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How to use this Handbook

The information contained within this handbook has been colour-coded for your convenience in order of priority. Each page is colour-tagged
according to its urgency or importance

Example: Immediate Priority - -

Colour Code Information

“Ineed to know
IMMEDIATELYY”

“Ineed to know by the
end of WEEK 4V

“I'need to go hack and
remind myself of this as 1 go
through my study!”

J 01 0 40U
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Section 1. Before you Leave

Welcome to the Australian Institute of Creative
Design

Welcome to the Australian Institute of Creative Design (AICD). The purpose of this Manual is to
introduce you to the services available to you here at the Institute, and provide you with some
general information about life on the Gold Coast and in Australia. If you have any particular
questions or requests, the educators and staff at the Institute are available to assist in whatever
way they can.

Important Information and Emergency Contacts:

AICD Main Contact Details:

14/475 Scottsdale Drive --
Varsity Lakes QLD 4227

Phone: + 61 (0)7 55 938 335
Fax: + 61 (0)7 55938 336
Email: admin@aicdedu.com.au
Web : www.aicdedu.com.au

International Student Coordinator/Advisor
Heather Mikkelsen

International Student 24 Hour Emergency Contact
Sonya Saywell
0413 412 962

Emergency Telephone Numbers:
To call for emergency police assistance on the telephone, dial 000 from anywhere in Australia.
This ensures that your call will be responded to quickly and efficiently.

POLICE, FIRE, AMBULANCE — 00O
The Queensland Police Service has stations located nearby to the Institute at the following
locations:

Mudgeeraba - 18 Railway Street, phone 5530 6455

Burleigh Heads - 4 Matilda Street, phone 5535 1171
Police Beat — Robina Town Shopping Centre, phone 5578 8988
Robina - 291 Scottsdale Drv, phone 5656 9111
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Helpful Government Departments

DEEWR — Department of Education, Employment & Workplace Relations
www.deewr.gov.au/
1300 363 079

Department of Immigration and Citizenship (DIAC)
Gold Coast Region Office 131 881

Please phone the department before coming into any office so that you know what
documentation to bring with you.

You may find that you do not need to visit an office in person or that you will need to make an
appointment.

Street address
Level 1
72 Nerang Street
Southport QLD 4215
Counter hours: 0900-1600 Monday - Friday
Courier access: Level 1
Postal address
PO Box 2868
Southport QLD 4215
General facsimile: 07 5591 5402

Academic Performance

It is a requirement of your student visa that you maintain satisfactory academic performance.
The AICD must report unsatisfactory academic performance to DIAC and you will be advised in
writing that the AICD intends to report you. Your student visa may be cancelled as a result of
this letter. Refer to the International Student Progress Policy and Procedure in Section 2 of this
document for detailed information.

Attendance

Satisfactory attendance:

All international students, as a minimum, must attend at least 80% of all scheduled sessions for
the course they are enrolled in. If student attendance drops below this 80% threshold the AICD
has a legal responsibility to report the student to the Department of Immigration and Citizenship
(DIAC) as being in breach of their student visa conditions. Refer to the AICD International
Student Attendance Policy and Procedure in Section 2 of this document for detailed information.

Change of Details
It is a requirement of your student visa that you advise the institute immediately if you change
your Australian contact details

So if you change your residential address or telephone number during your study at the College
you must advise the College of the new details.

Accommodation

The first decision to consider is deciding what type of place you want to live in and where you
want to live. You can rent your own apartment, flat or house; you can share a flat or house with
other people (an arrangement called “share accommodation”).
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You can look for rental vacancies and share accommodation in the Local Newspaper, The Gold
Coast Bulletin or on the internet using various share accommodation websites — do a search on
www.google.com.au for share accommodation.

Alternatively you can contact various local real estates for rental properties or browse their
website for vacancies. Some websites you may find useful:

= http://www.realestate.com.au
= http://www.domain.com.au

The following list represents some of the popular local real estates.

Ray White 55531100 www.raywhitebroadbeach.com.au
Professionals 55305255 www.professionals.com.au

First National 55205122 www.propertygoldcoast.com.au

PRD 55354544 www.prd.com.au

Raine & Horne 55762000 www.raineandhorneburleigh.com.au

O 0O O0OOo0o

Renting your own apartment, flat or house

Renting your own apartment, flat or house means you can choose who lives with you and may
be a good choice for students who prefer their independence. It also means that you may need
to buy (or rent) all your own furniture.

The estate agent will ask you to sign a contract (tenancy agreement or lease) with the owner,

agreeing that you will stay in the place for a minimum period of time (usually 6 or 12 months).
Make certain that the accommodation is suitable for your needs and that you can afford it.

Contact real estate agents close to the area in which you want to live.

The average apartment, house or flat ranges from $160 - $220 per week (one bedroom) or
$200 - $350 per week (two - three bedrooms). A bond or security deposit equal to one month’s
rent is also required. A bond is money you pay to the landlord or real estate agent in case you
don‘t fulfil your responsibilities.

It is refundable after you move out of the flat or house, provided you leave the property in
reasonable condition and fulfil your obligations under the lease.

Sharing an apartment, flat or house

This type of rental accommodation can only be arranged after you arrive on the Gold Coast. In a
shared apartment, flat or house each person usually has his or her own bedroom and shares the
bathroom, kitchen and living areas with other people. Costs depend on the size of the residence
and the number of people sharing.

Your budget should allow for food, electricity and other bills, plus transport and other personal
costs. Food costs can be shared, with everyone paying an agreed amount per week, or each
person buying his or her own food (approximately $75 to $110 per week). In most households
the cost of electricity, telephone rental and other bills are shared equally (approximately $50
per week). You will normally record and pay for your own telephone calls. Long distance and
international calls are itemized on the telephone bill, that is they are listed individually with the
number called and the cost of the call.

The average price of a room ranges from $90 to $130 per week. You will also be asked to pay a
bond or security deposit.
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Hostel accommodation

Hostels usually have a bathroom and living and leisure areas that are shared with other
residents. Some hostels include meals in their fees, while at others you cook for yourself. You
can have you own room at most hostels but this is more expensive than if you are sharing a
room with another student. Prices vary from $100 to $250 per week. There may be other
charges, such as a bond (security deposit) and appliance charges.

Other accommodation issues
If you choose to rent or live in share accommodation or organise a share accommodation house
you should be aware of your legal rights and responsibilities.

You can get most of this information from a booklet called Renting: Your Rights and
Responsibilities or from http://www.rta.qld.gov.au. This booklet will give you information about
your rights as a tenant in rental accommodation and your responsibilities, such as household
maintenance and paying your rent on time.

You may also be responsible for paying for the cost of the reconnection of the utilities, that is to
have gas, electricity, water and telephone turned on. When you leave a rental property it is your
responsibility to notify the electricity, telephone and gas companies that you have left and are
no longer responsible for the bills.

When you move into a place, you need to make sure that you understand all of the papers that
you sign.

Do not sign anything unless you are fully aware of all terms and conditions, and you are sure
you understand them clearly. If you would like clarification of any documents you have to sign,
you can visit the institute for help.

Smoke Alarms
Smoke alarms are devices that detect smoke and sound an alarm. Smoke alarms alert and wake
people allowing valuable time to get out of a house during a fire. When you go to sleep, your
sense of smell also goes to sleep. If there is a fire, toxic fumes may
overcome you before you wake up. For your protection, a smoke alarm
must be installed in your home.

ONLY WORKING SMOKE ALARMS SAVE LIVES!

O Once a month you should check the battery by pressing the test
button on the smoke alarm. If you cannot reach the button easily, use
a broom handle to press the test button

O Keep them clean. Dust and debris can interfere with their operation, so vacuum over and
around your smoke alarm regularly

O Replace the batteries yearly. Pick a public holiday or your birthday and replace the batteries
each year on that day.

O When the battery is low the smoke alarm will sound a short ‘BEEP’ every minute or so. This
is to alert you the battery is low and needs replacing.

O Smoke alarms must never be painted

O If cooking and smoke sets off the alarm, do not disable it. Turn on the range fan, open a
window or wave a towel near the alarm

O Do not remove the batteries from your smoke alarm or cover your smoke alarm to prevent it
from operating.
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Climate

The Gold Coast experiences a mild sub-tropical climate. There are around 290 days of sunshine
per year with an average temperature throughout the year of 25 degrees centigrade. In summer
the temperature ranges between 28 and 31 degrees centigrade. During the cooler winter
months from June through to September the maximum temperature ranges between 20 and 25
degrees centigrade.

The rainfall average is 1371 millimetres annually, and the average seawater temperature
throughout the year is 22 degrees centigrade.

Entertainment and Recreation

The Gold Coast is regarded as the tourist capital of Australia, and it offers many opportunities
for entertainment and recreation. In addition to over 500 restaurants, a casino and a number of
multi-screen movie theatres, several large theme parks are located on the Gold Coast. They
are:

Seaworld

Warner Bros Movie World

Dreamworld

Wet'n’'Wild Water Park

O O 0o

The Gold Coast Arts Centre is Australia’s largest regional arts and entertainment complex, and
hosts many national and international performers and productions.

The Gold Coast is also a venue for international events such as the Gold Coast Marathon.

The institute is located only a few kilometres from the famous beaches of the Gold Coast which
offer opportunities year-round for swimming, surfing, fishing and boating. Golfers have the
choice of over 30 golf courses, and the nearby Gold Coast hinterland has sub-tropical rainforests
where visitors can hike, picnic or camp out.

Also nearby are Currumbin Sanctuary and Fleay’s Wildlife Sanctuary where visitors can view
Australia’s unique animals such as koalas, wombats and kangaroos.

General help for International Students

The first place any student with a problem should go is the Administration Office. The institute
staff will be able to help you or refer you to a person that can help you. If you have money
problems, personal problems, problems with school or anything else the staff will be able to help
you out with advice and getting you in touch with the right people.

Welfare & Guidance Services

The Australian Institute of Creative Design has available a list of service providers and contact details
for a large range of welfare organisations and these are available from Student Services. State and
national service providers are listed over the page.

AMBULANCE HOMICIDE VICTIMS' SUPPORT
Medical Transport 131 233 GROUP 24X7 (QLD)
EMERGENCY 000 Telephone

1800 774 744
AIDSLINE Web site
Telephone www.ghvsg.org.au
1800 133 392

KIDS HELP LINE
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ABORTION & GRIEF COUNSELLING
Telephone
1300 363 550

ALCOHOL & DRUG INFORMATION
Telephone
1800 177 833

AUSTRALIAN SEARCH AND RESCUE
Aviation Rescue

Telephone

1800 641 792

Maritime Rescue

Telephone

1800 815 257

CHILD ABUSE SERVICES
Telephone
1800 688 009

DOCTOR

Mermaid Junction Medical Centre
Telephone

55 726 888

DOMESTIC & FAMILY VIOLENCE 24X7
Telephone
1800 811 811

EMERGENCY ANIMAL DISEASE WATCH
Telephone
1800 675 888

ELECTRICITY:
Emergency (Southport)
55 132 080

FAMILY DRUG SUPPORT
Telephone
1300 368 186

FIRE BRIGADE:
Enquiries etc 55 835 777
FIRE CALL 000

GAMBLERS ANONYMOUS
Telephone
1800 002 210

GAY & LESBIAN COUNSELLING
Telephone
1800 184 527

Telephone
1800 55 1800
Web site www.kidshelpline.com.au

LEGAL AID QUEESNLAND
Telephone
1300 651 188

LIFELINE
Telephone
131 114

MEN'’S LINE AUSTRALIA
Telephone
1300789 978

PARENT LINE COUNSELLING SERVICE
Telephone
1300 301 300

POISONS INFORMATION CENTRE

Telephone

131 126

POLICE STATIONS

Southport 55714 222
Surfers Paradise 55 707 888
Broadbeach 55 812 800
Mudgeeraba 55 306 455
Nerang 55 362 444
EMERGENCY 000
PREGNANCY HELP LINE
Telephone

1300 139 313

SEXUAL HEALTH

Telephone

07 5576 9033
www.health.gld.gov.au/sexhealth/

STATEWIDE SEXUAL ASSAULT
HELPLINE

Telephone

1800 010 120

SUICIDE PREVENTION
Telephone
1300 360 980

TEEN CHALLENGE
Telephone
1300 889 288

1172010
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INTERPRETING SERVICES Web site www.teenchallenge.org.au
Telephone (07) 3422 1500
131 450

QUIT LINE

Smoking

Telephone

137 848

Government Services

The College is located within the area covered by the Gold Coast City Council which is
responsible for local and municipal services such as the provision of water, refuse collection and
libraries. The Council-published "Community Services Guide and Events Calendar” contains a
listing of services provided by the Gold Coast City Council, together with the phone numbers of
the relevant departments. The phone number of the Administration Centre at Nerang is 5582
8211. (Website www.goldcoast.gld.gov.au)

The Queensland State Government and the Australian Commonwealth Government maintain
offices on the Gold Coast for many of their departments. The White Pages index near the front
of the Gold Coast telephone book has a comprehensive listing where you can find contact
information about the various government services available.

Also, the Queensland Government has a freecall number to call during business hours (9.00am
to 5.00pm Monday to Friday) for inquiries about its services. The number is 1300 130 854. Staff
will assist you with your inquiry and provide you with a number for the correct State
Government Department or Organisation.

Shopping
The Gold Coast has several major shopping centres and many smaller shopping complexes.
Shopping centres located close to the Institute are:

Robina Town Shopping Centre
Treetops Shopping Centre
T-Easy Shopping Centre
Burleigh West Shopping Centre
Mudgeeraba Shopping Centre

oOoooo

Shopping centres usually include a supermarket for buying food and household items, clothing
and shoe stores, travel agents, banks, restaurants and coffee shops, pharmacies, book and
photographic shops, jewellers, a medical centre, and other such amenities.

Credit cards and charge cards are widely accepted when purchasing goods and services. The
most commonly accepted cards are Visa, Mastercard, American Express, Diners Club
International and Bank Card.

Transport:

The Gold Coast campus is located within walking distance from the new Varsity Lakes train
station and is approximately a 5 minute drive from Robina Town Centre.

Regent Taxis: www.regenttaxis.com.au 131008
Surfside Bus lines: www.translink.com.au 131230
Surfers Paradise Transit Centre: +617 55843700

Trains: www.citytrain.com.au 131230
Trains and Buses Information: http://www.translink.com.au/
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Currency

Australian dollar - AUD

VISA Card, MasterCard, Bankcard, American Express and Diner’s Club are accepted in most
restaurants, supermarkets and retail outlets. There may be some additional charges added on
public holidays or when using some credit cards. Always check which credit cards are accepted
before entering the business. There is usually a credit card sticker on the front of the store or
business that indicates accepted cards. All business transactions are in Australian dollars only.
To calculate current exchange rates visit:

www.immi.gov.au/allforms/990i/converter.htm

Banking

The 4 major Australian banks are Westpac, ANZ, NAB and the Commonwealth. Trading hours
are Mon - Thu 9am - 4pm, Fri 9am - 5pm. Some of the smaller banks and Building societies
are open late Thursday night and Saturday mornings. You will need to check opening hours with
these banks.

The closest foreign currency exchange to the campus is Crown Currency Exchange located in
Pacific Fair Shopping Centre, Broadbeach, QLD, 4218
Phone number: (07) 55704933

For more currency exchange locations visit:
http://www.startlocal.com.au and enter foreign currency exchange.

Most banks also offer extended banking facilities by way of automatic teller machines (ATMs).
These machines can be used for withdrawals and deposits 24 hours a day.

Major department stores, supermarkets and petrol stations also have electronic transfer
terminals (EFPTOS) where withdrawals can be made when purchasing goods.

Bank charges can vary considerably, and it is advisable to check what fees are involved before
opening an account, changing money or arranging any transaction.

Opening a bank account

In Australia there are two types of Banking organisations banks and credit unions.

Credit unions are co-operative banks. Each person who has an account with a credit union also
has shares in the credit union.

When you open a bank or credit union account in Australia you need to provide identification.
You will need to bring your passport and some other forms of identification (for example your
student identification card, birth certificate or driver’s license or identity card from your home
country).

There are two basic types of accounts:

e an every day account which provides you with a cash card for use with 24-hour automatic
cash dispensers (ATM Machines) and “EFTPOS"” (Electronic Funds Transfer at Point Of Sale)
facilities at stores. Some everyday accounts also have cheque book facilities. Accounts with
cheque books are subject to a special government tax.

e investment accounts - these are designed for people who have a large amount of money to
deposit in the bank. Investment accounts pay interest at higher rates than everyday accounts
and do not usually have cash card access. Investment accounts are a good place to put your
tuition fees. It is best to shop around for a bank that suits you. Find a bank that has offices near
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your home for convenience. Almost all banks charge fees on their accounts. You should make
sure you know what the fees are and when they will be charged.

When you open your bank account the bank will ask you for your Tax File Number.

Applying for a tax file number

Tax file numbers are used by the Australian Tax Office to identify people when they pay tax. You
do not have to have a Tax File Number if you do not want one.

However, if you do not give your bank or employer your Tax File Number, any income you earn
(including interest on your bank account) will be taxed at a higher rate than if you had given
your Tax File Number to your bank or employer.

You can apply for a Tax File Number by going to the local post office and asking for an
application form. Follow the instructions on the form and you will be issued with a Tax File
Number.

Remember to keep your Tax File Number in a safe place and do not disclose it to anyone other
than your employer or bank.

Post Office

Australia Post is the national postal service for Australia and handles all domestic and
international mail services. There are a number of different options close to the institute and
these are listed below.

Outlet Name  Street Address Postcode

ngtTreBus'”ess BURLEIGH BC SHOP 3 6 CLASSIC WAY BURLEIGH WATERS QLD 4220
ROBINA POST ROBINA TOWN CENTRE SHOP 53 ARBOUR LANE

POSTshop SHOP ROBINA QLD 4230

bost Off BURLEIGH TOWN STOCKLAND BURLEIGH HEADS SHOP 97 149 4220

ost Litice LPO WEST BURLEIGH RD BURLEIGH HEADS QLD

BURLEIGH HEADS 65 LOWER WEST BURLEIGH ROAD BURLEIGH

POSTshop POST SHOP HEADS QLD 4220

WWWw.auspost.com.au

Service Provider Address Contact
Lifeline Australia Gold Coast 07 5539 9922
Salvation Army 80 Davenport St, 07 5591 2729
Southport
Medical Centre 1 Cavill Ave, Surfers
Paradise 07 5538 6355
Gold Coast Hospital 108 Nerang St, Southport 07 5519 8439
Gold Coast Legal 24 Davenport St, 07 5532 9611
Services Southport
sServices:
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Telephones

CALLING EMERGENCY SERVICES DIAL 000

In Australia dial 000 from any phone for fire, police or ambulance services. 112 may also be
dialled from mobile phones. Dialling 112 will override key locks on mobile phones and therefore
save time. Emergency Services operators answer this number quickly and to save time will say,
“Police, Fire, or Ambulance”. If you are unsure of what emergency service you need tell the
operator what the emergency is. You will then be connected to the appropriate service to
assist. It is wise to think ahead with the most important information which will help them to
respond. Where you are; (note street names and the closest intersection), what has happened
and to whom; what their condition is. The operator may then ask you to stay on the phone until
the emergency services arrive. In life threatening situations the operator may also give you
some instructions to assist until the emergency unit arrives. If you are concerned about your
English, remain calm and work with the operators who are very experienced with all cultures.
(See also: Health - Emergencies)

PUBLIC TELEPHONES

Australia has an extensive network of Public
Phones throughout the country. They are easily
recognized by the orange and blue Telstra
emblem. The cost of local calls is 50 cents (AUD)
with most phones accepting coins and prepaid
telephone cards. Long distance call charges vary
depending on time of day and distance.

Sundays are an excellent day to make interstate
or international calls due to all day discount
rates.

