention and allow the
student 20 working days in which to access AIFE complaints and appeals process.

5.3Fee Extension
A fee extension of payment is not a right, but a service offered at the discretion of AIFE for students
in extenuating circumstances. An extension of time to pay fees is possible for students, who havg
extreme financial hardship and diffitylin meeting payment terms as outlined in their Agreement.
A fee payment extension is available for up to 14 days upon due date of fee.
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Once a fee becomes overdue, an overdue fee will apply and the overdue fee policy will come into
effect.

5.3.1 Fedextension Policy

{0dzRSy(a &aK2dzZ R &dooYAG awSljdzSad F2NI cSS 9EGSy
is available at the Student Service Centre, or on the website. Students will be notified by

email, to their AIFE student email address, of the outeahthe request for fee extension

within 5 working days.

5.3.2 Fee Extension Charge

A Fee Extension Charge as published in AIFE Student Handbook and AIFE website, will be
charged if Fee Extension request is approved.dfudent has been granted an extension

and then submits a second Request for Fee Extension, this application will also incur
another Fee Extension Charge if approved.

The Fee Extension Charge will not be refunded if a student has been granted a fee
extension andhen enrolment is cancelled or requested either by student or initiated by
AIFE.

5.3.3 Failure to Pay Fees by the Extended Time

If a Request for Fee Extension has granted, and the student fails to pay the fees by the
approved date, AIFE will reserve thight to refer a debt to a debt collection agency. If the
debt is sent to debt collectioagency then all legal costs or collection fees incurred in the
recovery of unpaid fees will be the responsibility of the student. AIFE will also have right to
cancelenrolment, please refer t®eferral, Suspension arieinrolment Cancellation Policy

and Procedure

Overdue Fee Policgnd Procedure

Student is required to pay their tuition fees and any outstanding charges on the precise fee due date
specified. When thetudent fails to make the payment by that date, the following procedures are to
be abided by:

Accounts Officer Role and Responsibility
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3.1 Reminder will be sent to student before the fees fall due. Reminder is sent 14 days prior to the
due date.

3.2 Ifthe student fees are not been paid by the fee due date, a $250 Late Fee charge will be incurred
from the very next day, i.e. the first day the fees become overdue. In the addition, another $250 late
fee will be incurred if the fee falls overdue more thadags.

ComplianceOfficerRole and Responsibility
3.3 If the fees have not been paid within one week after the due date, student will be issued
Notification of Intention to Report letter.

3.4 Any appeal from the student should be lodged within 20 wordags from the date of
Notification of Intention to Report letter.

A00qpueH 600¢

3.5 If the fees have not been paid after 20 working days from the date of the Notice of Intention to
Report letter has been sent, and no Request for Fee Extension has been approved

351 LC9 gAff aSyYyR NBLRNI 2F a/SaalidArzy 2F {(idzRASas¢
condition of student visa.

3.5.2 In the case where fee extension period has lapsed, and there is a fee overdue, the students
information is sent to debtecovery company. These details will include:

uStudent name; contact details; total fee that the student is indebted to AIFE including $500 late
charges and any costs associated with the debt recovery procedure. This charge is usually 10% of
any outstandiig amount.

3.5.3 The student will be informed that they may be contacted by a debt collection agency, and that
if necessary, legal action may be taken against the student, and that all legal matters will be dealt
under the jurisdiction of NSW Local Court.

Student Role and Responsibility

3.6 Student willing to resume study at AIFE will have termmll in the course (please refer to
Enrolment Policy and Procedure and Enrolment cancellation Policy and Procedure), provided that
they have paid the total outanding fee in full.

Please refer t®eferral, Suspension arithrolment Cacellation Policy and Procedure

Payment Methods

In person
Cheque, credit card, EFTPOS, or mondgroaccepted afshfield campuStudent Service
Centre

Payment will be accepted betwedilam - 6pm, Monday to Friday.

1 EFTPOS/Credit Card/Money Ordéake approximately 24 hours for payment to be cleared.
1 Cheque Takes approximately 3 days for payment to be cleared.

At any bank
Cash, cheque, money order or direct payment from studdydisk account to AIFE's bank account.
Allow approximately 3 days for AIFE to receive payment.

Bank Details of Austech Institute for Further Education

Account Name: Austech Institute for Further Education
Bank Name: Westpac Bank
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BSB No: 03271
Account No: 248115
Swift Code: WPACAU2S

By mail

Cheque or money order.

Write Student ID number on the back of the cheque or money order, attach it to the lower portion
of the Enrolment Details and Fee Statement and send it to:

Austech Institug¢ for Further Education
Level 3, 168 Liverpool Road
Ashfield NSW 2131
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Cheque once AIFE has received payment, allow approximately 3 days for AIFE to clear the cheque.

Telegraphic transfer

For instructions on how to make a telegraphic transfer, search AIFE's website for How can | pay my
fees?

Telegraphic TransferAllow between land 4 weeks for AIFE to receive the payment.

Online Transfer
Youcan pay the fees and charges by credit card on line.

[—
Please click o m —r @to make a secure credit card payment.

Please refer to AIFE Fee policy and Procedure

Complaints and Appeals

A student who is concerned about the administration or applicatiothisf policy may appeal may
appeal against the decision using AIFE Complaints and Appeals Policy and Procedure.

Consistent with the Educational Services for Overseas Students (ESOS) act 2000, AIFE Refund Policy
for students, does not remove the right of sients to take further action under Australias consumer
protection laws and other legal remedies.
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1.  Application for RPL $75

2. eCoE amendment fee (ELICOS CoE amendment) $100 N

3. eCoE amendment fee (University CoOE amendment) $50 8

4. Assessment Appeal Deposit (refundable if the appeal is successful) $100 ©

5. Special assessment which in not in schedule (Theory Unit) * $250 I

6. Special assessment which in not in schedule (Practical Unit) * $280 %

7. Books and Course Materials and Cookery Tools for Hospitality Course $500 %
o

8. Change Group Fee (during the term break) ** $30 @]

9. Change Group Fee (during the term) ** $230 A

10. Theory Re -Assessment (1sttime) $50

11. Theory Re -Assessment (2nd time) $100

12. Practical Re -Assessment (1st time) $80

13. Practical Re -Assessment (2nd time) $160

14. Repeating a Unit of Competency $400

15. Photocopying (for 200 pages) $20

16. Re-issue of student ID card $10

17. Course completion letter $20

18. Attendance letter $20

19. Interim Academic Transcript $20

20 . Re-issue of Certificate or Statement of Attainment $50

21. Recommencement of course after withdrawal $200

22. General Letter (family invitation, student course completion letter, etc.) $20

2 3. Fee Extension Charges $200

Note: normallydocuments requested will be issued within 2 working days. If more urgent issue of
documents is required, the fee listed above will be doubled.