Pre Paid telephone cards offer competitive calling
rates to all countries 24 hours per day.

Pre Paid Telephone Cards cost $5, $10, $20 and $50 and may be purchased at most
newsagencies, post offices and convenience stores.
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Making Phone Calls within Australia

To make international phone calls:

@ Dial - international access code (0011) + the country code + the area code (if required) +
phone number (when adding a country code to a number, any leading 0 (zero) on the area code
following it is NOT dialled)

To make domestic phone calls:

@ Dial - the area code + phone number

Area Code States
(02) ACT, NSW
(03) VIC, TAS
(07) QLD
(08) SA, WA, NT

Visit www.whitepages.com.au and www.yellowpages.com.au for directories of residential,
commercial and government phone numbers in Australia; and for a list of country codes and
area codes for international calls.

Calling Australia from Overseas

To contact Australia, first dial the international access code from that country (this will vary in
each country), then Australia’s country code prefix (61) followed by the area code without the
first zero (for instance Brisbane would be 7 instead of 07), and then dial the required number.

Example: International access
number +61 7 5599 3662

Mobile/Cell Phones

Before bringing your mobile phone to Australia check with the Australian Communications and
Media Authority www.acma.gov.au to make sure it can operate here. Some countries, such
as Japan and the USA, use mobile phone networks that are not available in Australia. If not,
you can buy your mobile phone in Australia. Australian telecommunications providers offer a
wide range of services which provide a mobile phone within the cost of using that service.
There are many differences to the services provided. You should understand what deal you are
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accepting before signing a contract with a provider. For a comparison of mobile phone plans in
Australia see: http://www.mobiles.com.au/mobile-phone-plans/

Global Gossip Mobile http://www.globalgossipmobile.com/ allows you to organise your mobile
phone number before you leave home and have your mobile waiting for you when you arrive in
Australia.
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Computer & Internet Access

Many of the above companies will also provide you with internet access. In fact, you may be
able to make arrangements with a company where you can get cheaper rates if you have
internet and mobile phone through the one service provider. In addition, with providers Telstra
and Optus, you could get a packaged deal for your home phone, internet and mobile phone.

HEALTH COVER
Overseas Health Cover Providers

The Australian Institute of Creative Design allows students to select the health cover provider of
their choice. We recommend AHM (Australian Health Management) Overseas Student Health
Cover.

Information of the OSHC (including details of OSHC providers) at:
http://www.studyinaustralia.gov.au/Sia/en/StudyCosts/OSHC.htm

As an international student it is a requirement of your student visa that you have private health
cover for the duration of your stay in Australia. DIAC advises that International Students who do
not maintain their OSHC may have their visas cancelled.

MEDICAL SERVICES

The Gold Coast is served by two general hospitals (at Southport and at Tweed Heads) and by a
number of private hospitals. Medical specialty services and 24-hour medical clinics are available.
The area also has a variety of paramedical services, such as physiotherapy, occupational
therapy, community health and alternative and holistic practitioners.

Doctors throughout the Gold Coast are listed in the Yellow Pages telephone book under “Medical
Practitioners.” Also included is a Medical Practitioners Locality Guide which lists doctors and
medical centres according to suburb or area on the Gold Coast.
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Should you require emergency medical assistance, call 000 on the telephone. The Queensland
Ambulance service is able to respond to emergency calls within just a few minutes. This
number should not be used for non-emergency health problems.

EMPLOYMENT

Student visa holders are permitted under Federal law to work up to a maximum of 20 hours per
week with that amount increasing to 40 hours during term breaks in the academic calendar.
Field work/training as part of a course is not counted in the allowed 20 hours.

Students should refer to the Department of Immigration and Citizenship for advice on their
allowable hours in which they can gain employment and work.

DIAC - Department of Immigration and Citizenship 131881
Www.immi.gov.au/

Centrelink - Job Service Provider 132850
www.centrelink.gov.au/

Job Search Websites:

WWW.careerone.com.au

www.seek.com.au

There is a range of external agencies where you can ask for assistance with employment related
issues. Here is a listing of agencies where you can get help:

1) WorkCover
The Queensland WorkCover Authority is the manager of Queensland’s workplace safety system,
and provides information on work cover and workplace occupational health & safety issues. For
more information, please visit the website:
http://www.workcover.qgld.gov.au/ or contact Queensland WorkCover Authority :

14 Edgewater, Court, Robina Qld 4226

PO Box 906, Robina Qld 4226

(off Robina Town Centre Drive)

Phone: 1300 362 128

2) Anti-Discrimination Commission

The Anti-Discrimination Board receives complaints from people who feel they have been treated
unfairly, have been discriminated against or are experiencing sexual harassment. For more
information, please visit:

http://www.adcq.qld.gov.au/ or contact:

Enquiries line:

1300 130 670 or TTY 1300 130 680

Level 1, RAMS House 189 Coronation Drive (cnr Cribb Street) Milton P O Box 2122, Milton Q
4064 or Brisbane DX 44037 Fax: (07) 3247 0960

Office hours: 9am to 5pm Monday to Friday Phone enquiries: 9am to 2pm Monday to Friday

3) Australian Taxation Office

The Australian Tax Office Provides information on taxation and superannuation issues
For more details, please visit: http://www.ato.gov.au/ or contact the Taxation Office:
Phone 13 28 61 for an appointment

4) Wageline

Wageline provides information on rates of pay and conditions of employment, award
information, and employee entitlements regarding annual leave, sick leave, redundancy pay,
superannuation and related issues. For more information, please visit
http://www.wageline.qld.gov.au or contact:
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Telephone: 1300 369 945

5) Legal Aid Commission

The legal aid commission offers free telephone advice service and can assist with applications
for legal assistance. Please visit http://www.legalaid.qld.gov.au for more information or contact
any of the following Queensland Legal Aid Office:

1st floor, 100 Scarborough Street, Southport PO Box 1275, Southport, 4215

Phone 1300 65 11 88

6) Australian Industrial Relations Commission (AIRC)

AIRC functions broadly to facilitate agreement making between employers and

employees or organisations of employees about wages and conditions of employment and to
ensure that a safety net of fair, minimum wages and conditions is established and maintained.
For more information, please visit: http://www.airc.gov.au/ or contact the Commission and
registry :

Australian Industrial Registry Level 14, Central Plaza Two 66 Eagle Street, Brisbane, QLD 4000
Ph: (07) 30000399 Fx: (07) 30000388

AIRPORT TRANSFERS

Brisbane and Gold Coast airports feed all flying passengers into and from the Gold Coast region.
Both airports have taxi, limousine and bus services while Brisbane has a direct rail connection to
the Gold Coast.

Brisbane or Gold Coast airport pick up: AUD$80

Information and external bookings can be made using the websites below.
http://www.coachtrans.com.au/pricing.aspx

http://www.con-x-ion.com/
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Application Step-by-Step Process Model:

STEP 1: Student enquiry and

Via agent, exhibition, email,
phone or fax)

STEP 2: International
pdmissions issues

offer of place’

STEP 3: Student acceptance

eturn signed forms and fees

STEP 4: International
bdmissions issues electronic

Confirmation of Enrolment

: Student finalises visa
onditions
ith Department of
mmigration and Citizenship
DIAC)

STEP 6: Student makes travel
bnd/or accommodation
prrangements

STEP 7: Student arrives in

STEP 8: Student registers for
DSHC card and

kets up bank account, mobile
phone, etc.

STEP 9: Institute orientation
egistration and ID Cards

STEP 10: Classes begin!
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Things to Do:
Before Leaving Home:
Apply for passport

Arrange student visa -

Make contact with institution

Arrange for immunisations and medications from my doctor
Apply for a credit card and/or arrange sufficient funds
Confirm overseas access to your funds with your bank
Make travel arrangements.

Arrange travel insurance

Advise institution of travel details

Arrange accommodation

OO0O0OO0OO0O0OO0OO0OO0ODO0OD6OQ0OF

Arrange transport from airport to accommodation
Pack bags being sure to include the following:
o Name and contact details of an institution representative O
o Enough currency for taxis, buses, phone calls etc. in the event of an
emergency O

o Important documents:

= THIS HANDBOOKI!

= Passport

» Letter of offer

= eCoE

= Certified copies of qualifications & certificates

*» Travel insurance policy

O0O0O0O0O0a00ad

= ID cards, drivers licence, birth certificate (or copy)

NOTE: Make sure you leave any originals or copies of these

documents safely with family in your home country in case of loss.
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Upon Arrival in Australia:

Call home

Settle into accommodation

Contact institution

Purchase household items and food

Enrol children in school (if applicable)
Attend international student orientation

Get student ID card

Advise health insurance company of address & get card
Open a bank account

Attend institute specific orientation sessions
Get textbooks

Start classes

Apply for tax file number if seeking work

Get involved in student life and community associations

(eg music, sporting and cultural clubs).

OO0 000000000000
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Section 2: Studying at AICD

The Australian Institute of Creative Design is a small private Registered Training
Organisation (RTO) and is located on the Gold Coast in Queensland. The building is situated
in a light industrial complex, next to the Varsity Train station and within a short drive of
shops, beaches and the Gold Coast Hinterland — a green and picturesque semi rural, semi
wild area of Australian bush.

Resources Available to students

Institute equipment and physical facilities include:-
= Lecture and seminar facilities
= Design studio
Industrial and domestic sewing machines
Industrial and domestic overlockers
Whiteboards
Cutting tables
Irons and ironing boards
Pressers
Mannequins
DVD and PowerPoint presentations
Light boxes
CAD software, digitiser and plotter
Computers with appropriate software
Internet access
Photocopier with scanning and colour printing facilities
Beauty Therapy rooms
Beauty Salon
Galvanic machine
=  Shower

Students at the AICD are provided with large roomy classrooms with good light and all rooms
are air-conditioned. There are kitchen facilities with kettles provided along with tea, coffee and
milk, a fridge for the students use and a number of microwave ovens. Also on the premises is a
coffee bar where students can purchase drinks and pre-packaged food and seating where they
can consume food bought from the coffee bar. The AICD premises also have two toilets, one of
which also includes a shower and is set up for people with a disability. All students are provided
with large storage containers where they can store their class work, though it is advised that
students take all valuables including equipment, home with them at the end of the day and that
these are not left on the institute’s premises.

Classes at the AICD are kept small with a ratio of one Trainer/ Assessor to 12 students as a
maximum. Some classes might even be smaller than this. These small class numbers mean that
every student gets the help and assistance they require.
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Policies and Student Guidelines

ENTRY REQUIREMENTS FOR INTERNATIONAL STUDENTS

International students are eligible to apply to the AICD if they fall into one of the following

categories:
Have successfully completed their secondary schooling, or equivalent, or;
Are adults with previous training or work experience, or;
Are special creative applicants that pass an entry exam,

And;

Must be 18 years of age or older, and
Demonstrate proficiency in English to the following levels:

IELTS* Band
Score
(overall)
5.5 Modest to Has generally effective command of the language,
Competent coping with overall meaning in most situations,
User despite some inaccuracies and misunderstandings
Should be able to handle basic to more complex
communication in own field
4.5 Limited to Basic competence in familiar situations. Will require a
Modest User maximum of 30 weeks ELICOS training.

* IELTS Test conducted not more than 24 months before the day on which the application is
made.

Applicants should submit:
=  Completed International Student Application form;
= Signed agreement all policies and conditions have been understood and
accepted;
Completed medical information form;
Certified transcripts of academic records from last two years of schooling;
Certified evidence of date of birth;
Letter(s) of recommendation from teacher(s);
Copy of passport details;
Copy of English language test/evidence English language proficiency;
A statement that should include a brief history of their involvement in any
related creative activities;
= A 200-word handwritten statement in English describing;
= Reasons for wishing to follow a career in their chosen creative field;
= Short and long term career goals;
Each applicant is interviewed prior to being offered placement in the course. In the
case of international students this can be undertaken via teleconference or Internet
(using programmes such as SKYPE).
At the interview, applicants are required to talk generally about their interests and
reasons for their application to this course.
No applicant will be refused entry on the basis of gender, age (except for the case of
students under the age of 18 years), marital status, pregnancy, race, colour, ethnic
background or religious beliefs. The Australian Institute of Creative Design is an equal
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opportunity employer and training organisation, and actively implements non-
discriminatory policies in all its operations.

ESOS Framework
The PDF of this document is available at
http://www.aei.gov.au/AEI/ESOS/ESOS Framework 10 03 2010 pdf.pdf

The ESOS framework—providing quality education and protecting your rights

The Australian Government wants overseas students in Australia to have a safe, enjoyable and
rewarding place to study. Australia’s laws promote quality education and consumer protection
for overseas students. These laws are known as the ESOS framework and they include the
Education Services for Overseas Students (ESOS) Act 2000 and the National Code 2007.

Protection for overseas students

As an overseas student on a student visa, you must study with an education provider and in a
course that can be found on the Commonwealth Register of Institutions and Courses for
Overseas Students (CRICOS) at http://cricos.deewr.gov.au. CRICOS registration guarantees
that the course and the education provider at which you study meet the high standards
necessary for overseas students. Please check carefully that the details of your course —
including its location — match the information on CRICOS.

Your rights
The ESOS framework protects your rights, including:
= your right to receive, before enrolling, current and accurate information about the
courses, fees, modes of study and other information from your provider and your
provider’s agent. If you are under 18, to ensure your safety, you will be granted a visa
only if there are arrangements in place for your accommodation, support and welfare.
= your right to sign a written agreement with your provider before or as you pay fees,
setting out the services to be provided, fees payable and information about refunds of
course money. You should keep a copy of your written agreement.
= your right to get the education you paid for. The ESOS framework includes consumer
protection that will allow you to receive a refund or to be placed in another course if your
provider is unable to teach your course.

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

= 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 be deferred, suspended or cancelled

= what your provider’s requirements are for satisfactory progress in the courses you study

and what support is available if you are not progressing well
= if attendance will be monitored for your course
= a complaints and appeals process.

One of the standards does not allow another provider to enrol a student who wants to transfer
to another course but who has not completed six months of the final course of study in
Australia. If you want to transfer before you have completed six months of your final course you
need your provider’s permission.
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Your responsibilities
As an overseas student on a student visa, you have responsibilities to:
= satisfy your student visa conditions
= maintain your Overseas Student Health Cover (OSHC) for the period of your stay
= meet the terms of the written agreement with your education provider
= inform your provider if you change your address
* maintain satisfactory course progress
= if attendance is recorded for your course, follow your provider’s attendance policy, and
= if you are under 18, maintain your approved accommodation, support and general
welfare arrangements.

Contact details

Who? Why? How?
Your provider For policies and procedures | = Speak with your provider
that affect you = Go to your provider’'s website
Department of Education, For your ESOS rights and = www.aei.gov.au/ESOS
Employment and Workplace responsibilities = ESOS Helpline +61 2 6240
Relations (DEEWR) 5069
=  Email

esosmailbox@deewr.gov.au

Department of Immigration For visa matters = WWW.immi.gov.au

and Citizenship (DIAC) = Phone 131 881 in Australia

= Contact the DIAC office in
your country

Student Orientation

During the week prior to the start of the academic year the AICD will hold orientation. This is a great
opportunity for you to meet your fellow students and your Trainer/ Assessors. During this time you
get to find out the nitty gritty of the year and your studies will bring you. This is a great opportunity
to find out what you'll need for all your classes and most importantly a great time to socialise and
should not be missed. You will also receive timetables and specific course requirements as well as
having the opportunity to purchase equipment packs at competitive prices.

Our Commitment to You

The AICD difference is that all our Trainer/ Assessors have REAL industry experience. We are
committed to bringing you the most up to date Industry relevant training available in Queensland
and Australia wide. We give our students 110% of our time and energy in ensuring that our
graduates are the best in the industry.

Your Commitment to the Australian Institute of Creative Design
Your commitment to studying at the Australian Institute of Creative Design is the commitment you
give to your own future. Working together we can make your future dreams a reality sooner.

Language, Literacy and Numeracy

All students studying at the Australian Institute of Creative Design are assessed for Language,
Literacy and Numeracy (LL&N) skills at the interview stage. All students who are identified as needing
extra assistance with LL&N (and any others who feel that they need extra assistance) will receive this
assistance within the AICD.
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External Support and Assistance for Students

The Australian Institute of Creative Design has available a list of service providers and contact details
for a large range of external support and assistance for students and these are available from
Student Services.

Flexible Learning

Courses at the Australian Institute of Creative Design are very hands on and practical in nature.
Classes are scheduled for the most part, between the hours of 9.00am and 4.30pm. Attendance for
Diploma and Advanced Diploma Qualifications will be timetabled over three or four week days,
whenever possible, allowing students to fulfil work commitments and complete homework. Students
who wish to fast track their progress through their courses will be given reasonable consideration but
must negotiate this with the VET Manager. RPL (Recognition of Prior Learning) is also available to any
student who feels that they have covered the work previously and for information please refer to the
RPL policy on page 49.

Student Access to Their Personal Details
Student access to their own files and results beyond Academic Transcript results that are posted out
to them is unusual; therefore the following procedure must be adhered to:

O Students wishing to access their files and competency results must do so in writing.

O Forty-eight hours notice must be given and any copies required from the student’s file must
be copied at the student’s own expense.

Student Identification

You will be issued with a student identification card on enrolment and full payment of fees. This
number will be your identification code for roles, assignments, result notices and fees. Your
student identification number must be kept confidential. The student identification card may also
give you discounts at selected participating businesses.

Student Code of Conduct

It is a legal requirement that accurate roles are kept for the duration of your course. The
Institute staff are responsible for your safety and must know your whereabouts at all times
while present at the college. If you need to leave the premises during the day you must inform
your Trainer/ Assessor of where you are going and how long you think you will be.

Repeated lateness creates disruption, loss of class time for other students, time wasted in
repeating information and loss of quality delivery and momentum. If you are more than 15
minutes late for a class you will be marked absent and may be refused entry into that class (this
is at the Trainer/ Assessors’ discretion). If you leave early or do not return to a class after a
break you will also be marked absent. This could reflect in your results especially where you are
required to practically demonstrate the skills and knowledge for that unit or cluster of units
during class time. Medical certificates must be provided for any absence where an assessment
task is due. Class contribution may also be assessed by a Trainer/ Assessor and should be
considered. In the case where parents are responsible for the fees of a student, they will be
notified in writing where a student attendance record is unsatisfactory. It is the student’s
responsibility to contact Trainer/ Assessors or students to catch up missed work. It is not
required that a Trainer/ Assessor will repeat or re-deliver a missed lesson.

If you have been absent for a period of over two days and not notified administration the AICD
will contact you by phone or email to establish your situation and discuss your options.
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Mobile Phones
Mobile phones must be switched off during lessons. Emergency calls can be directed to
administration and/or your Trainer/ Assessor.

Eating or Drinking in class / Smoking

Eating or Drinking in class is not permitted. Any damage caused to property or equipment of the
Australian Institute of Creative Design by food or drink must be paid for by the student. You
may be suspended until all damages have been fully paid for. Smoking is banned at all times
within the Australian Institute of Creative Design and as part of Queensland legislation people
are prohibited from smoking within four metres of an entrance of any commercial building. Any
damage or cost incurred by the Australian Institute of Creative Design due to a student smoking
will be paid by in full by that student.

Classroom Responsibilities

Students are responsible for keeping their desks and work areas clean at all times. It is
everyone’s responsibility to maintain the appearance of the classrooms to a level that does not
reflect adversely on themselves, the Institute or in any way affect other students’ ability to
work. Stickers or other adhesive materials cannot be placed on any property belong to the
Institute. The offenders will be responsible for the removal and any costs incurred for damage.

Wilful damage of premises, equipment or property will be treated as a criminal offence and will
be reported to the police. The offending student and/or guardian will be responsible for all costs
incurred.

Students must use cutting boards at all times and will be responsible for the cost for any
damage incurred.

Disruptive Behaviour

Disruptive behaviour in classes will not be tolerated. Any verbal abuse towards Trainer/
Assessors or other students will result in a warning letter addressed to parents or guardians.
This information will be recorded in the student files and repeat offenders may be expelled.
Physical abuse is a crime and will be reported immediately to the police. Your parents will be
notified immediately and this may result in instant dismissal.

The student/guardian will still be liable for full fees owing after dismissal for verbal or physical
abuse.

Workplace Health & Safety

O At the start of each year a full fire drill will be held where students and staff will
participate in evacuation procedures. Signage will be posted in all appropriate sites
around the campus showing evacuation map and other emergency and safety
procedures.

O At the start of each unit of competency or cluster of units all students will be informed of
the occupational health and safety issues and requirements that relate to the industry for
which they are training. Trainer/ Assessors will ensure that all students are aware of the
safety precautions, correct operating procedures and correct maintenance for all
equipment and machines used by the student.

O Attire - different study areas will have different expectations and these will be covered in
the individual course orientation. Generally, students involved in product development
and beauty therapy students must wear flat enclosed shoes. Beauty students will also be
required to wear a uniform.

O Long hair must be tied back and secured or worn in a hair net while operating any

machinery.
O Fingernails must be maintained at a practicable length. Long nails will not be allowed
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O No loose clothing or jewellery should be worn while operating machinery
O Spray adhesives and fixatives are totally banned from the campus

Emergency Procedures
O In the event of an emergency or evacuation of the Institute it is important that all
students follow the directions of Australian Institute of Creative Design Trainer/
Assessors and staff at all times. Do not panic. Do not run.

Course Delivery

Delivery Methods

= All courses use face to face delivery and are very practical in nature.

= Delivery of units are often clustered together to better reflect job roles within
industry.

= All qualifications at Diploma or higher are divided into Stages. Stages range in
duration from 9 weeks through to 18 weeks depending on the course in which you
are enrolled in.

= Diplomas have 4 stages and Advanced Diplomas have 6.

= You will be provided with a Delivery and Assessment Guide for each stage of your
study and for each cluster being studied at the start of each stage that clearly defines
the time frame and assessment requirements for each stage or study period of the
course as well as the critical aspects that you must demonstrate competency in. It is
your responsibility to keep this guide and refer to it for all information on assessment
tasks and the delivery schedule of your units or clusters.

= Many of the units and clusters will also provide you with workbooks and reference
materials and it is your responsibility to bring these to class as directed by your
Trainer/ Assessor.

Time Frames

Trainer/ Assessors will have estimated the time all classroom tasks should take you. However in
order for you to complete all the work that is expected for assessment tasks you may be required to
spend some of your time after class working on assessment tasks or practicing the skills and
knowledge developed during classes. Some Trainer/ Assessors will be available by appointment
outside of delivery time for you to discuss assessment and class room tasks and you should avail
yourself of this service if you feel that you are not coping with your workload.

Assessment Overview
Assessment Strategy:

All the qualifications offered by the AICD are largely practical in nature and are competency
based. You must successfully demonstrate competency in all the units offered for each
qualification you are enrolled in. If you successfully complete some units of competency but not
all the units you will be eligible for a statement of attainment for the units you have completed.
Competency is not something that can be assessed by the submission of assessment tasks
alone and your attitude in class, attendance and involvement in group activities will all be
assessed as a part of determining if you have the skills and knowledge to undertake the task
within industry. Many of your assessment tasks will also involve a practical demonstration which
will involve observing you at work in a simulated work environment.

Due to the practical nature of our qualifications it is important that you maintain your
attendance and complete all work covered. There is no substitute for practical and hands on
experiences and this is something that can’'t be copied from someone else’s notes.
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Competence is defined as consistently demonstrating competency in at least 70% of the unit
requirements and all of the critical aspects identified in each unit and/or cluster of units.

Any absences, especially on an assessment date MUST be justified by the submission of a
medical certificate to be considered eligible to retake the assessment and still be eligible for a
supplementary assessment. Students who fail to supply adequate evidence of a valid and
reasonable reason for their absence will be allowed only one attempt at the assessment task
and will only be eligible for a ‘Competent’ or *‘Not Yet Competent’ result.

Assessment Codes
KEY TO GRADES:

Y Competent

N Not Yet Competent

To be found competent in a unit of competency students must satisfactorily fulfil all the
assessment requirements for that unit. For further information regarding the Assessment and
Re-Assessment Policy and Procedure refer to the student manual.

AICD Supplementary Assessment Policy

This is not a part of the Australian Quality Training Framework and is not recognised as a part of

competency based training. It does however give students, prospective employers and higher

education providers, such as universities, a better overall view of a student’s achievement levels

throughout their study. This supplementary assessment policy has the following guidelines:

= Once competency has been achieved a student is then given a supplementary assessment
based on their overall performance within that unit of competency.

= These levels are:

o Distinction DY- an exceptional level against a range of criteria

o Credit CY- an advanced level of performance against a range of
criteria

o Proficient PY- a proficient level against a range of criteria but the
student has not provided sufficient evidence for a credit or
distinction.

Assessment & Re-assessment Policy & Procedure

Assessment tasks must be submitted to the lecturer BY THE DUE DATE specified for a result to
be recorded, unless an extension has been granted.

1. Extensions will only be granted due to personal iliness, or for other extenuating

circumstances:-
1.1 The student must approach the lecturer concerned well before the due date or if
absent on the due date for an assessment task, immediately on return to the
AICD;
1.2 Formal requests for extensions must be submitted in writing 48 hours prior to the
advised deadline using the required form (may be obtained from Administration) ;
1.3 Length of extension is determined by period student absence supported by
accompanied evidence;
1.4 Doctor’s certificates must be produced to verify illness (or other documentary
evidence, where applicable).
2. Students are responsible for:
2.1 Complying with the assessment task submission process as determined by their
Trainer/Assessor;
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2.2 Collecting, arranging feedback and negotiating resubmission of the assessment

task;
2.3 The retention and resubmission of the assessment task (if a re-evaluation is
required).
3. All work being considered for assessment must be the student’s own work.
4. Students must properly acknowledge all information sources.

5. Students failing to submit their assessment task/assessment item by the due date, without
an extension, will be awarded an unsuccessful result for that assessment.

6. Students submitting an assessment item by the due date, but it is marked “Unsatisfactory”
may request a ‘resit’. Only one ‘resit’ will be granted for each assessment task.

7. Students failing to submit their resit assessment task by the due date will be awarded a final
unsuccessful result for that assessment task and must re-enrol to gain competency.

8. Students wishing to challenge the result of an assessment must do so in writing as per the
Academic Appeal Procedure outlined below.

Students who are not assessed as being ‘competent’ in a unit MUST RE-ENROL in the
competency if they wish to be considered eligible for the qualification for which they are
enrolled.

NOTE: Resubmissions (including exam re-sits) will be only granted IF the lecturer
considers the student has made a genuine attempt at the first assessment.

Academic Appeal Procedure
1. Grounds for Academic Appeal

1.1 The CEO or their designated representative/s shall hear and determine appeals
from students on the following matters:

a. An application for a review of an assessment or unit result which is
unsuccessful;

b. Exclusion on the grounds of failing to meet the requirements for
progression as specified in the relevant course progression rules;

C. Suspension or expulsion for cheating, plagiarising or attempting to
circumvent assessment requirements;

d. Any other academic matter which the CEO deems appropriate to
hear.

2. Lodging an Appeal
2.1 Students who wish to lodge an appeal must do so in writing within 20 working
days of the receipt of an official notification from the AICD of the decision or
matter they wish to appeal.
2.2 All appeals should contain (as a minimum consideration):
a. The student’s full name, student number and contact details
The nature of the decision or matter being appealed;
The basis for the appeal;
Details of the specific outcome sought by the student; and
Copies of all relevant documents

© oo o

3. Appeal Process
3.1The CEO or their designated representative/s will commence the appeal process
within 10 working days of all appeals received. The student is to be provided with
information about the status of the appeal and the planned date of finalisation.
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3.2 The student must maintain their participation in all classes while the appeal
process is being undertaken unless an established reason for exclusion currently
applies.

3.3The AICD must maintain the student’s enrolment while the appeal process is
being heard.

3.4The CEO or their designated representative/s is responsible for investigating the
case of the appeal and to take appropriate action which could include:

a. Assessing the validity of information; and/or
b. Making enquiries; and/or
C. Reviewing the reason for the initial result.

They may also choose to:

d. Meet with the student, who has the right to have a support person
present;

e. Meet with the Trainer/Assessor;

f. Seek the opinion of an outside specialist dependant on the reason

for the student appeal.
4. Institute Responsibilities
4.1 The institute has the following responsibilities in regard to all Academic Appeals:

a. All student academic appeals will be handled in confidence and the
results will not be made public to any third party;
b. The CEO or their designated representative/s will keep the student

informed of the progress of their appeal and give an expected time
frame for its review;

C. Record the nature of the student academic appeal, the cause of the
appeal, the measures taken to rectify the cause of the appeal, and
develop an action plan to improve the situation; and

d. The academic review process should be finalised within 10 working
days of commencement and the student will be informed of the
appeal result in writing.

5. Decision:
5.11In all cases the CEO or their designated representative/s shall provide its written

decision to:

a. The student;

b The relevant Trainer/ Assessor;

C. The relevant Programme Education Manager;

d The Training Administration Manager to adjust any student results if
required;

e. Student Services Manager for filing on the student’s record and any
action required; and

f. Any other party affected by the decision.

A student is advised informally by email on the day of the decision; written
confirmation is forwarded within 5 working days of the date of the determination of
the appeal by registered mail.

5.21In determining an appeal the CEO or their designated representative/s may make

an order dismissing or allowing the appeal on such terms and conditions as it
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determines in its absolute discretion to be fit and proper to meet the
circumstances of the case.

5.31n all cases the CEO or their designated representative/s shall, as part of their
written decision, advise the student of his/her rights to access external appeals
processes at minimal or no cost.

Note: All submissions for appeal must be in writing and must be within the specified
time frames or the original result will stand and the student must re-enrol in the
unit/module and undertake new assessment if still seeking competency or a
qualification.

Policy for Cheating and Plagiarism

A student shall not cheat in an examination or any other assessment. A person, whether student or
not, shall not do anything intended to assist any other person sitting for an examination to cheat or
otherwise defeat the purpose of the examination or any other assessment.

If an examination supervisor believes that a student is cheating, the student will be
instantly informed of such but allowed to finish the examination;
The examination supervisor is required to prepare a written report on the alleged
cheating and attach the report to the student’s examination paper;
The matter will be referred to the Director of Education for appropriate action as
outlined in the document ‘Student Misconduct’.
Students may not submit as their own work, that which has been derived from another source-
This constitutes plagiarism
All information sources must be properly acknowledged.
Plagiarism most commonly is:-
Directly copying word for word another person’s work without proper acknowledgement;
Using or developing another person’s ideas without acknowledging them;
Using the work of other students (with or without their permission) and claiming it as
your own.

Note: Any breach of the cheating and plagiarism policy is deemed “student
misconduct” and will be handled through the student discipline policy.

Policy on Access and Equity

The Australian Institute of Creative Design has a ‘zero tolerance’ policy on any form of
discrimination and is committed to treating all students and staff equally and with respect.
Respect of beliefs and individuality is fundamental to this. This policy is consistent with all other
policies of AICD and it is also consistent with the Vocational Education, Training and
Employment Act 2000 QLD and the QLD Anti-discrimination Act 1991.

PURPOSE
The purpose of this Access and Equity Policy is to set a framework to facilitate access and
participation within the Australian Institute of Creative Design for all people wanting to develop
a career in the Fashion Industry. Discrimination is prohibited on the following grounds:
o Sex;
Relationship status;
Preghancy;
Parental status;
Breastfeeding;
Age;
Race;
Impairment;

O O O0OO0OO0OO0oODOo
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Religious belief or activity;

Political belief or activity;

Trade union activity;

Lawful sexual activity;

Gender identity;

Sexuality;

Family responsibilities;

Association with, or relation to, a person identified on the basis of any of the
above attributes.

O O0OO0OO0OO0OO0OO0oODOo

Prohibitions in education area- an educational authority must not discriminate in the

education area if a prohibition in the following applies-

o Discrimination by educational authority in prospective student area- applications
for admission; and

o Discrimination by educational authority in student area- in variations of student
enrolment, limiting or denying access, excluding a student or treating a student
unfavourably in any way in connection with the student’s training or instruction.

This policy applies to all students, Trainer/ Assessors, employees and administrators who are
connected with the training programmes offered by the AICD. It is based on the following
principles and objectives.

PRINCIPLES

1.

Equity for all people through the fair allocation of resources, time and involvement in the
vocational education and training offered by the AICD,

2. Equity of opportunity within the AICD for all people,
3. Access to quality vocational education and training for all people at the AICD,
4. Opportunities for all people involved in the AICD to participate in relevant decision
making processes and services offered by the AICD.
OBJECTIVES
1. To actively incorporate access and equity principles and practices in the key processes

2.

3.

affecting the outcomes for students in the AICD,

To achieve equitable access to the AICD services and programmes for all potential
students,

To include all stakeholders and interested parties in the AICD the opportunity to
participate in relevant decision making processes.

To encourage positive outcomes for the students of the AICD by developing processes
that enable them to participate successfully in these programmes,

To offer quality support services which enhance the student’s ability to achieve positive
outcomes,

To develop effective links with relevant agencies that represent minority groups in order
to facilitate the full participation of all people enrolled in study at the AICD to achieve
positive outcomes.

IMPLEMENTATION

As this Access and Equity policy will underpin and inform all practices of the Australian Institute
of Creative Design and the training offered by the Institute, it should be used and considered by
all teaching staff, students, administrators and interested stakeholders involved with the AICD.
The following outlines the rights and responsibilities of all interested stakeholders.

AUSTRALIAN INSTITUTE OF CREATIVE DESIGN
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RIGHTS:

1. It is expected that students will discuss any specific requirements needed to assist them
in their study and actively participate in the process of solving how their requirements
will be met.

2. Trainer/ Assessors and Administration of the AICD have a reasonable expectation that
they will be fully informed of all specific needs of students to facilitate their full
participation.

RESPONSIBILITIES:

1. Teaching staff are expected to create a climate whereby the contributions of students are
valued and where learning is supported.

2. Teaching staff have the responsibility to make reasonable adjustments of students with
particular requirements.

3. Where issues arise regarding the progress of a student the Institute has a responsibility
to communicate concerns with the student and where a third party is responsible for the
payment of fees, also that third party.

STUDENTS

RIGHTS:
1. Students have the right to expect that they will be treated with dignity and respect and
that the educational environment will be inclusive,
2. That reasonable requests for assistance will be responded to in a supportive manner, and
3. Have the right to have their views heard and considered when policies relating to them
are being developed.

RESPONSIBILITIES:

1. Students have the responsibility to discuss with teaching staff any particular requirement
that they may need in order to assist them in their study. They then have a responsibility
to actively participate in the process of solving how their requirements are met.

2. Once support requirements have been identified students have the responsibility to
accept and utilise this support.

3. Students have a responsibility to treat all other student and staff with fairness and
respect.

SUPPORT

The office of Student Services is available for confidential discussions with students and to offer
support and to provide assistance to students with any special educational needs that may
prevent their development of their full potential. Where problems exist outside the scope of this
office the student will be referred to outside agencies for the assistance that they require.

Recognition of Qualifications issued by other RTO’S and Transfer Credit

The Australian Institute of Creative Design recognises the Australian Qualifications Framework
(AQF) qualifications and Statements of Attainment issued by any other Registered Training
Organization (RTO). Students who have completed study at another institute may apply to have
their results recognised against the qualification they are enrolled in and may apply for credit
transfer of this study. If the units of competency gained elsewhere are the same as the units
being offered by the AICD, students will receive a direct credit for these units. Units of
competency from older qualifications will be mapped against relevant transition guides and if
comparable will also be granted direct credit. Other study will go through the RPL process
outlined below.
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Previously Enrolled & Transferring International Students Policy

1. OVERVIEW
From July 2007, providers are restricted from enrolling transferring students prior to the
student completing 6 months of their principal course. This policy details the procedures for
assessing applications to transfer within this period. Students who have studied longer than
this period can apply as normal and no letters of release need to be sighted or produced.

This policy relates specifically to International students who are seeking to study in Australia
under an Australian study visa. It addresses the incidence of International students who
have been enrolled in another relevant course but have not completed it and applies to
students who wish to transfer their studies from another Registered Training Organisation
during the restricted time period of six months. This document is aligned to Standard 7 of
the National Code of Practice for Registration Authorities and Providers of Education and
Training to Overseas Students 2007, also known as the National Code 2007.

Under Queensland legislation the AICD must provide a Letter of Release if a student presents
with a Letter of Offer at any time.

The policy of the AICD is to ensure that it does not enrol any transferring international
student prior to the 6 months of their principal course being completed unless that student
has a valid letter of release agreeing to such a transfer.

DEFINITIONS:

Principle course of study: the principal course of study refers to the main course of study
to be undertaken by an overseas student where a student visa has been issued for multiple
course of study. The principle course of study would normally be the final course of study
where the overseas student arrives in Australia with a student visa that covers multiple
courses.

2. DESCRIPTION
2.1.The AICD Previously Enrolled & Transferring International Students Policy clearly states
the circumstances under which an International student who has previously studied in
Australia is eligible for entry into the qualifications offered by the AICD.
2.2.This policy also states the circumstances under which students may transfer between
registered providers, the grounds by which a student’s request may be refused and the
time frame for this process.

3. GUIDELINES
TRANSFERRING FROM A PROVIDER TO AICD
3.1.The AICD will only accept enrolment from an international student who has completed
another relevant course (one that has been provided by a registered training
organisation listed on CRICOS) if the student can satisfy the following criteria:-
3.1.1. that they have demonstrated a commitment to studies in that previous course;
and
3.1.2. had a good attendance record for that course; and
3.1.3. had paid all the fees required for that course; and
3.1.4. meets the entry requirements for the course they are enrolling in as stated in the
Policy for Entry Requirements.
3.2.If the international student has not completed a previous course irrelevant of its focus
they must produce a letter of release from the previous registered provider that attests
to the matters stated in 3.1.
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3.3.The AICD will not knowingly enrol a student wishing to transfer from another registered
provider’s course prior to the student completing six months of their principle course of
study except in the following circumstances:
3.3.1. the original RTO has ceased registration or the course that the student was
enrolled in has ceased to be registered
2. the original RTO has provided a written letter of release
3. the original RTO has had a sanction imposed on its registration by the Australian
Government or state or territory government that prevents the student from
continuing their principal course, or
3.3.4. any government sponsor of the student considers the change to be in the
student’s best interest and has provided written support for that change.
3.4.If students are seeking transfer from the AICD due to a complaint and they have
accessed the student complaint process they should wait until that process has
concluded before seeking a transfer unless the circumstances at 3.3 are evident.

3.3.
3.3.

TRANSFERRING FROM AICD TO ANOTHER PROVIDER

3.5.The AICD must offer a letter of release if the International student presents with a letter
of offer from another registered training organisation.

3.6. If the International student wishes to apply for a letter of release without a letter of offer
from another registered training organisation this will only be granted under the
following extenuating circumstances, such as if the student remaining at the AICD will
be detrimental to their future wellbeing. The issuing of a letter of release will be also
subject to point 3.6.2. Students must be informed of their obligations to contact DIAC
(Australian Government Department of Immigration and Citizenship) to seek advice on
whether a new student visa is required. Detrimental causes will be taken on a case by
case basis and will be decided at the discretion of the CEO. Detrimental causes could be,
but are not limited to:

3.6.1. lack of community/cultural support for the student or problems within that
community that cannot resolved by reasonable means employed by the AICD

3.6.2. the completion of a student complaint process in which the student feels they
have not been fairly dealt with by the AICD, or

3.6.3. student discontent with the services they have obtained at the AICD due to
misrepresentations by the AICD or their agents.