*Special assessment can be conducted on an urgent basis by request from individual student within

2 working daysThis arrangement is not as per normal scheduled assessments. Please note that a
KAIKSNI FSS A& OKIFNHSR:SI RdzS G2 !'LC9 KFE@Ay3a G2 | NN
individual request and need.

** |f Change of Group is done by the reasanschedule imposed by college, students do not have
to pay any fees for Change of Group.

There will be some additional costs associated with studying at AIFE that are not covered by the
tuition fee paid by international studentsAdditional costs willkpply for personal stationary,
uniforms that must be worn in the kitchen/practical components, as well as cookery tools and
equipment. These additional charges are moefundable.
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AlFETeachingMethods

A variety of teaching and learnimgethods is used within the course and is an important ingredient i

creating a course which interests students. Over the past few years, a wide range of different teac
and learning methods have been introduced and tested, often with the aim of dewelgkills which
more methods are poorly adapted to do. There is a substantial literature on these methods and on

best to use them. These are some of the methods that we are using for our program.

JoogpueH 600¢

Lecture with Discussion

Presents factual material in direct and logical manner
Contains experience which inspires

Stimulates thinking to open discussion

Useful for large groups

Involves audience at least after the lecture

Audience can question, clarify and challenge

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

Panelof Experts

1 Allows experts to present different opinions
1 Can provoke a better discussion
1 Frequent change of speaker keeps attention from lagging

Brainstorming

Listening exercise that allows creative thinking for new ideas
Encourages full participation because all ideas are equally recorded
Draws on group's knowledge and experience

Spirit of congeniality is created

One idea can spark off other ideas

=A =4 =8 4 =4

DVDs

Entertaining way of teaching content and raising issues
Keep group's attention

Looks professional

Stimulates discussion

= =4 =4 =4

Class Discussion

1 Pools ideas and experiences from group
1 Effective after a presentation, film or experience that needs to be analysed
1 Allows everyone to participate in an active process

CRICOS Code: 02442B Page6lof89 V42 RTO Provider Code: 90839



Small Group Discussion

91 Allows participation of everyone
1 People are often more comfortable in smaller groups
1 Can reach group consensus

Case Studies
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1 Develops analytic and problem solving skills
1 Allows for exploration of solutions for complex issues
1 Allows student to apply new knowledge and skills

Role Playing

1 Introduces problematic situations dramatically

1 Provides the opportunity for people to assume roles of others and thus appreciate another
point of view

91 Allows for exploration of solutions

9 Provides the opportunity to practice skills

ReportBack Sessions

1 Allows large group discussions of role plays, case studies, and small group exercise
1 Gives people a chance to reflect on their experience
1 Each group takes responsibility for its operation

Worksheets/Surveys

91 Allows people to think for themselves without being influences by others
1 Individual thoughts can then be shared in large group

Index Card Exercise

1 Opportunity to explore difficult and complex issues

Guest Speaker

1 Personalizetopics
1 Breaks down audience's stereotypes

Values Clarification Exercise

1 Opportunity to explore values and beliefs
1 Allows people to discuss values in a safe environment
1 Provides structure for discussions
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Study Successlly

1. Learning effectively and maintaining your motivation

A strong motivation is needed to learn and succeed. Think carefully about your original purpos
enrolling at this college. This will assist you to strengthen and develop your motivation angbto

you to organizeyourself in the mosbeneficial way. Motivation must be linked to lotgrm goals.

A00qpueH 600¢

The resources section of the learning skills website has an excellent articietaftion, time use

and self motivation.

2. Managing your time at AIFE

Your ability to manage your time will have a great effect on your succeS$-BtA general thumb
rule is that for each subject you are enrolled in, you will need to spendast 712 hours of
independent study time each week. This time commitment will increase during assignment

preparation and exam revision.

3. Note takingand note making

Many students think study just involvesreading the textbook or class notes.

A better approach than just rehearsal is to:

1 Make 2 columns, one with the original text and the other one with your comments and
guestions.

1 Add detail to the informatiorio be remembered. Draw pictures or diagrams, read around the
topic.

1 Reorganise the information. Drawnind maps re-write notes in text, use mnemonics
(memory tricks)

1 Actively think about the material. Ask yourself questions. Does it make sense?1@e? &an
| think of a better way?

1 Make it meaningful. How does/How can/How might what | learn apply to me, my parents and
my neighbor®

1 Relate it to other things you already know or have experienced. How does this fit in with what

| already know?
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4. Reading for academic purposes

One of the challenges afudy is the amount of reading you will have to do. On campus studen
will receive reading lists that are often required as part of tutorial preparation. At first, this c:
seemoverwhelming. However, there are a range of strategies you can apply toybalpo read

faster and to remember more of what you have read.

5. Working in Groups

A00qpueH 600¢

Tutorial groups are much smaller than lectures and allow more interactive discussiorurmof
topics. You will often be required to prepare for tutorials in the form of background reading or
completing activities. To fully benefit from your tutorial time, you should attempt to complete all
the required preparation and fully participate in the2gdzLd RA & OdzadA2y ® 52y Qi
questions in tutorialst part of the academic process is to critically evaluate information. This
involves being able to question and to support your viewpoints. Use your time withtginer to

your advantage, sooy can confidently carry on with your independent study until your next class.

It may sound obvious, but actually turning up to all your lectures and tutorials is vital. It might be
tempting to skip a class here and there, but in doing so you will be missing vital parts of your

course of study and perhapsopardizeyour chances ofuccess.

6. Academic Writing

To succeed in your studies, in addition to a sound understanding of your subject content, you will

need to demonstrate that you have weleveloped academic skills such as writing and referencing.

52y Qi ¢l Al dzy (sdighmerd 2wy toKrivedtigatel these lareas. Start looking over
information regarding referencing and academic writing as soon as you have your subject outline

and you know what assessment items will be required of you.

The sooner you start working on these skills, the better, and you will be much better prepared for

when you do have to start work on your assignments.

LearningSrategies

At AIFE students are required to integrate the knowledge they have acquired throughout their course of

study in order to demonstrate that they have the ability to manage a small hospitality establishment.
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Students acquir@ sound knowledge of the properrfationing of each aspect of a small establishment's

operations and become thoroughly familiar with the demands of the regulatory environment.