3.7.The time frame that a student application for transfer to another RTO must be
reasonable and it must be concluded within a reasonable time frame.

3.7.1. If students are seeking transfer to the AICD due to a complaint they have
instigated with another RTO, they should wait until that process has concluded
unless the circumstances listed at 3.4 are evident.

3.7.2. Generally 20 working days would be considered a reasonable time frame for this
process but this will vary depending on the circumstances involved.

3.8. Granting of letters of release will be done so with the following provisions:

3.8.1. Any letter of release granted to a student will be issued at no cost to the student
and will advise students that they must contact DIAC (Australian Government
Department of Immigration and Citizenship) to seek advice on whether a new
student visa is required.

3.8.2. The AICD will only grant a letter of release if the student can provide a letter from
another RTO confirming that a valid enrolment offer has been made to the student.

3.9.If a student is refused a letter of release the student must be provided with written
reasons for refusing the request and must be informed of their right to appeal the

AICD’s decision by accessing the Dispute Resolution Policy for International Students. As

that document notes any international student may contact the Chief Executive (of the

Department of Education and the Arts) if the student is concerned about the conduct of

the AICD.
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3.10. The AICD must maintain records of all requests from students for a letter of
release and the assessment of, and decision regarding, the request on the student’s file.
Notes:
< The above assessment procedure should not take more than 48 hours once the student
has provided the necessary documentation.
< All requests, considerations, decisions and copies of letters of release should be placed
on student’s file, and
% The approval of transfer of a student to another institution does not indicate the
agreement to provide any refund. Refunds are governed by the refund policy
independent of this policy.
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Student Transfer Request Assessment Flowchart

The student does not present with a
valid enrolment from another

Student fills in transfer

request within first six

months of study of the
principal course

provider

The student provides a valid enrolment offer
from another provider stating that they will
accept responsibility for the student’s
accommodation and welfare arrangements

The request is assessed by the Australian Institute of
Creative Design in accordance with
its transfer request policy

Transfer request is denied.

The AICD must document the decision,
provide a letter informing the student of
its decision and advise of his or her right
to appeal.

Student appeals Student does not appeal

Transfer request is granted

Appeal successful Appeal is unsuccessful

The student is granted a letter of release
and advised to contact DIAC. All
documentation kept on file.

No change to enrolment.
All documentation kept on file.
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Dispute Resolution Policy for International Students

1. Overview:

This process is in place for lodging a formal complaint or appeal if the matter cannot be resolved
informally. The process is designed to ensure the prompt resolution of student complaints within
the Australian Institute of Creative Design (AICD). It applies to all complaints raised by students
enrolled at AICD except:

Sexual Harassment (all matters related to sexual harassment will be reported to the
authorities and are covered by the institute’s Access & Equity Policy)

A complaint is defined as a cause of dissatisfaction where the student has an honest belief,
based on reasonable grounds, that an administration decision or the behaviour of another
student or staff member is unfair and/or unreasonable. Before choosing to lodge a formal
complaint or appeal the student involved should make a reasonable attempt to informally
resolve the dispute with the party/parties involved.

The student has the opportunity to formally present his or her case at minimal or no cost to him
or herself.

This policy must be provided to international students before a contract about the student is
entered into or an amount is paid for a registered course and again within seven days after the
student starts attending a registered course offered by the AICD.

Any international student may contact the Chief Executive (of the Department of
Education and Training) DET if the student is concerned about the conduct of the AICD.

The Chief Executive may, under part 2, division 2 of the Education (Overseas Students)
Act 1996, exercise their legislative right to suspend or cancel the registration of the AICD.

The dispute resolution process described in this policy does not prevent an international
student from exercising the student’s right to other legal remedies.

Independent mediation is available through the Dispute Resolution Branch, Department
of Justice and Attorney-General. There are six Dispute Resolution Centres throughout
Queensland. The Brisbane Centre contact details: Level 1 Brisbane Magistrates Court 363
George Street Brisbane QLD 4000. Tel: +61 7 3239 6269 Fax: +61 7 3239 6284 Website:
http://www.justice.qgld.gov.au/justice-services/dispute-resolution

Providers/students outside Brisbane may use the Toll Free No: 1800 017 288. At present
there is no fee for use of this service, but this may change.

2. Responsibilities:
2.1. Chief Executive Officer
= Manage the process outlined in this Dispute Resolution Process

= Investigate the complaint/appeal and make a determination in a timely manner
(Refer Actions)
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= Maintain accurate records of all issues and outcomes

= Document accurate records of all issues and outcomes which will be filed with the
student/staff records

= Offer external complaint resolution options.

3. Actions:

Throughout the complaint process all matters/documentation relating to the complaint are to be
treated in a prompt and confidential manner and all parties involved are to participate as normal
in the Institute activities. All students who choose to access the AICD’s dispute resolution
process will have their enrolment maintained while the complaints process and appeals is
ongoing and the student should attend classes as normal.

4. COMPLAINT PROCESS

Timeframe: The process commences within 10 working days of all complaints received. All
reasonable measures are taken to finalise the process as soon as practicable. The parties to the
complaint are to be provided with information about the status of the complaint and the planned
date of finalisation.

4.1.The individual making the complaint must put it in writing.
4.2.The written complaint is directed to the CEO (Chief Executive Officer).

4.3.The CEO/designated person is to interview the initiating person, listen to the complaint
and explain the options/process to them.

NB: Special consideration for people with special heeds may be required.

NB: Any party to the complaint may request the presence of an advocate
(parent/guardian/agent/friend) at any meeting.

NB: if the CEO is the subject of the complainant they must appoint a neutral person to
investigate the complaint on their behalf and this person must be accepted by all parties.

4.4.The CEO/designated person is to interview the person who is the subject of the
complaint clearly outlining the nature of the complaint and who has lodged the
complaint.

4.5.The CEO/designated person takes appropriate action to resolve the complaint. This may
include:

o Assessing the validity of information; and/or
o Making enquiries; and/or
o Reviewing reasons for an administrative action.

Other actions may include:

o Meeting with the two parties,
o Explaining why actions occurred, etc.

Version: 3 Ref: International Student Handbook 2011 AICD.docx
11/2010 Page 41



4.6. The CEO/designated person will provide written feedback to both parties.

4.7.The initiating person and the subject of the complaint decide whether the complaint has
been resolved and have 10 working days to respond further.

4.8.If the initiating party or the subject of the complaint does not believe that the complaint
has been resolved, the CEO/designated person may bring both parties together to
interview and attempt to resolve the complaint.

4.9.The CEO/designated person will provide written feedback to both parties, outlining
details of the reasons for the outcome.

4.10. The initiating person and the subject of the complaint have a further 10 working
days to decide whether the complaint has been resolved.

4.11. If either party is not satisfied with the final outcome the CEO/designated person
will provide both parties with information about other external complaint resolution
options and document accurate records of all issues and outcomes. These options will
include the:

Dispute Resolution Branch,

Department of Justice and Attorney-General,
Brisbane, Phone: (07) 3239 62609.
Outside Brisbane (toll free) 1800 017 288.

The AICD will assist the student to access independent mediation at minimal or no cost
to resolve the dispute.

If a student is concerned about the actions of the AICD they may approach the State
Registration Authority for CRICOS. In Queensland this is the Department of Education
and Training (DET). The Director-General of DET has the power to suspend or cancel the
provider’s registration or a course if a breach of the requirements of registration
provision is proved. Concerns about the conduct of the provider should be addressed to:

The Manager, International Quality Unit (CRICOS)
Telephone: +61 7 3225 2442

Email: cricosreg@deta.qgld.gov.au

Postal:

International Quality Unit

LMB 527

BRISBANE QLD 4000

4.12. If the internal or external complaint process results in a decision that supports the
student, the AICD will immediately implement any decision and/or corrective and
preventative actions required and advise the student of the outcome.
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FLOW CHART SHOWING DISPUTE RESOLUTION PROCESS

The individual making the
complaint puts it in writing

The written complaint is
directed to the CEO (Chief
Executive Officer).

The CEO/designated person
interviews the person who is
the subject of the complaint
clearly outlining the nature of
the complaint and who has
lodged the complaint.

The CEO/designated person
interviews the initiating
person, listen to the complaint
and explain the
options/process to them.

The CEO/designated person
investigates the complaint
and provides written
feedback to both parties

The person who is the
subject of the complaint
decides if the complaint has
been resolved

The initiating person decides
if the complaint has been
resolved

Belives complaint has been
resolved.

Process ends and all records
filed

Decides that complaint is
not resolved.
CEO/designated person may
bring both paries together to
further discuss complaint in
effort to resolve it

Decides that complaint is
not resolved.
CEO/designated person may
bring both paries together to
further discuss complaint in
effort to resolve it

Believes complaint has been
resolved. Process ends and
all records filed

If complaint process
supports the student, the
AICD immediately
implements decision and
advises the student

Decides complaint is not
resolved and refers student
to external services

Decides complaint is not
resolved and refers party to
external services
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Student Progress Policy and Procedure

1.

PURPOSE

This document outlines the policy and procedure for monitoring international student progress
throughout their study at the Australian Institute of Creative Design (AICD) and is designed for
full time international students studying towards the completion of a qualification offered by the
AICD. This policy is made available to both international students and staff in both electronic
form (via the Student Portal - Moodle) and in printed form - in all staff and student handbooks.

2. SCOPE
This policy applies to international students and all AICD staff, both teachers and institute
officers.

3. PoLicy
3.1 The AICD must monitor record and assess the course progress of each student for the

3.2

3.3

3.4

3.5

3.6

course in which the student is currently enrolled.
The AICD must assess each student’s progress at the end of each compulsory study
period. Full time qualifications available to international students are divided into stages
dependant on the course being studied. Stages are a minimum of 1 term (generally 9
weeks) to a maximum of 1 semester (generally 18 weeks). Trainers and Assessors must
finalise student results within 2 weeks after the end of any stage.
Unsatisfactory progress is defined as not successfully completing or demonstrating
competency in at least 70% of the course requirements in a study period and all of the
critical aspects identified in each unit and/or cluster of units.
Students are provided with Delivery and Assessment Guidelines for each unit of
competency or cluster of units at the start of each stage that clearly defines the time
frame and assessment requirements for each stage or study period of the course as well
as the critical aspects that they must demonstrate competency in.
The method of dividing the course into study periods or stages is made to clear to the
student during the course orientation and through the marketing material made available
to the student prior to the start of the course.
The AICD has an intervention strategy for any student who is not making satisfactory
course progress. It is made available to staff and students and specifies:
= procedures for contacting and counselling students;
= strategies to assist identified students to achieve satisfactory course progress;
and
= The process by which the intervention strategy is activated.
The intervention strategy includes provisions for:
= If appropriate, advising students on the suitability of the course in which they
are enrolled;
= assisting students by advising of opportunities for the students to be
reassessed for tasks in units or subjects they had previously failed, or
demonstrate the necessary competency in areas in which they had not been
previously able to demonstrate competency; and
= Advising students that unsatisfactory course progress in two consecutive study
periods for a course could lead to the student being reported to DIAC and
cancellation of his or her visa, depending on the outcome of any appeals
process.
At the end of each compulsory study period, students must be assessed against the
course progress policy. If a student is identified for the first time as not making
satisfactory course progress, the intervention strategy as outlined in 3.4 is implemented.
The intervention strategy must be activated within the first four weeks of the following
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study period. However, if the AICD identifies that a student is at risk of making
unsatisfactory course progress before the end of the study period, the intervention
strategy is implemented as early as practicable.

3.7 If a student is identified as not making satisfactory course progress in a second
consecutive compulsory study period in a course, the AICD will notify the student of its
intention to report the student to DIAC for unsatisfactory progress. The AICD does this
through the written notice described in 3.8.

3.8 The written notice (of intention to report the student for unsatisfactory progress) will
inform the student that he or she is able to access the registered provider’s complaints
and appeals process under Standard 8 and that the student has 20 working days in
which to do so. A student may appeal on the following grounds:

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

= compassionate or compelling circumstances, or

= The AICD has not implemented its intervention strategy and other policies
according to its documented policies and procedures that have been made
available to the student.

3.9 Where the student’s appeal is successful, the outcomes may vary according to the
findings of the appeals process.

= If the appeal shows that there was an error in calculation, and the student
actually made satisfactory course progress (successfully completed more than
70% of the course requirements as well as all of the Critical Aspects for that
study period), the AICD will not report the student, and there is no
requirement for intervention.

= If the appeals process shows that the student has not made satisfactory
progress, but there are compassionate or compelling reasons for the lack of
progress, ongoing support will be provided to the student through the AICDs
intervention strategy, and the student will not be reported.

3.10 Where:

= the student has chosen not to access the complaints and appeals processes
within the 20 working day period,

= the student withdraws from the process, or

= The process is completed and results in a decision supporting the AICD (ie. the
student’s appeal was unsuccessful)

The AICD will notify DEEWR through PRISMS as soon as practicable (usually within 5 days) of

the student not achieving satisfactory course progress.

4 PROCEDURES
The Australian Institute of Creative Design’s procedures reflect the five key requirements of
legislation, regulation and the National Code of Practice for course progress. These practices
include:

4.1 Requirements for achieving satisfactory student course progress:
The workload for each study period is discussed and decided on by the relevant Trainers
and Assessors, the Department Education Programme Manager and the VET Education
Manager following review of the previous course delivery and when planning the next
delivery cycle. Competency is demonstrated by a student demonstrating that they have
the required skills and knowledge to complete all of the Critical Aspects for each unit of
competency or cluster of units and a 70% satisfactory result in all assessment tasks.

4.2 Process for assessing satisfactory student progress:

It is the responsibility of the Trainers and Assessors to identify students at risk of failing
to satisfactorily complete their studies in the time frame allotted. Students have the
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4.3

4.4

4.5

option to apply for an assessment due date extension if they can provide evidence that
they can’t submit the work by the due date due to illness or other extenuating
circumstances. These extensions must be negotiated directly with their Assessor using
the “Application for Extension Form”. Trainers and Assessors as well as students are not
required to wait until the end of a compulsory study period to seek intervention and may
do so by approaching the Student Services Manager at any time.

Unsatisfactory progress is defined as:

Unsatisfactory results in any of the critical aspects in any individual unit of
competency or cluster of units and an unsatisfactory result of under 70% in
assessment tasks;

Unsatisfactory results in the same assessment item twice; or

Unsatisfactory participation in classes where attendance is assessed as an aspect
of competency.

Intervention procedure for students at risk of failing to achieve satisfactory

course progress:

Trainers and Assessors who identify a student who has failed to submit work on the due

date and who has not negotiated an extension for their assessment tasks will be required

to complete a “Training Plan” with the student which will negotiate what must be

completed and by when. Students who fail to complete their training plan within the

negotiated time frame are referred to the Student Services Manager who will discuss the

further options available to the student. These further intervention options could include:
= |ooking at the suitability of the course that the student has enrolled in;

arrangements for extra tuition and the associated costs;

receiving individual case management;

attending counselling;

receiving assistance with personal issues which are influencing progress;

receiving mentoring;

developing a scheduled training plan that allows them to catch up missed work, or

A combination of the above and a reduction in course load.

Process for determining the point at which the student has failed to meet
satisfactory course progress:

All students whose progress is deemed unsatisfactory in two consecutive study periods
will be considered individually by the Student Services Manager in consultation with the
relevant Trainers and Assessors. Depending on what if any extenuating circumstances
exist, the Student Services Manager may decide to recommend restriction or limitation of
the subjects a student may take in the coming semester and develop strategies with the
student to achieve competency in all units of competency undertaken by the student for
the successful completion of their qualification.

Procedure for notifying students that they have failed to meet satisfactory
course progress requirements:

If the student still fails to demonstrate the required skills and knowledge for competency
and their results are still unsatisfactory in the absence of extenuating circumstances, the
student will be informed by letter that they are at risk of academic failure and of the
institute’s intention to report the student to DIAC for unsatisfactory progress. The written
notice must inform the student that they are able to access the AICD complaints and
appeals process and that the student has 20 working days in which to do so. A student
may appeal on the following grounds:

1. The AICD’s failure to record or calculate a student’s results accurately
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2. Compassionate or compelling circumstances, or
3. The AICD has not implemented its intervention strategy according the policies
and procedures outlined within the International Student Handbook.

5. EXTENUATING CIRCUMSTANCES

In considering a student's progress the VET Education Manager and the Chief Executive Officer
will normally take into account personal, financial and study problems. Compassionate or
compelling circumstances are generally those beyond the control of the student and they have
an impact on their capacity or ability to progress through a course.

Each case will be assessed on its individual merits and when determining whether
compassionate or compelling extenuating circumstances exits the AICD will consider
documentary evidence provided by the student to support the claim. Copies of these documents
will be kept in the student file, along with a record of why the decision was made.

Students are advised, however, that excessive commitments outside their studies are not
considered extenuating circumstances. In particular, full-time students should not take more
than sixteen to twenty hours of employment per week in the academic year.

6. INTERVENTION STRATEGY

Trainers and Assessors in conjunction with the Education Programme Manager for each Programme
area are in the best position to initiate the intervention strategy for the student. This strategy can be
initiated either at the completion of a compulsory study stage or earlier if indicated. Students are also
free to seek assistance at any time either directly from their individual trainers and assessors, their
Education Programme Manager or the Student Services Manager.

The intervention strategy for a student can include but is not limited to the following:

= Students who are unable to make an assessment deadline are required to apply for an
“Application for Extension of Assessment Deadline” and this is generally completed prior to
the due date.

= If the student is absent on the due date due to illness or other extenuating circumstances
they must contact the AICD immediately to notify of their inability to attend.

= Immediately on their return to classes they are to approach the relevant Trainers and
Assessors and submit their application for extension form. Once completed, this form is
scanned and filed in the student electronic file and the hard copy is filed in the student file. A
copy is given to the student.

= If the student has missed a signification percentage (up to 20%) of the delivery of their
course or if the Assessor assesses that the student is in danger of not successfully completing
that stage they can complete a “Training Plan” for the student that includes negotiated time
frames for completion of work or tasks.

= The Training Plan must specify student responsibilities and due dates and be signed by both
the Trainer/Assessor and student. The student is to receive a copy of the document.

= It is the Trainer/Assessor’s responsibility to maintain the Training Plan until the due date and
once completed - whether satisfactorily or not to forward it to the Student Services Manager
for follow-up or for filing in the student file.

= If the student has failed to complete their Training Plan the Student Services Manager notifies
the student by email, phone or letter that they are required to attend a Progress Meeting
where further intervention strategies will be negotiated with the student. These could include:

Version: 3 Ref: International Student Handbook 2011 AICD.docx
11/2010 Page 47



*= looking at the suitability of the course that the student has enrolled in;

= arrangements for extra tuition and the associated costs;

= receiving individual case management;

= attending counselling;

= receiving assistance with personal issues which are influencing progress;

= receiving mentoring;

= developing a scheduled training plan that allows them to catch up missed work, or
= A combination of the above and a reduction in course load.

* The student’s individual strategy for academic improvement will be monitored over the
following semester by the Student Services Manager and all records of student response
to the strategy will be kept and filed in the student file.

= The student is to be notified that if their poor performance continues for a second
consecutive study period that they will be in danger of breaching their visa conditions.

= If the student fails to make satisfactory progress in the consequent stage the Student
Services Manager notifies the VET Education Manager that the student has failed to make
satisfactory progress in their course over 2 consecutive stages.

* The VET Education Manager will notify the student in writing of the AICD's intention to
report the student for unsatisfactory progress and that he/she has 20 working days in
which to access the school’s internal complaints and appeals process. (refer "Intention to
Report Student” template included below)

= The AICD will notify DEEWR via PRISMS of the student not achieving satisfactory course
progress as soon as practicable (generally in 5 days) where

i) the student does not access the complaints and appeals process within 20
days, or

i) withdraws from the complaints and appeals process, or

iii)  the complaints and appeals process results in favour of the AICD.

7. COMPLETION WITHIN THE EXPECTED DURATION OF STUDY (COURSE PROGRESSION)

7.1 As noted in 4.1, the institute will monitor, record and assess the course progress
of each student for the course in which the student is currently enrolled. Part of the
assessment of course progress at the end of each semester will include an assessment of
whether the student’s progress is such that they are expected to complete their course
within the expected duration of the course.

7.2 The school will only extend the duration of the student’s study where the student
will not complete their course within the expected duration due to:
compassionate or compelling circumstances
student participation in an intervention strategy as outlined in 6.
an approved deferment or suspension of study has been granted in accordance
with AICD’s Policy and Procedures for Deferment, Cancellation and Exclusion.

7.3 Where the school decides to extend the duration of the student’s study, the school
will report via PRISMS and/or issue a new COE if required.
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8. DEFINITIONS

= Compassionate or compelling circumstances - circumstances beyond the control of the
student that are having an impact on the student’s progress through a course. These
could include but are not limited to:

= Serious illness or injury, where a medical certificate states that the student was
unable to attend classes
= Bereavement of close family members such as parents or grandparents (where
possible a death certificate should be provided)
= Major political upheaval or natural disaster in the home country requiring their
emergency travel and this has impacted on their studies
= A traumatic experience which could include but is not limited to:
o Involvement in or withessing of an accident or
o A crime committed against the student or
0 The student has been a witness to a crime

And this has impacted on the student (these cases should be supported by police
or psychologists’ reports.

= Expected duration - the length of time it takes to complete the course studying full-time.
This is the same as the registered course duration on CRICOS.

= Unit of Competency/ Cluster contact hours — all hours timetabled for a particular unit of
competency

= Compulsory Study Period — a scheduled stage of the course in which the student is
enrolled

= Non-compulsory Study Period — a stage of the course for which the student has been
allowed a suspension of their studies (refer to Outcome 2 of the “Policy and Procedures
for Deferral, Cancellation and Exclusion”)

International Students should note that:

Deferment and suspension of enrolment can have an effect on a student’s visa as a result of
changes to enrolment status. Please contact the Department of Immigration on 131 881 or
contact the local DIAC office to see if this will affect you.

Students who have not yet commenced their studies with the AICD will also need to contact
DIAC in case there is any effect on their student visa as a result of changes to enrolment or CoE
(Confirmation of Enrolment) status.

International Student Attendance Policy and Procedure

1. PURPOSE

This document outlines the policy and procedure for monitoring international student attendance
throughout their study at the Australian Institute of Creative Design (AICD) and is designed for
full time international students studying towards the completion of a qualification offered by the
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AICD. This policy is made available to both international students and staff in both electronic
form (via the Student Portal - Moodle) and in printed form - in all staff and student handbooks.

2. SCOPE

This policy applies to international students and all AICD staff, both teachers and institute
officers.

3. PoLicy

3.1 For each CRICOS registered course the AICD must have and implement appropriate
documented attendance policies and procedures for each course which must be provided
to staff and students that specifies:

= The requirements for achieving satisfactory attendance, which at a minimum,
requires international students to attend at least 80 per cent of the scheduled
course contact hours

= The manner in which attendance and absences are recorded and calculated

= The process for assessing satisfactory attendance

= The process for determining the point at which the student has failed to meet
satisfactory attendance, and

= Procedure for notifying students that they have failed to meet satisfactory
attendance

3.2 Where:

= the student has chosen not to access the complaints and appeals processes
within the 20 working day period,
= the student withdraws from the process, or
= The process is completed and results in a decision supporting the AICD (i.e.
the student’s appeal was unsuccessful).
The AICD must notify DEEWR through PRISMS as soon as practicable, generally with 5
working days.

3.3 The AICD may decide not to report the student for breaching the 80 percent attendance
requirement where:

= That decision is consistent with the AICD documented attendance policies and
procedures, and

= The student records clearly indicate that the student is maintaining
satisfactory course progress, and

= The AICD confirms that the student is attending at least 70 percent of the
scheduled course contact hours for the course that he or she is enrolled.

4. PROCEDURES
4.1 Satisfactory attendance:

a) All international students, as a minimum, must attend at least 80% of all scheduled
sessions for the course they are enrolled in.

b) Session attendance is tracked through the use of daily session rolls. Where a class is
scheduled for the entire day the roll is marked both in the morning and the afternoon
by the Trainer/ and or Assessor. All students who miss the content for the session will
be marked as absent. Late arrivals and early departures are also recorded on the roll.
All students who will be absent from class are expected to phone administration by
9am to inform of their absence. All students absent for two days or more must
provide a medical certificate. All non-authorised absences more than 2 days will be
followed-up by the Student Services Manager by email and or phone to determine the
causes for the absence. Depending on the determined cause of the student’s
unsatisfactory attendance, they will receive counselling and assistance so that they
have the opportunity to still meet their course requirements.
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c) Data from the rolls is entered into the AICD student management programme
(Enquiry Mate for Trainers) every two weeks which automatically calculates the
student attendance and absence percentages.

d) Enquiry Mate triggers an action by email to inform students that they are at risk of
failing to meet their attendance obligations when their attendance drops below 90%.
The Student Services Manager emails the student and follows up with a phone call
when the student has reached 90% attendance, then again when they reach 85%
attendance.

e) When the student reaches 80% attendance a registered letter warning the student of
the AICD intent to report their not achieving satisfactory attendance is posted to the
student that also informs the student of their right to access the AICD Dispute Policy
and the procedure in which they may do so is also added. Students are informed of
their right to access this process within 20 working days of receipt of this letter which
will be sent registered mail and the 20 working days is taken from the time the
student signs receipt of the letter.

4.2 Process of informing students and staff that attendance is monitored:
All CRICOS registered courses are covered by this policy and a copy of it is included in
the International Student Handbook and the AICD Staff Manual. It is also included in the
student orientation and staff induction held at the start of the year.

4.3 Process for contacting and counselling students who are at risk:
For all CRICOS registered courses, the AICD will email and/or phone all international
students who have been absent for more than two consecutive days without approval or
where the student is at risk of not attending for at least 80 per cent of the scheduled
course contact hours for the course they are enrolled in. The Student services Manager
has the responsibility of contacting the student and offering counselling or advice to the
student regarding their absence. If the student does not respond to either contact
method, a letter will be sent to their local address informing them that they must contact
the institute immediately to discuss their lack of attendance. If no response is received
from the student a Registered Post letter will be sent.

5. EXTENUATING CIRCUMSTANCES

In considering a student's attendance the VET Manager and the Chief Executive Officer will
normally take into account personal, financial and study problems. Compassionate or compelling
circumstances are generally those beyond the control of the student and they have an impact on
their capacity or ability to progress through a course.

Each case will be assessed on its individual merits and when determining whether
compassionate or compelling extenuating circumstances exists the AICD will consider
documentary evidence provided by the student to support the claim. Copies of these documents
will be kept in the student file, along with a record of why the decision was made.

Students are advised, however, that excessive commitments outside their studies are not
considered extenuating circumstances. In particular, full-time students should not take more
than sixteen to twenty hours of employment per week in the academic year.

6. COUNSELLING STUDENTS RE ABSENTEEISM

The Student Services Manager is responsible for counselling the student and determining the reason
for their continued absence. Counselling can include but is not limited to:
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*= looking at the suitability of the course that the student has enrolled in;

arrangements for extra tuition and the associated costs;

receiving individual case management;

receiving assistance with personal issues which are influencing progress;

receiving mentoring;

developing a scheduled training plan that allows them to catch up missed work, or

A combination of the above and a reduction in course load.

= The student’s individual strategy for counselling will be monitored over the following
semester by the Student Services Manager and all records of student response to the
strategy will be kept and filed in the student file.

= The student is to be notified that if their poor attendance continues that they will be in
danger of breaching their visa conditions.

7. COMPLETION WITHIN THE EXPECTED DURATION OF STUDY (COURSE
PROGRESSION)

7.1As noted in 4.1, the institute will monitor and record course attendance of each student for
the course in which the student is currently enrolled. Part of the assessment of student
attendance will include an assessment of whether the student’s attendance is such that
they are expected to complete their course within the expected duration of the course.

7.2 The school will only extend the duration of the student’s study where the student will not
complete their course within the expected duration due to:
compassionate or compelling circumstances
student participation in counselling as outlined in 6.
an approved deferment or suspension of study has been granted in accordance
with AICD’s Policy and Procedures for Deferment, Cancellation and Exclusion.
7.3 Where the school decides to extend the duration of the student’s study, the school will
report via PRISMS and/or issue a new COE if required.

8. DEFINITIONS:

= Compassionate or compelling circumstances - circumstances beyond the control of the
student that are having an impact on the student’s progress through a course. These
could include but are not limited to:

= Serious illness or injury, where a medical certificate states that the student was
unable to attend classes
= Bereavement of close family members such as parents or grandparents (where
possible a death certificate should be provided)
= Major political upheaval or natural disaster in the home country requiring their
emergency travel and this has impacted on their studies
= A traumatic experience which could include but is not limited to:
o Involvement in or witnessing of an accident or
o A crime committed against the student or
o The student has been a witness to a crime

And this has impacted on the student (these cases should be supported by police
or psychologists’ reports.
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Expected duration - the length of time it takes to complete the course studying full-time.
This is the same as the registered course duration on CRICOS.

Unit of Competency/ Cluster contact hours - all hours timetabled for a particular unit of
competency

Compulsory Study Period — a scheduled stage of the course in which the student is
enrolled

Non-compulsory Study Period — a stage of the course for which the student has been
allowed a suspension of their studies (refer to Outcome 2 of the “Policy and Procedures
for Deferral, Cancellation and Exclusion”)

Satisfactory attendance - is defined as attending a minimum of 80 percent scheduled
classes and being present for the delivery of content for that session.

Policy and Procedures for Deferral, Cancellation and Exclusion
This policy applies to international students enrolled with the Australian Institute of Creative Design.

Students are only able to defer their studies prior to starting their course only in certain limited
circumstances, on the grounds of compassionate or compelling circumstances.

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

Students have the right to appeal a decision by the Australian Institute of Creative Design to suspend
or cancel their studies and for an international student the Australian Institute of Creative Design will
not notify DEEWR of a change to the enrolment status until the internal complains and appeals
process is completed.

International students should note that except in the exceptional circumstances outlined by this
document that the expected duration of study specified in the student’s CoE (Confirmation of
Enrolment) must not exceed the CRICOS registered course duration.

This policy allows for 3 different outcomes for International students: These are:

1.

The AICD reports that it is deferring or suspending a student’s enrolment for a period
without affecting the end date of the CoE. In this case there is no change to the CoE, or
the student’s enrolment status on PRISMS, i.e. the student’s CoE status will still be
listed as ‘studying’. However, the notice of deferment/suspension will be recorded

in PRISMS and sent on to DIAC. This information will be kept for future reference.

. The AICD reports that it is deferring or suspending a student’s enrolment for a period

which will affect the end date of the CoE. In such situations, PRISMS will cancel the
original CoE, and immediately offer the AICD the opportunity to create a new CoE
with a more appropriate end date. If the AICD does not know when the student
will return, the AICD can choose not to create a new CoE at that point, but to wait
until the student has notified the AICD of the intended date of return before

creating the new CoE.
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3. The AICD reports that it wishes to permanently cancel (terminate) the student’s
enrolment. Once the reporting process is complete, the student’s CoE status will be
listed as ‘cancelled’.

SUSPENDING A SEMESTER

Suspension of studies by international students is permitted only in compassionate or compelling
circumstances such as serious illness or death in the family. Students will be required to provide
evidence of the compassionate or compelling circumstances.

Students who need to suspend their studies must first speak to the student services officer. An
application to suspend studies form must be completed which will need to be approved by the
Manager, Student Services. Prior to applying to suspend their program students must ensure that
they have paid any outstanding fees. Suspension of studies could result in the student’s visa being
suspended or cancelled.

ACADEMIC MISCONDUCT

All students are expected to maintain high standards of academic honesty and integrity. Academic
misconduct is defined as attempts by students to cheat, plagiarise or otherwise act dishonestly in
undertaking an assessment task, or assisting other students to do so. Students are considered guilty
of cheating if they seek to gain advantage by unfair means such as copying another students’ work,
or in any way mislead a Trainer/ Assessor or tutor about their knowledge, ability, or the amount of
original work they have done.

A. STUDENT’S RESPONSIBILITIES:

a) Students must not help or receive assistance from other students

b) Students must not request the loan of, or lend materials or devices to other students

c) Students must not bring any materials into the examination room other than those specified
for that examination

d) Students must not use computer software or other devices during an examination other than
those specified.

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

unauthorised absence from class.

failure to meet unit requirements, for example non-submission of assignments
or failure to attend class or mid-semester tests.

academic misconduct

general misconduct (see below)

a) Students must not copy or paraphrase any document, audio-visual material,
computer-based material or artistic piece from another source except in accordance
with the conventions of the field of study

b) Students must not use another person’s concepts, results or conclusions and pass
them off as their own

c) In cases where the assessment task is intended to be individual work not group work,
students must not prepare an assignment collaboratively and then submit work that
is substantially the same as another student’s assessment.

d) Students must not ask another person to produce an assessable item for them.

Version: 3 Ref: International Student Handbook 2011 AICD.docx
11/2010 Page 54



B. THE AUSTRALIAN INSTITUTE OF CREATIVE DESIGN’S RESPONSIBILITIES:

PROCEDURAL FAIRNESS

1.

2.

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

Students are to be regarded as innocent of the alleged misconduct until they
have either admitted to it or been found by proper inquiry of the student
conduct committee to have so behaved.

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

Each case is dealt with on its own merits and according to its own
circumstances with the proviso that the first instance of misconduct will be
penalised more leniently than subsequent instances of misconduct.

C. PENALTIES

PN

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

Penalties imposed will take into account the students’ stage in the program
Penalties imposed will take into account the conventions of the field of study
A student’s second offence is penalised more severely than their first offence
and a third offence will result in exclusion from the Australian Institute of
Creative Design.

The following penalties may be imposed: a warning, a reduction in grades,
receiving zero for an assessment event, failing the unit, exclusion from the
Australian Institute of Creative Design.

Students who have their enrolment cancelled due to repeated misconduct will
still be liable for all fees owed for the course for which they enrolled.

NOTIFICATION AND APPEAL

Students must be notified in writing of penalties as a consequence of academic

misconduct

The grounds for appeal are:

a) procedural irregularities, and/or

b) factual errors on which the decision was based and which were of such
magnitude as to invalidate the decision

Appeals must be lodged in writing with the manager student services within 20

days of the date of the student being notified of the consequence. In the case of

exclusion/cancellation for misbehaviour refer the section below.

GENERAL MISCONDUCT

Students are expected to respect other students, staff and property so that learning and
teaching can take place freely, safely and without impediment due to the misconduct of others.

General misconduct is where a student: acts dishonestly; harasses other students or staff;
interferes with students or staff; prevents or disrupts learning; disobeys/fails to comply with
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contractual or legal requirements; misuses, damages or steals the Australian Institute of
Creative Design property or the property of others; alters/defaces the Australian Institute of
Creative Designh documents or records; prejudices the good name of the Australian Institute of
Creative Design, or otherwise acts in an improper manner.

The Australian Institute of Creative Design will report all criminal acts committed by its students
to the relevant authorities.

The following examples indicate the kinds of behaviour which constitute student misconduct.
They are for illustrative purposes and are not intended to be exhaustive.

a)
b)
)

d)
e)
f)

g)
h)

i)
i)

k)

1)

Student misconduct occurs when a student contravenes any rules or acts;
prejudices the good name or reputation of the Australian Institute of Creative Design;
prejudices the good order and governance of the Australian Institute of Creative
Design or interferes with the freedom of other people to pursue their studies, carry
out their functions or participate in the life of the Australian Institute of Creative
Design;

fails to comply with conditions agreed in the contract;

wilfully disobeys or disregards any lawful order or direction;

refuses to identify him or herself when lawfully asked to do so by an officer of the
Australian Institute of Creative Design;

fails to comply with any penalty imposed for breach of discipline;

misbehaves in a class, meeting or other activity under the control or supervision of
the Australian Institute of Creative Design, or on the Australian Institute of Creative
Design premises or other premises to which the student has access as a student of
the Australian Institute of Creative Design;

obstructs any member of staff in the performance of their duties;

acts dishonestly in relation to admission to the Australian Institute of Creative
Design;

knowingly makes any false or misleading representation about things that concern
the student as a student of the Australian Institute of Creative Design or breaches
any of the Australian Institute of Creative Design’s rules;

alters any documents or records;

m) harasses or intimidates another student, a member of staff, a visitor to the Australian

n)

0)

2))

q)

Institute of Creative Design, or any other person while the student is engaged in
study or other activity as an the Australian Institute of Creative Design student,
because of race, ethnic or national origin, sex, marital status, sexual preference,
disability, age, political conviction, religious belief or for any other reason;

breaches any confidence of the Australian Institute of Creative Design;

misuses any facility in a manner which is illegal or which is or will be detrimental to
the rights or property of others. This includes the misuse, in any way, of any
computing or communications equipment or capacity to which the student has access
at or away from the Australian Institute of Creative Design premises while acting as
an the Australian Institute of Creative Design student, in a manner which is illegal or
which is or will be detrimental to the rights or property of others;

steals, destroys or damages a facility or property of the Australian Institute of
Creative Design or for which the Australian Institute of Creative Design is
responsible; or

is guilty of any improper conduct.

Penalties for General Misconduct

1.
2.

Penalties imposed will take into account the nature and the extent of the misconduct
A student’s second offence is penalised more severely than their first offence and a
third offence will result in exclusion from the Australian Institute of Creative Design.
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If the student admits to the alleged misconduct, the Institute Manager may impose one
or both of the following:

a charge for the cost of damage to facilities and equipment

temporary exclusion from the Australian Institute of Creative Design.

The Chief Executive Officer of the Australian Institute of Creative Design may impose the
penalty of permanent exclusion resulting in the cancellation of the student’s enrolment
from the Australian Institute of Creative Design in the case of physical or verbal abuse of
students or staff of the Institute, repeated or severe misconduct, or in the case of
criminal acts.

NOTIFICATION AND APPEAL
1. Students must be notified in writing of penalties as a consequence of general misconduct

The grounds for appeal are:
procedural irregularities, and/or
factual errors on which the decision was based and which were of such
magnitude as to invalidate the decision
Appeals must be lodged in writing with the manager student services
within 20 days of the date of the student being notified of the
consequence. The process will commence within 10 working days from
the date of receipt of the student’s appeal.

International Students should note that:

Deferment and suspension of enrolment can have an effect on a student’s visa as a result of
changes to enrolment status. Please contact the Department of Immigration on 131 881 or
contact the local DIAC (Department of Immigration and Citizenship) office to see if this will
affect you.

Students who have not yet commenced their studies with the AICD will also need to contact
DIAC in case there is any effect on their student visa as a result of changes to enrolment or CoE
(Confirmation of Enrolment) status.

RPL (Recognition of Prior Learning) & Credit Transfer Requirements

Course credit is defined by the National Code 2007 as follows:

‘Exemption from enrolment in a particular part of the course as a result of previous study,
experience or recognition of a competency currently held. This includes academic credit and
recognition of prior learning.”’

This document outlines the AICD policy and process for students to be granted course credit if
they have suitable prior learning or experience.

Student are required to sign (or otherwise accept) the record of the course credit.

Students will be given a copy of the course credit for their records, and a copy will be
kept on the student’s file. If necessary the duration of study will be adjusted
accordingly.