BalancingLife andLearning

It is important to pursue a lifestyle where study is balanced by physical activity. That way you
refresh yourself, feel invigorated and meet other people. Here is a list of links to sites put up by o
agencies.

JoogpueH 600¢

We are not responsible for their ctant or services, but we provide links to make it easier for you t¢
make your own decision about how to get active.

Cycling
Bicycle NSW

On your Bike! A guide for easy and enjoyable cycling, there are alsonsan®that you might find
useful.

Sydney Metropolitan bicycle mapsd Cycling; City of Sydney

Jogging & Walking

Walking tracks and jogging paths in SydRmsd me a walking trackNational Parks

Major Parks: City of Sginey

Walking Sydneidarbor(Department of Planning)

Swimming

Swimming Pool listCity of Sydney

{8RYSe2Qa dzyAlidzS hdziR22NJt 22f &

SydneyHarborNational Park Swimming

Surfing & Scub®iving

Learn To Sui Surfing Australia

Australian Travel GuideScuba /ing
Transport

Transportinfo line

2Kl {iQa hy
2 K| Q& 2 y(City of Sydneyy y S &
What's On in Sydne(Citysearch)
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http://www.sydney.citysearch.com.au/servlet/Satellite?c=Page&city=sydney&cityName=Sydney&pageid=1119945819581&pagename=CitySearch/Page/CSWLayout

AIFE mportant Contact Numbers

Staff Contact Details §

©

EmmEmm Emmmme ) R
Attendance & Academic Issue = compliance@aife.edu.au =l
IT Issue helpdesk@aife.edu.au c87
Assessment Assistance assessmenthelpdesk@aife.edu.au ~

Personal & General Grievance admin@aife.edu.au

Note:

1. For languagditeracy, numeracy and otherxcademicsupportissuesplease send emaiib:

carladawson@aife.edu.aar contact Reception for further details.

2. Students can access Online Appointment System (OAS) to arrange appointments with Compliance
Officers. Service can be accessed from the Student Centre website, located at

https://moss.aifemail.edu.au:3349/students/default.aspx

3. The Assessment helpdesk will answer queries reéggrassessment tasks which yoansider unfair
or not achievable; assessment tasks that you do not understamale not cleaupon; and your
personal feedback on the assessments emtaken. Emails can be sent to

assessmenthelpdesk@aife.edu.au

Students are advised to arrange an appointiheia OAS or email to conswith any staff member.
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Window XP Operating System

The start menu

Opening an application is still done via the Start menu, which appears when you click the Start bu
0b204S GKIFIG AY 6AYyR2g -t (GKS {GFNI odzidz2y I O

Switching Between Programs
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You can do any of the following:
1 Clickany¥ aA0f S LI NI 27F {ikchiding lidlitteba® | G A2y Qa GAYR
9 /fA01 GKS LXK AOFKGA2YyQa odzilizy Ay GKS {GFralolN
1 Hold down the Alt key and then press the Tab key repeatedly until the application window you
want is selected. This cycles through all openRMNg & T 6 KSy @&2dzQNB i (KS

release the Alt key. (Unlike in window Vista, this does not display thumbnails of open windows.)

Shutting Down Windows XP
To shut down Windows and turn off your PC, follow these steps:
1. Click the start button talisplay the Start menu.
2. Click the Turn off Computer button.
3. When the Turn off Computer dialog box appears, click the Turn Off button.
4

Manually turn off your monitor, printer and other peripherals.

Working with the My Documents~older

By default, all your dcuments are stored within thily documentsfolder. You open this folder by
clicking the My documents icon on the Start menu.

The My documentsfolder not only contains files and subfolders but also displays a panel on the left
hand side, called the Taskanel.

All the common tasks related to the open folder are displayed in this panel. All you have to do is select a
folder or file and then click the appropriate task in the Tasks Panel. It makes copying, moving, and

deleting files much easier.
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Other Fotlers
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My Music folder, which contains all your digital music files; the My Pictures folder, which contains

your digital photographs; the My Networkaeks folder, which contains files and folders stored on othe
PCs in your computer network; and the My Computer folder, which lets you access all the disk drive
your main computer. And, of course, Windows XP also has its own Control Panel which ytou us

configure various aspects of your system.

A00qpueH 600c¢

Windows XP Applications
You get Window Media Player, Windows Movie Maker, and Internet Explorer, as well as Notepad,

Paint.

Window Working with Microsoft Office Suite

Working with Documents

Anything you create with Word is called a document. A document is nothing more than a computer file

that can be copied, moved and deleted edited, from within Word.

Creating a New Document

Any new Word document you create is based on what Word calls a template.
A template combines selected styles and document settangd, in some cases, prewritten text or

calculated fieldgo create the building blocks for a specific type of document.

Yau can us templates to give yourself a head start on specific types of documents.

To create a new document in Word 2003, select File, New. This displays the New Document pane; go the
Templates section and click On My Computer. When Teenplate dialog boxappears, select the

template you want to use; then click OK.

Opening an Existing Document

In Word 2003, select File, Open. When the open dialog box appears, navigate to and select the file you

want to open; then click the Open button.
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Saving thdbocument

In Word 2003, by clicking the Office button click the file, Save As. When the Save As dialog box ap
select a file format, click the Browse Folders button to select a location to save the file, then enter &

name and click the Savethon.

Working with Text

Entering Text
You enter text in a Word document at the insertion point, which appears onscreen as a blinking cu

A00qpueH 600¢

When you start typing on your keyboard, the new text is added at the insertion point. You move
insertion poirt with your mouse by clicking on a new position in your text. You move the insertion po
GAGK @2dzNJ { Seo02FNR 0@ dzaAy3d @2dzNJ 1S@62FNRQa | NNRB g
Editing Text

' FGSNI 22dzQ08S Y2@0SR SyGSNBR &2dzNJ 6SEGT AdGpmate GAYS

text- or graphicgo and from anywhere in your document, or between documents.

Before you can edit text, though, you have to select the text edit. The easiest way to select text is with

your mouse; just hold down your mouse button and drag the muoser the text you want to select.

You also can select text using your keyboard; useShift key- in combination with other keysto

highlight blocks of text, you can then edit it.

Formatting Text

' FGSN) 82dzNJ GSEG Aa SyGSNBR FyR SRAGSRZI &2dz Oly d:
pizzazz to your document. In word 2003, include buttons for bold, italic, and underline, as well as font,

font size, and fontolor. To format a block of texhighlight the text and then click the desired format

button.

Checking Spelling and Grammar

When you see the squiggly red line, position your cursor on top of the misspelled word, and then right
click your mouse. Word now displays a pgp menu with itssuggestions for spelling corrections. You
can choose a replacement word from the list, or return to your document and manually change the

misspelling.

Printing a Document

Basic Printing
LY $2NR HnnoX Of AO01 GKS t NAY elecindgirintz y 2y 2 2NRQ& { i
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Changing Print Options

You open the Print dialog box by clicking the File and selecting Print. After you have the Print dialog
displayed, you can choose any one of a number of options specific to this particular print job. A
22d2Q@S YIRS &2dzNJ OK2A0Sax OtA01 G4KS hy odzidz
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Entering Data

To enter data into a specific cell, follow these steps

1. Select the cell you want to enter data into

2. Type your text or numbers into the cell; whaiu type will be echoed in the Formula bar at the top
of the screen

z A

3. 2KSy @2dzQNB R2yS {(GeLAy3a RIGF Ayilz2 GK OStf X LINB

Inserting and deleting Rows and Columns

Insert a Row or Column
To insert a new row or column in the middle of your spreadsheéiaw these steps:
1. Click the row or column header after where you want to make the insertion.

2. InExceR003, pull down the Insert menu and select either Row or Insert Column.

Excel now inserts a new row or column either above or to the left of the ravelomn you selected.

Delete a Row or Column

To delete an existing row or column, follow these steps:
1. Click the header for the row or column you want to delete.

2. In Excel 2003, pull down the Edit menu and select Delete.

The row or column you selected is dele, and all other rows or columns move up or over to fill space.

Adjusting Column Width

To change the column width, move your cursor to the column header, and position it on the dividing line
on the right side of the column you want to adjust. When thiesor changes shape, click the left button
on your mouse and drag the column divider to the right (to make a wider column). Release the mouse

button when the column is the desired width.
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Using the Internet

Connecting in Windows XP
After you connec® 2 dzZNJ O2 YLJdzi SNJ (2 (KS ONRBIFIROolFYR Y2RS
your telephone line), you follow these steps:

1. Click the start button; then select Connect To, Show All Connections.

2. When the Network Connections window opens, select Create aG@mwection from the Network

Tasks panel.
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3. When the New Connection Wizard dialog box appears, click the Next button.

4. When the Network Connection Type screen appears, check the Connect to the Internet option
then click the Next button.

5. When the Getting Ready screen appears, check the Set Up My Connection Manually option and
then click Next.

6. When the Internet Connection screen appears, select which type of connection yotdizdue
broadband with user name and password, or alwagsroadbandthen click Next.

7. If prompted, enter the name of your Internet service provider and then click Next.

8. IfyouhaveadiaizLd L{t X Sy S NaupipKoBe nuihtBr@rid téntiRKNeR A |- f

9. If prompted, enter your username and password (as provigegtour ISP); then click Next.

10. Click the finish button to complete the process.

Sharing the Internet Connection

If you have more than one PC in your home, you can connect them to share a single Internet
connection. This is particularly useful if you haveighspeed broadband connection.

You share an Internet connection by connecting your broadband modem to your home network. It
R2SayQid YIFIGGSNI gKSGKSNI @82dz KI @S | gANBR 2NJ I gA
instances. All you have to d®fiun an Ethernet cable from your broadband modem to your network hub

or router and then Windows will do theest, connecting your modem to the network so that all your

computers can access the connection.
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AccommodationOptions andCosts

Explore the varietyof options for accommodation in Australia. Student can choose from a variety

accommodation available to suit different budgets and needs. Some of these options are listed belo

Home stay A$110¢ A$270 a week
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Living with ahome stayprovides students with an excellent opportunito experience life with an

Australian family and is the perfect way to help you improve your English and undeitestichlian
culture under the roof of a safe environment. Furthermolgme stayoffers independence, clean and
comfortable accommodationn addition, you will meet a friendly family to talk to, exchange cultures
and have an Aussie friend forever! There are two options available to you which minimum stay is 4

weeks:

1 Full boardg 2 meals per day including your own private room all amenities included into @rice
service and conditions apply
1 Part boardg No meals provided you must buy your own food and cook for yourseihcluding

your own private room all amenities includedo price¢ service and conditions apply

Students can access support from this webkite://www.homestaydirect.com

Hotels and guest houses A$110¢ A$270 a week

Hostels are usually run by organisatiangh as Youth Hostels Australia and the Young Men's Christian

Association (YMCA). Students share kitchen and bathroom facilities.

Share accommodation A$50¢ A$160 a week
Rental accommodation A$70¢ A$350 a week

Students often share with fellow studes. They advertise on notice boards and in newspapers. Students

may have to provide their own furniture.

When renting a house, apartment or bed sitter, landlords require rent to be paid in advance and will

require a security bond equal to one month's rent

Transport
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Australian cities have excellent public (and private) transport systems, making travelling around the
simple. Following is a breakdown of how best to get around in Sydney.

For information on buses, ferries and trains calnsportinfo line 131500 or visit the website at:

www.131500.com.au/

Busc¢ Sydney's bus network extends to most suburbs. Fares depend upon the number of 'sections'

pass through. As a rough guide, shorpsricost $1.60 and most other fares in the inner suburbs ar
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$2.70. For more information, visit the website atvw.sydneybuses.info/

Ferryq Sydney's ferries provide the most enjoyable way to get adotine harbor. There are three kinds
of ferry: regular STA ferries, fast JetCats that go to Manly ($7.90) and RiverCats that traverse the
Parramatta River to Parramatta ($7.40). All ferries depart from Circular Quay. For more inforroaliion

0292073166 or visit the website atvww.sydneyferries.info/

Metro Light Rail & Monoraik; The Monorail and Metro Light Rail are good means of transport within
the centre. The Monorail circleBarlingHarborand links it to the city centre. The MLR operates 24
hours a day between Central Station and Pyrmont via Datagoor and Chinatown. For more

information on Monorail call 092855600 or visit the website atvww.metromonorail.com.auand for

Metro Light Rail call 022855600 or visit the website atyww.metrolightrail.com.au/

Train¢ Sydney has a vast suburban rail netlvand frequent services, making trains much quicker than
buses. Trains run from around 5am to midnight. For more information visit the website at:

www.cityrail.info/

Overseas Student Health Cover

Overseas Student Health Cover (OSHC) is medical insurance to cover you (and any accompanying family

members) for medical and hospital costs while you are in Australia.