Students can enter a qualification without completing earlier qualifications or doing the pre-
requisite competencies if they feel they are already competent in those competencies. They are
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required to undergo a course credit assessment.

Successful applications for recognition of prior learning and/or mutual recognition will result in
students being exempt from completing that subject and its requisite assessment tasks, and
they will also receive course credit for the approved prior learning.

Applications for Exemptions should be submitted either before a student enrols at AICD or by
the end of the first term of study.
Applications for Exemption will only be accepted if:

¢ the student is enrolled in an approved course of the AICD, and

e the appropriate fee has been paid, and

e the application is made in the first term of study at the Institute

Exemptions will be granted based on skills and education that a student has already acquired
from other appropriate courses. The granting of exemptions is based on the concept of
Recognition of Prior Learning (RPL) and/or Mutual Recognition

Exemptions will only to be granted where it can be shown that the student has successfully
completed other studies that are:

¢ of a similar duration,

¢ studied at a similar or higher level

e of similar content.

AICD will recognise qualifications from other countries as long as they meet the above
mentioned criteria.

Students who have a completed a qualification/components/competencies of a qualification that
comes within the Australian Qualifications Framework or other qualifications deemed to be
acceptable to AICD, may apply under this same process to have that recognised under the
process of mutual recognition.

Exemptions are applicable only to the course in which the student is enrolled at the time of
applying for exemptions. If a student changes courses, exemptions granted will be reassessed
to ensure that they are still appropriate.

International students

In the case of International students, if the AICD grants the student course credit which leads to
a shortening of the student’s course before the student visa is granted, the CoE will indicate the
actual net course duration for the course.

If the course credit is granted after the student visa is granted, the change of course duration
will be reported to DEEWR via PRISMS within 14 days after the event as specified under Section
19 of the ESOS Act.

Process
An application for 'RPL (Recognition of Prior Learning) Checklist & Report’ form is

available from the AICD administration. International students can request that this form is
emailed to them.
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Attach the relevant evidence of prior learning, and return to the Student Service Staff at
reception.

Evidence can include:
1. Formal statements of results
Examples of work or resources which the student has produced
3. Performance appraisal reports
4, References from current or former employers
5 Position descriptions/job role
6 Details of formal training, seminars, conferences and workshops they have
attended which are relevant to their RPL application

7. Certificates of participation/achievements/awards/letters of commendation
8. Video tapes, tape recordings and/or photographs of their work activities

9 Specific details of their work and/or participation in projects

10. Written testimonials from managers or colleagues

11. Written validation from their workplace supervisor

12. Documented workplace demonstration

The evidence provided must include:

e Photocopies or scanned images of the original transcripts certified by a suitable person to
be a true copy of the original transcripts.

e Subject outlines specifying subject content and duration.

Students should note that incomplete applications may result in a rejection and/or
delay in processing of the application.
Assessment of the skills and knowledge will be carried out in the following ways:

e Assessment by the Institute Manager or appropriately trained administrative personnel
by way of interview and/or inspection of evidence for compliance with the above
mentioned criteria. and / or

e Sitting a challenge test to assess knowledge of subjects for which RPL has been
requested.

Students can submit an RPL/Transfer Credit application for any Unit of Competency in which
they believe they may have the relevant current knowledge and skills or have completed
previously. They are free to ask assistance from a course Trainer/ Assessor or Administration.
Application forms are obtained from Administration.

The cost of an RPL application is the same cost as enrolment in that Unit of Competency.
Students must be enrolled and have paid their fees before the RPL process can begin. Granting
of RPL in a Unit of Competency will result in the successful student credit for that Unit without
the need for their attendance or study in that particular unit.

The result of the exemption process will result in exemptions granted being shown on the
student’s academic transcript and result history.

Students applying for a Transfer of Credit are not required to pay a fee if they are applying for a
direct Transfer of Credit. Students who have completed a unit of competency from a previous
training package will require having that unit mapped against the latest training package. If the
QLD mapping document indicates a direct credit for the unit of competency sought, the student
will not require paying of any fees. If the mapping document indicates that there is only a
partial credit the student will have to go through the RPL process so that the AICD can
determine the competency level achieved and determine what, if any further training will be
required for the student to achieve competency. Only students who have enrolled can apply for
RPL or Transfer of Credit.
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Time Frame:
Students are to be informed in writing of the status of their application within 21 days of
lodgement.

Evaluation:
This is to be completed by a fully qualified teacher/assessor, who is the content expert for that
Unit of Competency. This will be done against the requirements of the Unit of Competency.

Appeals and second attempts:
Students will be given feedback on their RPL application and if they wish may submit a second
attempt to show competency.

Special Needs:

Students lodging an application for RPL who have special needs, such as experience difficulties
in language or numeracy or are from a non-English speaking background can expect reasonable
adjustments in the evaluation process. For example an interpreter can be sourced for the
student but this will be at their expense.

If Unsuccessful:
Students who are unsuccessful in the RPL process will have to re-enrol in the Unit of
Competency for which their application was unsuccessful.

Failed Subject fees
If after resubmitting all assessments a student is found to still be *Not Yet Competent’ in a unit of
competency, they will be required to reenrol in that unit of competency and attend classes again or

attempt another resubmission of their work. -

Refund Policy for International Students

Course Name

LMT50307:
Diploma of Applied
Fashion Design &
Technology

LMT60307:
Advanced Diploma
of Applied Fashion
Design &
Technology

WRB50105:
Diploma of Beauty
Therapy

Duration

72 weeks tuition with
23 weeks holidays
(95 weeks in total)

100 weeks tuition
with 37 weeks
holidays

(137 weeks in total)

(36 weeks tuition
with 3 weeks holidays
(39 weeks in total)

CRICOS Code 063388] 063389G 066541C
Full Price $38,000 $51,000 $13,000
Non-Refundable $1,900 $1,900 $1300
Course Deposit Due

on Enrolment

1st Instalment $17,000 $17,000 N/A
Due 2 weeks prior

to Course

Commencement (if

applicable)

2nd Instalment $19,000 $19,000 N/A

Due 2 weeks prior
to Course
Commencement (if
applicable)
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3rd Instalment
Due 2 weeks prior
to Course
Commencement (if
applicable)

N/A

$13,000

N/A

Balance

Due 2 weeks prior
to Course
Commencement

N/A

N/A

$11,700

Additional Costs

Fabric &
Haberdashery for all
garments made
during course.
Sewing, Art & Pattern
Making Equipment,
Text Books and

Fabric &
Haberdashery for
garments made
during course.
Sewing, Art & Pattern
Making Equipment,
Text Books and

No requirements.

Stationary. Stationary.
Model fees for
graduation parade.
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1. OVERVIEW:

The following Refund Policy for International Students is the basis for offering refunds for
international students. The attached guidelines should be used as a checklist to ensure that
AICD practices are consistent with this policy.

4.

1.1.

1.2.

1.3.

The AICD Refund Policy clearly states the circumstances under which a student is
eligible for a refund, the process required for applying for a refund, the way the refund
is calculated, the currency of the refund, to whom the refund will be paid, the time limit
in which the refund will be paid, and the student’s right to take further action under
Australia’s consumer protection laws.

All students entering into a contract with the AICD must be made fully aware of their
rights and obligations prior to their enrolment and prior to any payments made to the
AICD.

In the event of the AICD defaulting on any agreement with international students,
international students are protected by the provisions of the ESOS Act 2000 and the
ESOS Regulations 2001.

DEFINITIONS

2.1.

3.1.
3.2.

3.3.

3.4.

3.5.

Except where the context requires otherwise, the following words and expressions shall

have the meaning set out below:

2.1.1. the “"Agreement” means the terms and conditions contained in this Refund Policy;

2.1.2. the “College” means the Australian Institute of Creative Design Pty Ltd, trading as
the Australian Institute of Creative Design (AICD);

2.1.3. the “Course” means the series of classes in which the Student is enrolled;

2.1.4. “Course Fees” means all student and tuition fees pertaining to the remainder of
the Course;

2.1.5. the “Course Deposit” means the non-refundable Enrolment Fee required to enrol
in the Course.

2.1.6. the “Student” means you as the signatory of these terms and conditions of
enrolment.

2.1.7. “Course Position” means the position granted to the Student to undertake the
Course. Upon being given a Course Position from the College, the Student will
become liable for the full Course Fees for the Course

. COURSE FEEs

Course fees are to be paid in Australian Dollars only.

Students are required to pay 10% of the full course fees or 10% of the first year fees if
applicable, as a non refundable administrative deposit to enrol and secure a position in
the course.

The student agrees to pay all fees required on or before the due date as notified in
writing by the Australian Institute of Creative Design or as per the invoice. A penalty of
$50 per week applies for late payment.

Students who have completed previous study who apply for transfer of credit, may be
subject to different course fees to those who enrol in an entire qualification. These
situations will be assessed individually based on the student’s individual requirements.
Course Fees may be paid by cheque, EFTPOS, money-order, direct deposit (EFT) or
cash.

WITHDRAWING FROM THE COURSE/ CANCELLATION OF ENROLMENT

4.1.

No refunds will be given to students once the student has commenced the course. The
course fees are for a position in the course and the student/guarantor is liable for the
full course fees regardless of the students’ attendance or completion of the course or
not.
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5. REFUNDS

5.1. Student’s seeking a refund, must make their application in writing by way of the
Application for Refund form (available from the college reception area) and submitted
by Registered Mail, Courier or personally delivered by the student.

5.2. Refunds will only be paid to the person who enters into the contract for paying the fees
unless that person has provided written direction to the AICD to pay the refund to
someone else.

5.3. Refunds will be paid in Australian Dollars only.

5.4. Refunds are made in accordance with the table below and full refunds of amounts owed

to the student will be made within 14 days from the date of receiving a written

application for refund.

SITUATION / DATE

PAYMENT REQUIRED /7 REFUND GIVEN

Course Enrolment:

Course Deposit Paid - Not refundable in any
circumstance except if the course is
withdrawn by AICD

Visa Refused Prior to Course
Commencement:

Full refund of any tuition fees paid in
advance. The Course Deposit is not
refunded.

Ten Weeks Prior to the Start Date:

If the student withdraws, the student will
receive a refund of any tuition fees paid in
advance. The Course Deposit is not
refunded.

Four - Ten Weeks Prior to the Start
Date:

If the student withdraws, the student will be
required to pay AICD 25% of the Course
Fees. If the student has already paid the full
course fees, the student will receive a refund
of 75% of the course fees paid. The Course
Deposit is not refunded.

Zero to Four Weeks Prior to the
Start Date:

If the student withdraws, the student will be
required to pay AICD 40% of the Course
Fees. If the student has already paid the full
course fees, the student will receive a refund
of 60% of the course fees paid. The Course
Deposit is not refunded.

Two Weeks Prior to the Start Date:

Full Course Fees Due. Course fees are to be
paid directly to the institute. AICD does not
accept tuition fees from Agent’s.

Course Start Date or after:

No refund given. Any outstanding monies are
to be paid immediately.

Visa Cancelled Due to Actions of
the Student:

No refund given. Any outstanding monies are
to be paid immediately.

Course Withdrawn by AICD:

Full refund of all course fees paid. Course
Deposit is refunded to the student.

Visa Extension Refused:

Refund of any unused tuition fees.

5.5. In the unlikely event that the Australian Institute of Creative Design Pty. Ltd. is unable
to deliver your course in full, you will be offered a refund of all the course money you
have paid to date. The refund will be paid to you within 2 weeks of the day on which
the course ceased being provided. Alternatively, you may be offered enrolment in an
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alternative course by the Australian Institute of Creative Design Pty. Ltd. at no extra
cost to you. You have the right to choose whether you would prefer a full refund of
course fees, or to accept a place in another course. If you choose placement in another
course, we will ask you to sign a document to indicate that you accept the placement.

5.6. If the Australian Institute of Creative Design Pty. Ltd. is unable to provide a refund or
place you in an alternative course our Tuition Assurance Scheme (TAS) Australian
Council of Private Education and Training will place you in a suitable alternative course
at no extra cost to you.

5.7. Finally, if the Australian Council of Private Education and Training can not place you in
a suitable alternative course or, if this is not possible, you will be eligible for a refund
as calculated by the ESOS Assurance Fund Manager.

6. OTHER

6.1. This agreement, and the availability of complaints and appeals processes, does not
remove the right to take action under Australia’s consumer protection laws

6.2. The AICD’s dispute resolution processes do not circumscribe the student’s rights to
pursue other legal remedies.

6.3. Any information that you provide to Australian Institute of Creative Design or that the
Australian Institute of Creative Design collects about you may be given to authorised
State and Commonwealth Agencies and ESOS Assurance Fund Manager.

6.4. Government Legislation requires tuition fees and application fees to be refunded in full
if:

6.4.1. The course does not start on the agreed starting date which is notified in the offer
letter.

6.4.2. The course stops being provided after it starts and before it is completed.

6.4.3. The course is not provided fully to the student because the college has a sanction
imposed by a government regulator.

6.4.4. If the AICD defaults, refunds will be granted in accordance with the provisions of
the ESOS Act 2000 and the ESOS Regulations 2001.

6.5. The college may arrange for another course, or part of a course, to be provided to
students at no extra cost to the student as an alternative to refunding course money.
Where the student agrees to this arrangement, the College will not be liable to refund
the money owed for the original enrolment.

6.6. The college reserves the right to cancel any course prior to the commencement date of
the course, should it deem it necessary and in that event, the college will refund all
payments received from the student.

OTHER ASSOCIATED COSTS AND CHARGES
Cost of reissuing the following: -

Reference letter (any kind) $25 (Inc. GST)
Term Results $50 (Inc. GST)
Search Fees (Files older than 3 years) $50 (Inc. GST)
Statements of Attainment $80 (Inc. GST)
Diploma $160 (Inc. GST)
Advanced Diploma $200 (Inc. GST)
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Employability Skills

Employability skills are sometimes referred to as generic skills, capabilities or Key
Competencies. The “Employability Skills for the Future” report released in 2002 indicated that
business and industry require a broader range of skills than the previous skills identified by the
Mayer Key competencies. The report further described facets for particular occupational and
industry contexts and these facets are seen by employers as being dependant both in their
nature and priority on an enterprise’s business activity.

The following table contains the Employability Skills facets identified in the report Employability
Skills for the Future.

Skill

Communication
that

contributes to
productive and
harmonious
relations across
employees and
customers

Teamwork that
contributes to
productive
working
relationships and
outcomes

Problem solving
that contributes to
productive
outcomes

Initiative and

Facets

Aspects of the skill that employers identify as important. The nature
and application of these facets will vary depending on industry and job
type.

listening and understanding

speaking clearly and directly

writing to the needs of the audience

negotiating responsively

reading independently

empathising

using numeracy effectively

understanding the needs of internal and external customers
¢ persuading effectively

e establishing and using networks

e being assertive

¢ sharing information

e speaking and writing in languages other than English

e working across different ages irrespective of gender, race, religion or
political persuasion

e working as an individual and as a member of a team

e knowing how to define a role as part of the team

e applying teamwork to a range of situations e.g. futures planning and
crisis problem solving

¢ identifying the strengths of team members

e coaching and mentoring skKills, including giving feedback

e developing creative, innovative and practical solutions

e showing independence and initiative in identifying and solving
problems

¢ solving problems in teams

e applying a range of strategies to problem solving

¢ using mathematics, including budgeting and financial management to
solve problems

e applying problem-solving strategies across a range of areas

e testing assumptions, taking into account the context of data and
circumstances

e resolving customer concerns in relation to complex project issues

¢ adapting to new situations
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enterprise that
contribute to
innovative
outcomes

Planning and
organising that
contribute to long
and short-term
strategic planning

Self-
management
that contributes to
employee
satisfaction and
growth

Learning that
contributes to
ongoing
improvement and
expansion in
employee and
company
operations and
outcomes

Technology that
contributes to the
effective carrying
out of tasks

An Employability Skills Summary exists for each qualification and captures the key aspects of
Employability Skills that are important to the job roles covered by each qualification level and

¢ developing a strategic, creative and long-term vision
¢ being creative

e identifying opportunities not obvious to others

¢ translating ideas into action

e generating a range of options

e initiating innovative solutions

e managing time and priorities - setting time lines, coordinating tasks
for self and with others

¢ being resourceful

¢ taking initiative and making decisions

e adapting resource allocations to cope with contingencies

¢ establishing clear project goals and deliverables

e allocating people and other resources to tasks

¢ planning the use of resources, including time management

¢ participating in continuous improvement and planning processes
¢ developing a vision and a proactive plan to accompany it

¢ predicting - weighing up risk, evaluating alternatives and applying
evaluation criteria

e collecting, analysing and organising information

¢ understanding basic business systems and their relationships

¢ having a personal vision and goals

¢ evaluating and monitoring own performance

¢ having knowledge and confidence in own ideas and visions
¢ articulating own ideas and visions

¢ taking responsibility

e managing own learning

e contributing to the learning community at the workplace

¢ using a range of mediums to learn - mentoring, peer support and
networking, IT and courses

¢ applying learning to technical issues (e.g. learning about products)
and people issues (e.g. interpersonal and cultural aspects of work)
¢ having enthusiasm for ongoing learning

e being willing to learn in any setting - on and off the job

¢ being open to new ideas and techniques

e being prepared to invest time and effort in learning new skills

e acknowledging the need to learn in order to accommodate change

¢ having a range of basic IT skills

e applying IT as a management tool

e using IT to organise data

¢ being willing to learn new IT skills

¢ having the OHS knowledge to apply technology
e having the appropriate physical capacity

this appears in the Course Outline for the relevant Qualifications.
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Section 3: Adjusting to Life in Australia

While living and studying abroad may be an exciting adventure, it can also present a range of
challenges. Having decided to study and live in Australia you will be undertaking adjustments in
many areas of your life including cultural, social and academic. It is also important to remember
that while these changes are occurring you will be embarking upon a new semester of study (for
many of you in a different language) and be away from your usual supports, networks and
resources. Adjustment to a new country and culture is a process that occurs gradually and takes
time. The values, beliefs, traditions and customs of your home country may vary greatly from
those in Australia and adapting to the Australian way of life may take some time. This advice
may help:

» Listen, observe and ask questions
Adjustment to a new culture and way of life takes time. Allow yourself time to observe those
around you and patterns of both verbal and non-verbal communication. Don’t be afraid to ask
questions if there are things you do not understand as this will reduce the chance of confusion
or misunderstandings.

» Become involved
Make an effort to meet people and become involved in groups both on campus and in the wider
community. Maintain an attitude of openness to new situations and experiences. Establishing
friendships and joining groups is the best way to experience and learn about Australian culture
and will certainly mean you have a richer and more enjoyable time here.

» Try to maintain a sense of perspective
When confronted with difficulties remind yourself that living and studying abroad is a challenge
and it is normal to feel stressed, overwhelmed and out of your depth at times. Try to recall or
make a list of the reasons you initially wanted to study abroad in the first place, Also, listing
positive events or changes within yourself that have occurred since you arrived may also assist
with getting things in perspective.

» Maintain some of the routines and rituals you may have had in

your home country.
This can include small things such as continuing to drink a certain type of coffee or tea or eating
specific foods. It may also include maintaining involvement in bigger events such as celebrating
a national day in your country of origin with a group of friends.

» Keep lines of communication open with those at home.
Communicating with those at home regularly about your experiences of study and life in
Australia, through emails, telephones and letters, is vital. Not only does it help to keep you
connected with important social supports, it also assists your friends and family to understand
your experiences which will smooth the transition when you return home.

» Sense of humour
Importantly, remember that living in a different culture means you will inevitably find yourself in
a range of unusual and often confusing situations. Being able to laugh in these situations will
remind you that it takes time to understand different cultures and that it is ok to make
mistakes.
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» Ask for help
Don’t be afraid to ask for assistance or support if you need it. In addition to the Counselling
Service there are many organisations set up on campus to ensure you have a successful and
enjoyable time in Australia.

» Finally, relax and enjoy the journey!
(Source: Macquarie University)

Culture Shock:

Culture shock is the feeling of being out of place in an unfamiliar environment. The initial
excitement of moving to a new country often subsides when different cultural expectations
challenge you to attend to daily responses and behaviours previously taken for granted. The
potential stress of dealing with these persistent challenges can result in feelings of hostility and
frustration with your host country as well as a profound longing for home.

PROCESS OF CULTURAL ADJUSTMENT

Before Leaving Graduation
Happy, excited, YIPPEE! Happy, excited, YIPPEE!
(sad to saysqpdbye) (sad to say goodbye)

Arrival
Happy, tired, jet-lagged

(for some the process will

not be as severe)

(a little bit confused)
Adjusting

Making friends, feeling
happy, understanding things,

socialising, feeling settled

Culture Shock

Everything is new & different

(What is it with these Aussies?!!)

Overcoming Culture Shock

Once you realise you have culture shock, getting over it and moving on to better adjustment
with the host culture will depend on you. It is you who must take some positive steps to feel
better, and the sooner you take them, the better!
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1. Recognition: First, you should remember that culture shock is a normal part of your
adjustment and that you may have some of the symptoms. Some of your reactions may not
be normal for you; you may be more emotional or more sensitive, or lose your sense of
humour. Recognising your culture shock symptoms will help you learn about yourself as you
work your way through it.

2. Be objective: Second, try to analyse objectively the differences you are finding between
your home and your host country. Look for the reasons your host country does things
differently. Remember that host customs and norms are (mostly) logical to them, just as
your customs and norms at home are logical to you!

3. Set goals: Third, set some goals for yourself to redevelop your feeling of control in your life.
These should be small tasks that you can accomplish each day. For example, if you do not
feel like leaving your room, plan a short activity each day that will get you out. Go to a post
office or store to buy something, ride a bus or go to a sports event. If you feel that language
is your problem, set daily goals to learn more: study fifteen minutes a day; learn five new
words a day; learn one new expression each day; watch a TV program in your new language
for 30 minutes. Each goal that you achieve will give you more and more self-confidence that
you can cope.

4. Share your feelings: Fourth, find local friends who are sympathetic and understanding.
Talk to them about your feelings and specific situations. They can help you understand ideas

from their cultural point of view.

(Source: Rotary International Youth Exchange)

Australian Culture:
Social Customs

GREETING PEOPLE

When meeting someone for the first time, it is usual to shake the person's right hand with your
right hand. People who do not know each other generally do not kiss or hug when meeting.
When you first meet someone, it is polite not to talk about personal
matters.

Many Australians look at the eyes of the people they are talking with.
They consider this a sign of respect, and an indication that they are
listening. Do not stare at the person for a long time.

You can address a new acquaintance using their title and family name. You may use their first
name when they ask you to or use it in the introduction. In the workplace and among friends,
most Australians tend to be informal and call each other by their first names.
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CLOTHING CUSTOMS

The types of clothing that people wear reflect the diversity in our society just as much as the
variation in climate. There are no laws or rules on clothing, but you must wear certain clothing
for work situations. Most workplaces have dress standards.

Outside of the work situation, clothing is an individual choice; many people dress for comfort,
for the social situation or the weather. Clubs, movie theatres and other places require patrons to
be in neat, clean clothes and appropriate footwear.

Many Australians live close to the beach and the sea. On hot days, they may wear little clothing
on the beach and surrounds. This does not mean that people who dress to go to the beach or
swimming have low moral standards. It means that this is what we accept on and near our
beaches.

People from other countries can choose to wear their national dress. They may be
religious or customary items and include monks' robe, a burga, a hijab or a turban. ¢
As a tolerant society with people from many different cultures, clothing is a part of & 5.
cultural beliefs and practices that is encouraged. |

POLITE BEHAVIOUR

'Please’ and 'thank you' are words that are very helpful when dealing with other people, and
buying goods or services. When asked if you would like something, like a cup of tea, it is polite
to say, 'Yes please', or just 'please' if you would like it, or 'no, thank you' if you do not. When
you receive something, it is polite to thank the person by saying 'thank you'. Australians tend to
think that people who do not say 'please' or 'thank you' are being rude. Using these words will
help in building a good relationship.

Sometimes a sensitive issue may come up in conversation. Not to talk may seem rude. It is
more polite to say 'sorry, it is too hard to explain' than to ignore a question.

Australians often say, 'Excuse me' to get a person's attention and ‘sorry" if we bump into
them. We also say, 'Excuse me' or ‘pardon me' if we burp or belch in public or a person's
home.

You should always try to be on time for meetings and other visits. If you realise you are going
to be late, try to contact the person to let them know. This is very important for visits to
professionals as you may be charged money for being late or if you miss the appointment
without notifying them before the appointment time.

Most Australians blow their noses into a handkerchief or tissue, not onto the footpath. This is
also true for spitting. Many people will also say, '‘Bless you' when you sneeze. This phrase has
no religious intent.
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AUSTRALIAN SLANG

Much common word usage or 'slang' may seem strange to people new to Australia. Slang words
start from many different sources. Some words are shortened versions of longer words. Many
were expressions already used by migrants who came from the north of England. If you are
unsure what an expression means, it is all right to ask the person who said it to explain. Some
common expressions are:

Bring a plate - when you are invited to a party and asked to 'bring a plate', this means to
bring a dish of food to share with your host and other guests. Take the food to the party in
any type of dish, not just a plate, and it is usually ready to serve. This is common for
communal gatherings such as for school, work or a club. If you are unsure what to bring,
you can ask the host.

BYO - when an invitation to a party says 'BYO', this means 'bring your own' drink. If you do
not drink alcohol, it is acceptable to bring juice, soft drink or soda, or water. Some
restaurants are BYO. You can bring your own wine to these, although there is usually a
charge for providing and cleaning glasses called 'corkage'.

Arvo - This is short for afternoon. 'Drop by this arvo,’ means please come and visit this
afternoon.

Fortnight - This term describes a period of two weeks.

Barbeque, BBQ, barbie - outdoor cooking, usually of meat or seafood over a
grill or hotplate using gas or coals. The host serves the meat with salads and
bread rolls. It is common for a guest, when invited to a BBQ, to ask if they
should bring anything.

Snag - The raw type sausages usually cooked at a BBQ. They can be made of
pork, beef or chicken.

Chook - The term chook means a chicken, usually a hen.

Cuppa - a cup of tea or coffee 'Drop by this arvo for a cuppa' means please come and visit
this afternoon for a cup of tea or coffee.

Loo or dunny - These are slang terms for toilet. If you are a guest in someone's house for
the first time, it is usually polite to ask permission to use his or her toilet. 'May I use your
toilet please?' Some people ask, 'Where's the l00?'

Fair dinkum - honest, the truth. 'Fair dinkum?' when used as a question means, 'is it really
true?'

To be crook - to be sick or ill.

Flat out - busy.

Shout - to buy someone a drink. At a bar or a pub when a group of friends meet, it is usual
for each person to 'shout a round’, meaning buy everybody a drink. Each person takes a turn

at buying a 'round'. It is also acceptable to say that you do not drink (alcohol) by saying that
you are a 'teetotaller'. This also means you are not obliged to shout.
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Bloke - a man. Sometimes if you ask for help, you may get an answer to 'see that bloke
over there'.

How ya goin? 'How are you going?' means how are you, or how do you do? It does not
mean what form of transport you are taking. Sometimes it can sound like 'ow-ya-goin-mate'.

For more information on Australian slang visit:
www.cultureandrecreation.gov.au/Zarticles/slang

RESPONDING TO AN INVITATION

What could I be invited to? If you get an invitation to lunch, dinner, barbeque, party,
wedding, birthday, or any type of event you will usually respond with a letter or phone call. The
midday meal is called lunch, and the evening meal is called dinner or ‘tea’. ‘Tea’ can also mean
a cup of tea or 'cuppa'. If invited for tea, the time of the event is a good sign of whether your
host means dinner or just a cup of tea. An invitation to tea, for anytime after 6pm (1800 hours)
usually means dinner.

How are invitations made? Invitations can be written or spoken. Written ones usually ask for
RSVP, (which is respondez s'il vous plait in French) and means please reply. You should reply
whether you intend to go or not. The invitation will tell you how to reply and when the reply is
expected. Your host may be specific about how many people are invited. If your host invites the
whole family, you should tell your host how many people would go. Usually a family is the
parents and their children.

What if 1 do accept an invitation? When you accept an invitation to a meal, it is also usual to
tell the host what you cannot eat. It is perfectly okay to say that you are a vegetarian and do
not eat meat or that you are Muslim or Jewish and do not eat pork. It is not polite to arrive late
and you should make a telephone call to your host to explain if you are going to be late.

What if 1 cannot accept an invitation? You may not always be able to accept an invitation.
The best way to refuse is to say, 'thank you, unfortunately I/we have other plans at that time'.
To say that you are too busy may seem extremely rude, even if it is true. Once you accept an
invitation, you should only cancel if something arises where you cannot go. You should also
explain the reason to your host. To cancel because you got a better invitation from somewhere
else can seem very rude, and can affect new friendships. Sometimes it is best not to accept an
invitation right away and to ask your host whether they would mind if you check your plans and
reply to them later.

(Source: Department of Immigration & Citizenship)
Tipping

Tipping is not generally expected or practiced in Australia. This is because throughout Australia,
service industry staff are covered by minimum wage laws and therefore do not rely on tips for
their income. However, it is acceptable to leave a small amount (perhaps 10%) should you feel
you have received exceptional service.
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Public Holidays & Special Celebrations: -

Australians hold certain days each year as special days of national meaning. We may recognise
the day with a holiday for everyone or we can celebrate the day as a nation with special events.
Most States and Territories observe some of the public holidays on the same date. They have
others on different dates or have some days that only their State or Territory celebrates. In
larger cities, most shops, restaurants and public transport continue to operate on public
holidays. In smaller towns, most shops and restaurants close.

NEW YEAR

Australians love to celebrate New Year. There are festivals, celebrations and parties all over the
country to welcome in the New Year. Sydney Harbour and Sydney Harbour Bridge have become
synonymous with New Year celebrations in Australia the fireworks display is considered to be
one of the best in the world. January 1 is a public holiday.

AUSTRALIA DAY
Australia Day, January 26, is the day we as a people and place celebrate

our nationhood. The day is a public holiday. The day marks the founding of
the first settlement in our nation by European people.

EASTER

Easter commemorates the resurrection (return to life) of Jesus Christ following his death by
crucifixion. It is the most significant event of the Christian calendar.

In addition to its religious significance, Easter in Australia is enjoyed as a four-day holiday
weekend starting on Good Friday and ending on Easter Monday. This extra-long weekend is an
opportunity for Australians to take a mini-holiday, or get together with family and friends.
Easter often coincides with school holidays, so many people with school aged children
incorporate Easter into a longer family holiday. Easter is the busiest time for domestic air travel
in Australia, and a very popular time for gatherings such as weddings and christenings.

EASTER TRADITIONS

Shrove Tuesday or Pancake Day: Shrove Tuesday is the last day before Lent. In earlier
days there were many foods that observant Christians would not eat during Lent such
as meat and fish, eggs, and milky foods. So that no food was wasted, families would
have a feast on the shroving Tuesday, and eat up all the foods that wouldn't last the
forty days of Lent without going off.

Pancakes became associated with Shrove Tuesday because they were a dish that could use
up perishable foodstuffs such as eggs, fats and milk, with just the addition of flour.
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Many Australlan groups and communltles make and share pancakes on Shrove Tuesday.
Selling pancakes to raise money for charity is also a popular activity.

Hot Cross Buns: Hot cross buns are sweet, spiced buns made with dried fruit and
leavened with yeast. A cross, the symbol of Christ, is placed on top of the buns, either
with pastry or a simple mixture of flour and water. The buns are
traditionally eaten on Good Friday; however in Australia they are
available in bakeries and stores many weeks before Easter.

A recent variation on the traditional fruit bun has become popular in
Australia. A chocolate version is made with the same spiced mixture,
but cocoa is added to the dough and chocolate chips replace the dried
fruit.

Easter Eggs: Eggs, symbolising new life, have long been associated with the Easter
festival. Chocolate Easter eggs are a favourite part of Easter in Australia. Some families
and community groups organise Easter egg hunts for children in parks and recreational
areas. Easter eggs are traditionally eaten on Easter Sunday, however stores start
stocking Easter treats well before the Easter holiday period.

The Easter Bunny: Early on Easter Sunday morning, the Easter Bunny 'delivers'’
chocolate Easter eggs to children in Australia, as he does in many parts of the world.

The rabbit and the hare have long been associated with fertility, and have therefore been
associated with spring and spring festivals. The rabbit as a symbol of Easter seems to have
originated in Germany where it was first recorded in writings in the 16th century. The first
edible Easter bunnies, made from sugared pastry, were made in Germany in the 19th
century.

ANZAC DAY

Anzac Day is on April 25 the day the Australian and New Zealand Army Corps
(ANZACQC) landed at Gallipoli in Turkey in 1915 during World War 1. This day is set
apart to hold dear the memory of those who fought for our nation and those who
lost their life to war. The day is a public holiday. We remember with ceremonies,
wreath laying and military parades. You will find that many towns have an
ANZAC Day parade and ceremony culminating in the laying of memorial wreaths at a monument
or war memorial. These services can be very moving and a wonderful way of experiencing
some Australian National pride, as the memories of our fallen soldiers are commemorated.
Many Australians attend the National War Memorial in Canberra, or a War Memorial in one of the
Capital Cities around Australia for either the traditional “Dawn Service”, which commemorates
the landing of the ANZACS at Gallipoli in the dark and dawning of that day, or another service
usually commencing around mid-morning with a parade of returned armed forces representing
all Australians who have fought in war. As Australia is such a multi-cultural country, these days
it is common to see many other countries also represented in these parades.

ANZAC Day is the only day of the year where it may also be possible to attend an RSL (Returned
Servicemen’s League) Club to experience a traditional game of “TWO-UP”. A game of chance
played by the ANZACS where money is waged on the toss of three coins for a resulting
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combination of 2 out of 3 being either heads or tails. RSL clubs are crammed with returned
soldiers and their families and friends on this day - the atmosphere is one of “"mate-ship” and
friendliness to all and the experience of a game of two-up is @ memorable one.

LABOR DAY

Labor Day is celebrated on different dates throughout Australia. As elsewhere in the world,
Labor Day originated in Australia as a means of giving ‘working people’ a day off and
recognising the roots of trade unionist movements and workers’ rights.

QUEEN’S BIRTHDAY

The Queen's Birthday holiday celebrates the birthday of Queen Elizabeth II who is not only
Queen of the United Kingdom but also Queen of Australia, where the Queen's Birthday is a
public holiday celebrated on a Monday but on different dates. Having the Queen's Birthday on a
Monday, results in a three-day long weekend.

MELBOURNE CUP DAY

The Melbourne Cup is a 2 mile international horse race run on the first Tuesday of November
each year attracting the finest racehorses from around the world. Known as the “race that
stops a Nation” due to a Public Holiday being declared in metropolitan Melbourne in its home
State of Victoria, and most of the nation whether at work, school or home, stopping to watch
the race broadcast on television. In other places, and mainly in the workplace, many people
have a celebratory “"Cup Day Breakfast”, lunch, party or barbeque to celebrate Melbourne Cup.
It is traditional to run a “Cup Sweep” where everyone wages an amount per horse to create a
total prize pool. The names of the horses entering the race are drawn and matched one by one
to the list of people waging money. After the race is won, the prize pool is divided into amounts
for 1, 2", & 3™, and usually a small amount for last place, or horses scratched due to injury
just before the race. The Melbourne Cup forms part of the “Spring Racing Carnival” which
attracts celebrities from around the world. Women dress in their best outfits; hats are definitely
the order of any day, gentlemen in suits of all sorts, and assorted other costumes. It's a very
colourful time to be in Melbourne.

T

=

I=a
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CHRISTMAS

Christmas is celebrated in Australia on 25 December. Christmas is the celebration of the birth of
Jesus Christ. Christians believe that Jesus is 'the son of God', the Messiah sent from Heaven to
save the world.

The heat of early summer in Australia has an impact on the way that Australians celebrate
Christmas and our English heritage also has an impact on some northern hemisphere Christmas
traditions which are followed.

In the weeks leading up to Christmas houses are decorated; greetings cards sent out; carols
sung; Christmas trees installed in homes, schools and public places; and children delight in
anticipating a visit from Santa Claus. On Christmas Day family and friends gather to exchange
gifts and enjoy special Christmas food. Australians are as likely to eat freshly
caught seafood outdoors at a barbeque, as to have a traditional roast dinner
around a dining table.

Many Australians spend Christmas out of doors, going to the beach for the day,
or heading to camping grounds for a longer break over the Christmas holiday
period. There are often places which have developed an international reputation
for overseas visitors to spend Christmas Day in Australia. One such example is for visitors who
are in Sydney at Christmas time to go to Bondi Beach where up to 40,000 people visit on
Christmas Day.

Carols by Candlelight have become a huge Christmas tradition in Australia. Carols by
Candlelight events today range from huge gatherings, which are televised live throughout the
country, to smaller local community and church events.

Christmas in Australia is also associated with two major sporting events:

The Boxing Day Test: December 26 is the opening day of the traditional 'Boxing Day Test'
at the MCG (Melbourne Cricket Ground) between the Australian Cricket Team and an
international touring side. It is the most anticipated cricket match each year in world
cricket, and tickets are usually sold out months in advance.

The Sydney to Hobart Yacht Race: the “"Sydney-to-Hobart” is Australia’s most prestigious
yachting race and on the calendar of international yacht racing, and begins 26 December in
beautiful Sydney Harbour.

(Source: Australian
Government - Culture and
Recreation Portal)
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Sports & Recreation:
The Gold Coast is Australia’s sixth largest city and has a wide range of sporting organizations,
clubs and grounds. Information on what is available can be found through the link below:

http://www.advicebureau.org.au/community-quide

Clubs & Organisations:
Wherever you are staying on the Gold Coast nearly every suburb has its own RSL or Leagues
club of some description, so you'll never be far from the action.

Surf Clubs are also found in great abundance throughout the coast and usually all offer a great
seafood platter and an even better view.

These sorts of clubs often have cheap joining fees, give members discounts on food and drinks
and serve very competitively priced drinks and food.

Entertainment:
The Gold Coast is a major Australian and International Tourist destination which means that
there is wide range of entertainment options, from theme parks, night clubs, art galleries,
historical sites to natural wonders and stunning beaches.

http://www.goldcoastaustralia.com/tourist-attractions.html

Eating Out:
The Gold Coast has a wide range of restaurants to select from and there is something for most

tastes and budgets. Some take-away restaurants offer home delivery but there will be a limited
delivery area and a delivery fee that will need to paid as well as often a minimum order amount.

To find out about the wide range of restaurants available visit the link below:

http://www.goldcoastaustralia.com/gold-coast-dining.html

Religion & Faith:
A wide range of churches and religious services are also available in the local community and
specific information can be detailed at:
http://www.advicebureau.org.au/community-guide/RELIGION+-+PHILOSOPHIES

Where to Find Out What's Going On:
Visit this web site to find links to all the activities available on the Gold Coast.
http://www.goldcoastaustralia.com/things-to-do.html
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Australia has the highest rate of skin cancer in the world. In fact, one in every two Australians
will be diagnosed with skin cancer at some point during their lifetime. The good news is, it can
be prevented. By minimising your exposure to the sun’s damaging ultraviolet radiation (UVR),
you can protect your skin and prevent the development of skin cancer.