It is a condition of your student visa that you and your dependants have acceptabtb frealrance

cover throughout your entire stay in Australia.

Exceptions:
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Norway and SwedenNorwegianstudents with Norwegian Insurance Schemever and Swedish

students with international cover arranged through the National Board of Student Aid (@BNpt
need to take out additional OSHC due to reciprocal arrangements between these governments ang
Australian Health Department. These students need to provide documentation to prove that they h

the appropriate insurance.

AusAID Students: Studsnwvhose studies are sponsored by AusAID will not be required to pay their o
OSHC.

A00qpueH 600¢

How do | arrangeny OSHC?

The Enrolment Team will organize OSHC through AHM upon orientation. Ondaitalcover expires,
it is your responsibility to ensure you rew your membership in compliance witlAC regulations. If

you do not have current OSHC, your visa may be cancelled.

For more information on our preferred OSHC provider, visit
www.ahm.com.au/oshor emailoshc@ahm.com.au

For more information on OSH@nefits, cost, frequently asked questionsnd a list of providers, please

refer to the following websitevww.health.gov.au

Working while Study in Australia

International students studying in Australia on a student visa can apply for permission to work once they
commence their courseA visa with permission to work enables you to work up to 20 hours a week on a
casual basis during course time and-filie during vacation periods. In some cases family members can
also apply for permission to work up to 20 hours a week throughout the yieathe case oY I & G S ND a
and doctorate students and AusAID Defensesponsored students, family members can apply for
permission to work unlimited hours. If you are the family member of a student who has commenced a
masters or doctorate course, you must bring evidence from the education provider that the student has

started this course. Under certain circumstances dependahstudents are permitted to work.

The money you earn from working in Australia should only supplement goamie and not be used as
your only source of income. Before you come to Australia, you must show that you have enough money

to pay for living expenses, education costs and travel for the duration of your study.

Most students take partime or casual jobstasome time during their studies. Some jobs are closely tied
to courses of study (such as formal cadetships and informal arrangements such-tspavbrk by law

students in solicitors' offices). Some students tutor school children or get jobs on cémtpescanteen,
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the bookshop, in the institution's offices and as laboratory assistants. Some jobs are entirely outside the

education community such as bartending, babysitting, gardening, hospitality, sales, informat

technology, restaurants, checkout vkoor fruit picking.

To receive an income in Australia, you need a Tax File Number [[TRN$tralia, you can telephone
the Australian Taxation Office (ATO) and have a TFN application form sent to you. Alternatively, you
can apply for a TFN over the internBor further detailspleasecontact ATO:

Website www.ato.gov.au
Phone+61 2 6216 111hetween 8.00am and 6.00pm AEST, Monday to Friday.

A00qpueH 600¢

A TFN is a unique number issued to individuals and organisations to help the Tax Office administer tax
and other Australian Government systemis.(i Q& 2y S 2F @2dzNJ Y2ad AYLRNIIFY
I dza G N3 yiours-fablifelatid(keeping it secure is a gdetenseagainstidentity theft.

While it is not compulsory to quote a TFN without one you may:

A Pay more tax than necessary, or

A Not be able to get government benefits you are entitled to receive.

A TFN will also help you:

A Lodge a tax return

A Ask the Tax Office about your tax affairs

A Start or change jobs

A Limit the amount of tax you pay on interest dividends earned if you hawesavings accounts or

investments that earn income.

,2dzNJ ¢Cb Aa Qlfdad ofSd 52yQi aAKIFINBE AlG gAGK FNARSYR:
work. Keepitsecure. LIL @ Ay 3 F2NJ I ¢Cbhb dzaAy3d FlLtasS 2N 2G0KSNJ
TEN, can mean heavy fines or ja8tudent visa information on this website is an outline only and

subject to change. For more detailed, accurate andtepdate information on sudent visas and visa

requirements please check theepartment of Immigration and Citizenship (DIAC) website

Job Advertisements
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Cook
5 days p/w MorFri. Newwown area. Must have excellesbmmunication skilland refs.

Ph. Steve on 0439 449 999 or emaillimiro@restvest.com

Cook & Waitperson

For Japanese sushi shop in Surry Hills. Longterm. RSA. F/T, P/T.
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0418 592 297

Shop Assist/Cook

For seafood takeaway shop inubmmoyne. Must speak
English, must be expd. Top $$ for top people. 0410 578 554.

Cook

Adv. Food Prep req'd. For new salad bar in CBD.

Excel. food knowledge a must. Mdfri. David 0422 568 740.
Cook/ Sandwich Hand

CBD cafe. Mot#rri 6am4pm.
Min. 2yrs exprience. Busy kitchen. Ph: 0416 029 949

Vocabulary: abbreviations
Abbreviations are used in the advertisements to save space. Write their full forms below.

Mon-Fri Min
yrs req'd
Excel p/w
F/T, PIT RSA
Ph. CBD
Adv. Food Prep Expd
Refs Top $$

Read the following job description. Highlight the most important words.
Job Descriptiorg Chef
Job Title

Chef

Reporting to:
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Head chef

Hours

40 hours per week as per weekly roster
Brief Description
To order and prepare food, train and supervise kitcheff sta

Duties and Tasks
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Plan menus and work out food and labour costs together with the head chef

Plan staff rosters and supervise the activities of cooks and assistants

Discuss food preparation issues with managers, dietitians and other staff members
Orderfood, kitchen supplies and equipment

Demonstrate techniques to cooks and advise on cooking procedures

Prepare and cook food

Divide food into portions and add gravies, sauces and garnishes

Explain and enforce hygiene regulations

Select and train staff

Freee and preserve foods.

=4 =4 =8 8 4 -8 -8 -4 -8 -9

Personal Requirements

1 A high level of personal cleanliness

1 Enjoy cooking

1 Able to organise efficient work schedules

1 Good communication skills

1 Punctuality

1 Flexibility to perform shift work on a 2dour rotating roster as required
1 Able to work under pressure and stay calm in difficult situations.
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Sample resume
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Penny COOK
23 Gourmet St
Breakfast Point NSW 2137
(02) 9736 3800
cookieyum@gourmail.com.au

Career Objective
To gain a position as a chef in a reputable restaurant.
Education
1 Diploma of Hospitality Management, December 2006, Austech Institute for Further Edu
SydneyAustralia
9 Higher School Certificate, January 2005, Concord High School, Sydney, Australian
Work Experience
May 2006¢ present: Assistant Chef, Breakfast Point Café, Sydney, Australia
Ordered and prepared food
Supervised kitchen assistants
Created and pregred menus
Responsible for cakes and desserts
February 200% April 2006: Kitchen Hand, Concord Hotel, Sydney, Australia
Made sandwiches and hamburgers
Cut and prepared ingredients for range of cuisines
Assisted with purchase of food and kitchen supplies
Special Skills
Extensive knowledge of exotic cuisines
Creative design of contemporary menus
Current first aid certificate
Personal qualities
Reliable and punctual
Strong work ethic
Calm under pressure
Excellent communicator and team worker
Hobbies andnterests
Tai chi
Travel
Scuba diving
References
Available on request
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Sample Cover Letter

Penny Cook

23 Gourmet St

Breakfast Point NSW 2137
(02) 9736 3800

13/08/2007

Ms Mary Robinson
Manager
Epicurean Heaven
500 Pitt St

Sydney NSW 2000
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Dear MsRobinson

| wish to apply for the position d€hefas advertised in The Sydney Morning Herald on 11 August 2007.
The job reference number is 123456.

| have enclosed my resume to provide you with an overview of my experience and training. | have 10

& S| Ngerenc&wiorking in cafes and restaurants and a solid commitment to the hospitality industry.

a® OdNNByld LRaAdGAz2y a lFaaradlyd OKST KFa LINRJAR:
responsibility for 5 kitchen staff.

| wish to build on my dgevements and take on the role of chef. To assist me in this goal | have recently
completed a Diploma of Hospitality Management. As a result, | can offer you a combination of practical
culinary skills experience and-tip-date theoretical knowledge of hp&ality management practice.

| would be very pleased to discuss my application further with you at your convenience. Please contact
me at the above address so that | can provide you with any additional information that you may require.

Yours sincerely
Sigrature
Penny Cook

Encl. resume
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Commoninterview questions:
Write short answers. Refer to one of the ads above.

1. How do you deal with difficult customers?
XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX
XXXXXXXXXXXXXXXXXXXXXXXXXXXX XXX

2. What relevant skills andxperience do you have?
XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX
XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX
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3. What do you want to be doing in 2/5/10 years time?
XXXXXXXXXXXXXXXXXXXXXXXXXX XXX XX
XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX

4. Why do you want this job?
XXXXXXXXXXXXXXXXXXXXXXX XXX
XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX

5. What did you achieve in your last job?
XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX
XXXXXXXXXXXXXXXXXXXXXXXXXX XXX XX

6. What are your strengths?
XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX
XXXXXXXXXXXXXXXXXXXXXXXXXXXXX XX

7. What are your weakness@
XXXXXXXXXXXXXXXXXXXXXXXXXXXX XXX
XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX

8. Tell me about a big challenge or difficulty you've faced and how you dealt with it.
XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX
XXXXXXXXXXXXXXXXXXXXXXXXXXXXX XX

9. What can you do for us that other peopmannot?
XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX
XXXXXXXXXXXXXXXXXXXXXXXXXX XXX XX

10. How do you plan and organise your work?

XXXXXXXXXXXXXXXXXXXXXXXXXXXX XXX
XXXXXXXAXXXAXXXAXXXKXXXX XXX XXX XXX XX
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Tax

Tax is money that people and businesses pay the government. The Tax Office collects income ta
other Commonwealth taxes. The Tax Office uses the information you give on your tax return to work
your refund or tax liability.

An income year (finanal year) is a period of 12 months that commences dl§. At the end of the
income year, you have until ctober to lodge your income tax return (unless your tax return i
prepared by a registered tax agent).

J00qpueH 500¢

You are required to pay tax on any assessancome you earn. Australian residents for tax purposes al
entitled to a maximum ta¥ N6S G(KNBAK2f R 2F PbPcInnnd® ¢KA& YST
PcXnnn @2dz SIENY LISN AyO2YS &@SIFNWY LT e2destblNB LI AR
fortnightly, the first $224. Payers (employers) automatically take tax out of your salary or wage each
pay. Your employer should give you a pay slip telling you how much tax has been taken out of your pay.

If you are an overseas student enrolled in a course at an Australian institution that is more than six
months longthen youare generally an Australian resident for tax purpod#sile it is not compulsory

to have a Tax File Number (TFN), you may have more tiéixheld than is necessary if you do not have
one.

Superannuation

Superannuation is a way of saving money for your retirement. Employers must pay superannuation
contributions into a superannuation fund or retirement savings account for all their eligibidogees.
Students on 572 visas can access their superannuation when they permanently depart Australia.

Superannuation funds are managed by trustees whose responsibility is to ensure your money is invested
with care. Each fund has its own rules, but musbafollow government rules that are designed to
ensure all superannuation is properly managed. If you are an eligible employee, your employer should
contribute a minimum of 9% of your earnings to a complying superannuation fund or a retirement
savings acamt. They should do this at least every three months. When you retire, this money is paid to
you.

If you are between the ages of 18 and 70 and are paid $450 or more in a calendar month, your employer
generally should be making superannuation contribut@g NJ @ 2dz Ay {2 | FdzyR®d L
are a fulltime, parttime or casual employee. Some employees are paid an award rate for
superannuation contributions. An award is the minimum conditions your employer must provide for you

by law for your labou Your employer must follow both the superannuation guarantee laws and the
award rules for superannuation. Normally an employer contributes 9% of your salary to your
superannuation fund.

If you are paid a minimum award rate, your award may say that your employer must contribute to your
superannuation even if you are paid less than $450 a month. To check your award conditions, contact
your employer, union or the wage information hotline iour state or territory. In limited
circumstances, employers do not have to provide superannuation guarantee contributions piaicu

less than $450 (before tax) within any calendar monfor more information, go tovww.ato.gov.au
http://www.industrialrelations.nsw.gov.au/
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Your rights at work

When offered a job, you may be asked to work for a trial or probation period to see if you can do
job. Your emplogr must tell you how long the probation or trial period will be (maximum thremnths)
andyou must be paid for any work you do

When you are offered a job, it is a good idea to ask your employer to explain in writing the conditi
you will be workinginder and what you will be expected to do. The letter should include:

A The name of your employer

What the job involves and a list of your duties

How much you will be paid each hour, week or fortnight

Your hours of work

Whether you are casual, fdiime or part-time

Your employment conditions

The employment arrangements you will be working under, such as an award or agreement.
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Fromhttp://www.industrialrelations.nsw.gwe.au/resources/workinginnsw_english.pdf

Extracts from Part 2 of th®©ccupational Health and Safety Act 2000 (NSW)

8 Duties of employers
(1) Employeeg\nemployer must ensure the health, safety and welfare at work of all the employees of
the employer. That duty extends (without limitation) to the following:
(a) Ensuring that any premises controlled by the employer where the employees work (and the
means @ access to or exit from the premises) are safe and without risks to health,
(b) Ensuring that any plant or substance provided for use by the employees at work is safe and
without risks to health when properly used,
(c) Ensuring that systems of work ane tlvorking environment of the employees are safe and
without risks to health,
(d) Providing such information, instruction, training and supervision as may be necessary to
ensure the employees' health and safety at work,
(e) Providing adequate facilities ftire welfare of the employees at work.

20 Duties of employees

(1) An employee must, while at work, take reasonable care for the health and safety of people who are
at the employee's place of work and who may be affected by the employee's acts or omiasiork.

(2) An employee must, while at work,-operate with his or her employer or other person so far as is
necessary to enable compliance with any requirement under this Act or the regulations that is imposed
in the interests of health, safety andelfare on the employer or any other person.

Retrieved 15 August 2007 from
http://www.legislation.nsw.gov.au/fullhtml/inforce/act+40+2000+FIRST+0+N
For more informatiombout workplace safetynttp://www.workcover.nsw.gov.au/

Summary of NSW Anfiscrimination Act 1977
The NSWAnti-Discrimination Act 1973ays that it is unlawful in NSW to discriminate against someone
that is to treat them unfairly compared with othe¢sor harass them because of the following

characteristics:

1 Sex;

1 Pregnancy;

1 Race, including colour, nationality, descent and ethnicnetteligious or national origin;

f Marital statuss 6 KSGKSNJ 6 KS@QNBE aAy3ftSs YIFINNASRS RS T 02
9 Disability- physical, intellectual or psychiatric; past, current or future; actual or presumed;

1 Homosexuality actual or presumed;
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Age including compulsory retirement (however, it is not against the law to exclude people aged
under 18 from restricted areas of hotels, or to exclude a person under the age of 18 years who i
found in an authorised area not in the immediate company of aaasible adult);

1 Transgender (transsexuality) (actual or presumed);

1 /I NBNR& NBalLRyaroAtAdASa oAy SYLX 2eavYSyid 2y
1 2 K ]
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Federal legislation, which is administered by the Human Rights and Equal Opportunity Commission,
O20SNHE RAAONARYAYLI(GA2Y o6F&ASR 2y a2vYS2ySqQay

Religion;

Political opinion;
Medical record;
Sexual preference and
Social origin.

JoogpueH 500¢
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Retrieved August 13, 200ibm
http://www.lawlink.nsw.gov.au/lawlink/adb/ll _adb.nsf/pages/adb hoteliers guidelines#how
For further information, seéttp://www.lawlink.nsw.gov.au/adb

Questions on legal texts

1. If you pay superannuation while you are a student in Australia, can you get it back if you go back to
your country? Y/N

2. What is the deadline for lodging your income tax return?
XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX D

3. What is the advantage of having a Tax File Number?
XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX DD

4. If you earn $800 in a month, how rlu super should your employer put into your fund?

5. What is the maximum trial (probation) employment period?
XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXPD
Is itlegal for your boss to put you on an unpaid trial employny@riod? Y /N

7. Who is responsible for OHS training in the workplace?
XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX P

CRICOS Code: 02442B Page830f89 V42 RTO Provider Code: 90839


http://www.lawlink.nsw.gov.au/lawlink/adb/ll_adb.nsf/pages/adb_hoteliers_guidelines#how
http://www.lawlink.nsw.gov.au/adb

You can upload your resume to

http://www.wazza.com/

http://www.careerone.com.au/

http://www.hippo.com.au/ (can also upload video profile)

You can look for jobs on ttsites below:
http://cracker.com.au/
http://mycareer.com.au/jobs/
http://www.seek.com.au/
http://www.careerone.com.au/
http://www.hippo.com.au/
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Other workrelated sites:
http://www.myfuture.edu.au/
https://www.workchoices.gov.au/
http://www.volunteer.com.au/
http://www.industrialrelations.nsw.gov.au/
http://www.workplace.gov.au/workplace/
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Emergency and Health Contacts

EMEREGENCY SERVIOE®

000 is an emergency hotline service to contact police in life threatening or urgent situations.

If you ask for the Police, you will be connected to the Police Communications Centre. This centre is
staffed 24 hours a day with highly trained and skilled Emergency Operators.

They will ask relevant questions, and arrange an appropriate response fiaralgblice station or
from other services (eg. Ambulance or Fire Brigade).
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When to use 000
You should call 000 in a life threatening or time critical emergency, such as when:

Someone is seriously injured or in danger

There is serious risk to life or property

A crime is being committed and/or a further crime may be committed

Someone you suspect has committed a crime is close by or their location is known, and there is an

opportunity to arrest the suspect

1 Witnesses mgleave the scene of a crime or evidence might be lost if police do not get there
quickly

1 A victim is seriously distressed

= =4 =4 =4

Calls from mobile phones

000 calls are free on all mobile phones. From analogue phones, 000 will connect callers, although many
newer digital phones require the user to dial 112, the international standard emergency number.
Consult your carrier if you are uncertain how to accéssd00 emergency network.

The 000 Operator will ask you for your mobile phone number so they can reach you if they require
additional information, so learn your number off by heatrt..

OTHER IMPORTANT NUMBERS YOU MAY NEED:

Crime Stoppers: Free Call 1888 30 00

Call Crime Stoppers on 1800 333 000 to report crimes that are not in progress and/or have no known
offender (e.g. break and enter, malicious damage, stealing, minor car accidents). This is a free call from
any phone in Australia, and you cgamain anonymous.

Crime Stoppers is a NSW community based policing service that gathers details of criminal activity
volunteered by members of the public. Cash rewards of $1,000 are available if your information leads to
an arrest. You may think the infoation you have is unimportant, but it may be the vital missing piece

the police need to make an arrest.

You can also report criminal activity to Crime Stoppeifme through the NSW Poli¢®rce websitevia
email oncsu@police.nsw.gov.aor fax on 02 4353 4948.
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TTY Emergency: Free Call 1800 06 71 67 \

People with hearing difficulties can obtain-Bdur access by TTY (Teletypewriter) or computer
modem to emergency services by dialling the National Relay Service and asking for a call to
emergency 000.

National Security Hotline: 1800 123 400

Callthe National Security Hotline to report any suspicious activity or information related to security o
terrorism. This is a free call from any phone in Australia. All information is confidential and you can
remain anonymous.

Trained operators take every €al 8 SNA 2dzaf 8 ® LY F2NXI GA2Y Aa LI a
agencies for analysis and further investigation. Every piece of information helps. The hotline also
provides information to callers on a wide range of national security matters.

Other Contact Numbers {

24/7 Counselling 1800 424 017

Abortion Hotline 02 9233 3780
Alcohol and Drug Information Service 1800 422 599 or 02 9361 8000
Ambulance Bookings 1322 33

02 9334 1900
029283 3099

Cancer Council
Centrecare Pregnancy Support

Department of Community Services (DOCS) 132111
Domestic Violence and Sexual Assault Helpline 1800 200 526

CRICOS Code: 02442B

Emergency Dental Info (after hours)
Emergency Prescription Services

Kids Helpline

Lifeine

Medicare

NSW Rape Crisis Centre
Poisons Information Hotline
Royal North Shore Hospital
St Vincents Hospital
Sydney Hospital Emergency
Sydney Sexu#lealth Centre

Victims Support Line

Youthline

PageB60f89 V42

02 9369 1111
02 9235 0333

1800 551 800

1311 14

122011

02 9819 7357

131126

02 9926 7111

02 9339 1111

02 9382 7111
02 9382 7440

1800 633 063 or 02 9374 3000

02 9633 3666

RTO Provider Code: 90839
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Community Legal Centres \

Community Legal Centres are independent community organisations providing free legal advice &
information as well as legal education for individuals and communities across NSW. We promot
human rights and advocate for a fair and natiscriminatory legal justice system.

There are 39 Community Legal Centres in NSW. Anyone needing legal advice or assistareantitit
afford the services of a private solicitor can contact a CLC. Interpreters can be arranged and all cli
information is strictly confidential.

Community Legal Centers provide confidential legal advice and assistance on a range of issues incl

AvogpueH 600¢

- Accidents and compensation - Apprehended Violence Orders (AVOS)
- Banking and finance - Children and young people

- Consumer righg - Crime

- Employment - Environment

- Family law and relationships - Housing, property and development

- Human rights - Immigration and citizenship

- Neighbours - Social Services

- Transport - Health

- Wills and estates

Sydney Metropolitan CLCs:

Inner City Legal Centre (Kings Cross)
P: 02 9332 1966 Ener city@clc.net.au www.iclc.org.au

Kingsford Legal Centre
P: 93859566 Hegal@unsw.edu.au www.kingsfordlegalcentre.org

Macarthur Legal Centre (Campbelltown)
P: 02 4628 2042ww.macarthurlegal.org.au

Macquarie Legal Centre (Parramatta)
P: 02 9760 0111 Elacquarie NSW@clc.net.au
www.macgquarielegal.org.au

Marrickville Legal Centre
P: 02 9559 2899ww.mlc.asn.au

Mt Druitt & Area Community Legal Centre (Rooty Hill)
P: 02 9675 2009 Ertdruitt_clc@clc.net.au

Redfern Legal Centre
P: 02 9698 7277 Eifo@rlc.org.au www.rlc.org.au

South West Sydndyegal Centre (Liverpool)
P: 02 9601 7777 Exfo@swslc.org.au www.swsl.org.au
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Specialist Community Legal Centres
Specialist Community Legal Centres concentrate on a particular area of law and offer advice,
assistance and legal education to individuals and organizations across NSW.

Consumer Credit Legal Centre (NSW) Inc.
Credit and Debt Hotlin®: 1800 808 488 Insuree Law Servide 1300 663 464
E:CCLC_NSW@clc.netiaww.cclcnsw.org.au

Disability Discrimination Legal Centre (NSW)
P:02 9310 7722 1800800708 (1800 644419 TTY)
9.30amc 12.30pm Tuesday, Wednesday, Friday
E:info@ddlcnsw.org.awww.ddlcnsw.org.au
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HIV/AIDS Legal Centre (NSW)
P:02 9206 2060 1800 063 O&Dhalc@halc.org.awww.halc.org.au

Immigration Advice and Rights Centre
P:02 9279 4300 Advice lirfe 9262 3833 Tuesday4pm Thurs 2pm
E:iarc@iarc.asn.awww.iarc.asn.au

Intellectual Disability Rights Serviged Criminal Justice Support Network
P:02 9318 0144 or 1300 665 908 (24€nminal Justice Support Network line for people with
intellectual disabilities)

E:info@idrs.org.alcjsn@idrs.org.awww.idrs.org.au

National Pro Bono Resource Centre
P:02 93&% 7381E:info@nationalprobono.org.au
www.hationalprobono.org.au

Public Interest Advocacy Centre
P:02 8898650 : piac@piac.asn.awww.piac.asn.au

Refugee Advice andasework Service (Australia)
P:02 9211 400E:admin@racs.org.awww.racs.org.au

Tenants Union of NSW
P:02 81173700 or 1800 2511@ttunsw@clc.net.auwvww.tenants.org.au

Weffare Rights Centre (NSW)
P:02 9211 530 :welfarerights@welfarerights.org.au
www.welfarerights.org.au

Women's Legal Services NSW
P:02 9749 5533 1800801501 TTY for deaf and hearing impaired women: 18683%74
9.30am12.30pm &1.30pmt.30pm Monday, Tuesday, Thursday Friday

CRICOS Code: 02442B Page880f89 V42 RTO Provider Code: 90839


http://www.cclcnsw.org.au/
http://www.ddlcnsw.org.au/
http://www.halc.org.au/
http://www.iarc.asn.au/
mailto:info@idrs.org.au
http://www.idrs.org.au/
http://www.nationalprobono.org.au/
http://www.piac.asn.au/
http://www.racs.org.au/
http://www.tenants.org.au/
http://www.welfarerights.org.au/

Useful Links \

The links below are to further information from government agencies in New South Wales.

1 NSW Government Gateway
WWW.NSW.gov.au

1 EmergencNSW
www.emergency.nsw.gov.au
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1 NSW Police Crime Stoppers
www.police.nsw.gov.au/crimestoppers

1 NSW Police Community Safety

www.police.nsw.gov.au/community issues

1 NSW Fire Brigades
www.fire.nsw.gov.au

1 Ambulance Service of NSW
www.asnsw.health.nsw.gov.au

9 Overseas Student Health Cover

www.oshcworldcare.com.au

1 NSW State Emergency Service
WWW.Ses.nsw.gov.au

1 NSW Department of Community Services

WwWw.community.nsw.gov.au

1 NSW Legislation
www.legislation.nsw.gov.au
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