Sun Safety:

SUN PROTECTION

Skin cancer and skin damage are caused by being exposed to the sun’s harmful ultraviolet
radiation (UVR). The key to preventing skin cancer is to protect your skin from the sun by
practising sun safe behaviours.

There are six simple steps you can follow to reduce your risk of skin cancer and protect your

skin:

1. Minimise your time in the sun between 10am and 3pm

2. Seek shade

3. Wear suitable clothing that provides good sun protection

4. Choose a broad brim, legionnaire-style or bucket-style hat that will

protect your face, neck and ears

v

Wear UV protective sunglasses
6. Apply SPF 30+ broad spectrum, water-resistant sunscreen 20 minutes

before you go out into the sun.

Beach Safety: J) f
- Swim BETWEEN THE FLAGS

Understanding the ocean is very important - the more you know about how waves, wind and
tides affect conditions in the water, the better able you are to keep yourself safe, or even rescue
others, from danger. Recognising danger signs and awareness of surf conditions is an essential
part of lifesaving.

REMEMBER THE F-L-A-G-S AND STAY SAFE

F Find the flags and swim between them - the red and yellow flags mark the

safest place to swim at the beach.

L Look at the safety signs - they help you identify potential dangers and daily

conditions at the beach.

A Ask a surf lifesaver for some good advice - surf conditions can change quickly so talk to a surf

lifesaver or lifeguard before entering the water.
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G Get a friend to swim with you - so you can look out for each other's safety and get help if

needed. Children should always be supervised by an adult.

S Stick your hand up for help - if you get into trouble in the water, stay calm, and raise your

arm to signal for help. Float with a current or rip - don't try and swim against it.

And remember - NEVER

Never swim at unpatrolled beaches

Never swim at night

Never swim under the influence of alcohol

WARD

Never run and dive into the water S i

Never swim directly after a meal

THE SURF ENVIRONMENT

RIPS

A rip is a strong current running out to sea. Rips are the cause of most rescues performed at
beaches. A rip usually occurs when a channel forms between the shore and a sandbar, and large
waves have built up water which then returns to sea, causing a drag effect. The larger the
surf the stronger the rip. Rips are dangerous as they can carry a weak or tired swimmer out
into deep water.

IDENTIFYING A RIP

The following features will alert you to the presence of a rip:
darker colour, indicating deeper water

murky brown water caused by sand stirred up off the
bottom

smoother surface with much smaller waves, alongside white
water (broken waves)

waves breaking further out to sea on both sides of the rip
debris floating out to sea

a rippled look, when the water around is generally calm
Surf Skills

ESCAPING FROM A RIP

If you are caught in a rip:
Don't Panic - stay calm

If you are a strong swimmer, swim at a 45 degree angle across the rip and in the same
direction as the current until you reach the breaking wave zone, then return to shore
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If you are a weak or tired swimmer, float with the current, don't fight it. Swim parallel to
the shore for about 30 - 40m until you reach the breaking wave zone, then swim back to
shore or signal for help.

Remember to stay calm and conserve your energy.

NEGOTIATING THE SURF

Before entering the surf, always make note of a landmark such as a building or headland that
can be seen from the water and used as a guide for maintaining a fixed position. Also check the
depth of any gutter and the height of any sandbank before diving under waves - this will help
prevent spinal injury.

When going out through the surf, negotiate the shallows by a high hurdle type of stride until the
breakers reach your waist or until your progress is slowed.

Waves of any size and force should not be fought against and should be negotiated by diving
underneath, giving you time to reach the bottom and lie as flat as possible on the sand while
the wave passes over.

Your hands can be dug into the sand in front at arm's length for stability and as a pull forward
when ready to surface.

If the water is deep enough, bring your knees up under your body so you can get a good push
off the bottom, like an uncoiling spring. This gives added force to your next dive. Repeat this
process until in chest-deep water, then start swimming.

If a broken wave approaches when the water is not too deep, dive down and run or crawl along
the bottom. In deep water, do not use extra energy trying to reach the bottom; instead
duckdive to just below the turbulence. Wait for the wash to pass and then push or kick to the
surface (off the bottom, if possible).

Stick to your predetermined path on the swim out.

Check your position by occasionally raising your head for a quick look
when swimming on top of a swell.

(

Australia has many extraordinary and beautiful places to explore. If you are going on a trip, travel
with other people, make sure someone knows where you are at all times and stay on a road or a
walking track.

Source: Surf Lifesaving Australia)

IN THE BUSH
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Be prepared if you plan some time in our bushland. Plan your hike. Always tell someone where
you are going and what time you expect to return. Let them know when you return safely.

Check the weather forecast and be prepared for unexpected changes in weather.
Check the length and degree of difficulty of your planned walk. Consider using a local guide
when taking long or difficult walks.

When walking or exploring outdoors drink plenty of water (allow at least one litre of water per
hour of walking). Wear sturdy shoes and socks, a hat, sunscreen lotion, comfortable clothing
and insect repellent. Other handy items for long bushwalks include food, warm clothing, first
aid supplies, a torch and a map.

Never walk alone. Read maps and signs carefully. Stay on the track and stay behind safety
barriers.

Never dive into a rock-pool, creek, lake or river. Stay away from cliff edges and waterfalls.
Do not feed or play with native animals. You might get bitten or scratched.

Limit your use of fire. Use a fuel stove for cooking and wear thermal clothing to keep warm.
Never leave fires unattended or unconfined.

Visit the ranger station or park information centre to obtain details on the best places to visit
and any additional safety tips for that park.

ADVICE FOR MOTORISTS CAUGHT IN BUSH FIRES

Bush fires are common occurrences in Australia during our often long hot summers. If you are
in smoke and fire-affected areas, you should stay off the roads. If you must get in the car, put
your headlights on, dress in protective clothing and footwear and make sure you take food and
water - you could be stuck for long periods if your journey is blocked by road closures. Turn
the car radio on and keep it tuned to local stations for bush fire updates

If you are caught in the middle of a bush fire, park the car immediately and remain calm
Look for a clear area, preferably off the road. Areas clear of grass or bush are safest -
they will not sustain fires of high intensity

Do not leave the vehicle. Many people have lost their lives by exiting the vehicle only to
be trapped on foot in the open. Your vehicle will help protect you from radiant heat, the
chief danger

Switch the ignition off. It is unlikely that a vehicle’s fuel tank will explode from the heat
of a passing bush or grass fire

Close all windows and vents or turn vents to recycle

Put the headlights on so that the car is as visible as possible, especially to fire tankers
Everyone must get down on the floor, below window height and cover all exposed skin
with a wool or cotton blanket. Do not use synthetics, which may give off toxic vapours or
melt

Stay in the vehicle until the fire front has passed. Generally this will take between 30
seconds and one minute. During this time it will be hot, noisy and frightening. It will last
a short time even though it may seem longer

If you have water, drink it
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Never attempt to drive through smoke or flame. Crashes can occur when drivers run off
the road, striking trees or other cars

Once the fire front has passed, exit the vehicle and inspect it for damage before
proceeding

Do not proceed until you are satisfied that the fire has passed and that you are not likely
to be trapped a second time

Falling trees and branches are a hazard during and after intense fires. Do not park or
drive under trees

Exit the area as quickly as possible. Remember fire vehicles may be trying to enter the
area and your presence may hinder fire fighting operations.

(Source: NRMA)

Australia’s outback is vast. Our remote wilderness areas have few towns and facilities, often
with large distances between them, so be aware and plan your trip.
When planning each day of travel spend some time to calculate how long it
will take to drive between destinations. Be realistic about how far you can
drive in a day.
Inform family and friends or the local police of your travel plans. The local

police can also provide helpful advice on facilities and road conditions.
Always carry a current road map.

Make sure your vehicle is in good working order and has been serviced recently.

Use a four-wheel drive vehicle on unsealed roads in remote areas. Take extra care when
driving these vehicles. For example, drive at reduced speeds on unsealed roads.

Always carry a spare tyre, tools and water. If travelling to remote areas off major highways
take extra food, water, fuel and tyres. Do not overload your vehicle and never carry spare
fuel inside an enclosed vehicle.

If you have trouble with your vehicle, don’t leave your vehicle because it will
provide you with shade and protection from the heat. Wait for help to come to you.
Hire appropriate emergency communication equipment, such as a satellite phone or an
Emergency Position Indicating Radio Beacon device (EPIRB).

Obey road closure signs and stay on recognised routes.

Fires in desert and bush areas can spread very quickly. If required, be prepared to evacuate
the area immediately.

Australian wildlife and livestock often graze on the roadside and can stray onto the road. Be
very careful when driving at sunrise, sunset and at night, when animals are most active. If an
animal crosses in front of you brake gently, do not swerve wildly to avoid it.

During daylight hours always drive with your headlights on low beam, as outback conditions
can make it difficult to see oncoming vehicles.

(Source: Visit Victoria. com)
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Storm Safety:

Storms can happen anywhere and at
any time of the year. Storms are
more common during storm season
— from October to the end of April,
but it is important to be aware all
year round.

Severe storms can cause major
damage. They may be accompanied
by torrential rain, strong winds,
large hailstones, loud thunder and lightning. Storms can cause flash flooding, unroof buildings,
and damage trees and powerlines.

You can also be indirectly affected by storms even if your property is not damaged; such as
loosing power, or access roads being cut.

"~ The SES is responsible for managing the clean-up and helping people during and
after a storm.

During a storm, there are some things you can do to stay safe:

Stay indoors and away from windows.
Unplug sensitive electrical devices like computers, televisions and video recorders.
Listen to your radio for weather updates.

Don't use a landline telephone during an electrical storm

If you are caught outside during storm

Get inside a vehicle or building if possible.
If no shelter is available, crouch down, with your feet close together and head tucked in.

If in a group - spread out, keeping people several metres apart.

Dangerous Animals & Plants:

Australia is home to a variety of native animals. Even if they seem friendly to you, do not touch or
feed them - they are not used to close contact with humans and may hurt you

If you are visiting any of Australia’s beautiful parks or forests:

Be wary of animals in their natural habitat. Stay well back from goannas, crocodiles,
shakes, dingoes, cassowaries, and also wild pigs, cattle, horses and buffaloes. People have
been seriously injured or killed by wild animals. Be very careful about approaching any
injured animal, such as kangaroos or possums. They are likely to bite and scratch if you
attempt to touch or move them.
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Never feed or play with wildlife. Native animals are by nature timid, however, having
been provided food from people, may become aggressive in pursuit of food. You may get
bitten or scratched. In addition, human foods may be harmful to native animals.

In the warm waters of Tropical Queensland (Rockhampton and further north):
Take care to avoid marine stingers.
Do not enter water where crocodiles may live.

BITES AND STINGS

The majority of insects in Australia are not harmful to humans. Some insects bite and sting if
they are threatened so it is best to avoid touching them if you want to avoid being stung or
bitten.

The Australia-wide Poisons Information Centres have a common telephone number:
131 126.

Some people are allergic to certain insect bites or venom. In the case of an allergic reaction to
bites or stings, medical attention should be sought immediately. Call a doctor or hospital for
guidance, or 000.

Anaphylaxis — allergic reactions

Anaphylaxis is a severe allergic reaction that can occur in sensitive individuals from
exposure to any chemicals foreign to the body, including bites and stings, plants, or
medications. Parts of the body, for example the face or throat swell up so much that the patient
can't breathe. In severe cases the patient may go into shock within a few minutes and the heart
can stop. For any patient who shows signs of anaphylaxis, call 000 for an ambulance,
and have the patient taken immediately to the emergency department of the nearest
hospital.

GENERAL FIRST AID FOR BITES AND STINGS

For bites or stings from these creatures seek first aid assistance straight away, stay calm, and as immobile
as possible.

all species of Australian snakes, including sea snakes
funnel web spiders
blue ringed octopus
cone shell stings
For all other bites and stings: Seek or apply basic first aid.
Wash with soap and water and apply an antiseptic if available
Ensure that the patient's tetanus vaccination is up to date

Apply an ice-pack to reduce local pain and swelling
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Pain relief may be required eg. paracetamol or an antihistamine (to reduce swelling, redness and
itch)

The patient should seek medical advice if they develop any other symptoms or signs of infection.

www.health.qgld.gov.au/poisonsinformationcentr

Road Rules

If you are going to drive in Australia, no matter whether you are an experienced driver and have
an international drivers’ licence or not, YOU MUST KNOW THE ROAD RULES before you
attempt to drive (even 10 metres)! Many lives are lost on Australian roads every year and
international visitors are at high risk! If you come from a country where you drive on the
opposite side of the road to Australia it is sometimes helpful to have a companion drive with you
to ensure you both take note of traffic conditions and signs until you are more familiar with
driving on the left side of the road. A handy tip is not to think of it as the other side of the road,
but to think that the “white line” (or centre dividing line on the road) is on your side as the
driver, just as it is in all countries. It is recommended that you take one or two driving lessons
in Australia before you begin to drive here on your own.

OWNING A CAR
Registration:

Any motor vehicle you own must be registered before you drive it on the road. You must
register it in your name and provide the State car registration board with your driver’s licence
details and your residential address in Australia.

Insurance:

It is recommended that you have car insurance if you own a car, this will protect you if you have
an accident that is your fault as it will help pay for any damage you may have caused to your
car or another car.

SPEED

There are very obvious reasons for having speeding and traffic rules. The risk of being involved
in an accident increases with the speed a vehicle is being driven because there is less time to
react, less control of the vehicle and the distance needed to stop is longer. The higher the
speed a vehicle is travelling when it hits a pedestrian, the greater the chance of a fatality
occurring. Speed Kills.

MOBILE PHONES AND DRIVING

The use of mobile phones when driving is dangerous, against the law if it's not hands-free,
and potentially fatal. This applies to sending or receiving text messages as well as calls.
Operating a mobile phone while driving makes you nine times more likely to be killed in a
collision. Police actively target the use of mobile phones by motorists. Fines are considerable
and demerit points penalties do apply. You should be aware of how to legally use a mobile
phone while driving.

Demerit Points Scheme

The Demerit Points Scheme is a national program that allocates penalty points (demerits) for a
range of driving offences. The scheme is designed to encourage safe and responsible driving.
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Along with financial penalties, demerit points provide a strong incentive to drive within the law.
Different offences have a different number of demerit points. A complete list of all offences,
demerit points and fines can be downloaded from the related links section.

(Source: Roads and Traffic Authority, NSW)

LICENCE REQUIREMENTS

In most States/Territories of Australia if you hold a current driver licence from another country,
you are allowed to drive on your overseas licence as long as:

You remain a temporary overseas visitor
Your overseas licence remains current
You have not been disqualified from driving in that State or elsewhere and

You have not had your licence suspended or cancelled or your visiting driver privileges
withdrawn.

Most overseas visitors are not required to obtain an Australian licence if you comply with these
conditions and can continue to prove your genuine visitor status to State Police if required.

Note: If you are a licence holder from New Zealand, you must obtain an Australian driver
licence within three months of residing in Australia or you must stop driving.

When driving in QLD you must carry your overseas driver licence. Your licence must be written
in English or, if the licence is not in English, you must either carry an English translation or an
International Driving Permit.

If you are a temporary overseas visitor and you wish to obtain an Australian licence seek advice
from your local Police Station.

DRINKING ALCOHOL AND DRIVING

If you are going to drink alcohol, don't drive. If you are going to drive, don't drink
alcohol. Anything else is a risk, not only to you, but also to other motorists and pedestrians.
Alcohol is involved in about one-third of all serious motor vehicle accidents. As the level of
alcohol increases in your body, you have more risk of being involved in an accident. Driving
with a blood-alcohol content above the legal limit is dangerous to others as well as
yourself and severe legal penalties apply. If you are above the prescribed blood alcohol
content level, as the level of alcohol in your body increases, so does the severity of your fine
and/or jail term.
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L]
BLOOD ALCOHOL CONCENTRATION (BAC) LEVELS

The blood alcohol concentration (BAC) is the amount of alcohol in the bloodstream. A BAC of
0.05 means you have 0.05 grams of alcohol in every 100ml of your blood. As the liver
metabolises alcohol at around one standard drink per hour, the BAC level drops unless more
alcohol is consumed. BAC is measured with a breathalyser, or by analysing a sample of blood.

Factors Affecting your BAC
The more you drink, the higher your BAC. But two people who drink the same amount might
register quite different BACs. There are many factors that will affect this, including:

Body size: A smaller person will have a higher BAC than a larger person because the
alcohol is concentrated in a smaller body mass.

Empty stomach: Someone with an empty stomach will reach a higher BAC sooner than

someone who has just eaten a meal. Food in the stomach slows down the rate at which

alcohol passes into the bloodstream.

Body fat: People with a lot of body fat tend to have higher BACs because alcohol is not

absorbed into fatty tissue, so alcohol is concentrated in a smaller body mass.

Women: After drinking the same amount of alcohol, a woman will almost always have a

higher BAC than a male.

Because of all these variable factors, counting the number of standard drinks you consume can
only give a rough guide to your BAC. For more detailed information about alcohol and how it

effects you, please see the Australian Drug Foundation website: www.druginfo.adf.org.au .

Drinking Limits Advice
To stay below 0.05 BAC, drivers are advised to limit their drinking to:

For men: No more than two standard drinks in the first hour and no more than one

standard drink every hour after that.

For women: No more than one standard drink in the first hour and no more than one every

hour after that.
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RANDOM BREATH TESTING (RBT)

Random breath testing of drivers for blood alcohol levels and drug use is common at any time of
the day or night. Police officers have the right to stop any vehicle at any time and require the
driver to supply samples for screening. Any person driving a motor vehicle is required by law to
have less than a specified amount of alcohol in their blood. If a driver exceeds the level which
applies to them the driver has committed an offence.

INCREASED RISK OF
ACCIDENT

AN

It is safest not to drink alcohol at all if you are going to drive. The more alcohol you have in
your body, the more risk you have of being involved in an accident.

At 0.05% Blood Alcohol Content (BAC), your risk of being involved in a road accident is
double that of a 0.00% reading.

At 0.1% BAC your risk is more than seven times as high of being involved in a road accident,
than at 0.00%.

At 0.15% your risk increases to 25 times that of driving at 0.00%.

DON’'T DRINK & DRIVE!

(Source: Australian Federal Police)

§ e : =

Version: 3 Ref: International Student Handbook 2011 AICD.docx
11/2010 Page 88



Alcohol, Smoking, & Drugs

ALCOHOL

Alcohol use is legal for those aged 18 years or over. There are laws governing how alcohol may
be used in each State and Territory of Australia.

STANDARD DRINKS

The use of standard drinks can help people to monitor their alcohol consumption and exercise
control over the amount they drink.

Different types of alcoholic drinks contain different amounts of pure alcohol. A standard drink is
defined as one that contains 10 grams of pure alcohol.

These are all equal to approximately one standard drink:

A middy of beer (285ml) = a nip (30ml) of spirits = a small glass (100ml) of wine = a small
glass (60ml) of fortified wine such as sherry.

Amiddy of beer  Anip (30ml} A small glass Acsmall glass
2a5mil of spirts (100ml)jef wine  {80ml}) of fortified
wing such

as shery

Please keep in mind:

Some hotels don't serve standard drinks - they might be bigger. Large wine glasses can hold
two standard drinks - or even more!

Drinks served at home often contain more alcohol than a standard drink.

Cocktails can contain as many as five or six standard drinks, depending on the recipe.

Pre mixed bottled drinks often contain more alcohol than a standard drink.

SMOKING

Australian law makes it an offence to sell or supply tobacco products to a person under the age
of 18 years. It is illegal for anyone under 18 to purchase tobacco products. There are also a
number of laws regulating and restricting the advertising, promotion and packaging of tobacco
products. Regulations have been introduced to restrict smoking in public areas such as
shopping centres, hotels, restaurants and dining areas, and in some workplaces.
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By law and popular demand the Queensland Government has the nation's toughest anti-
smoking laws.

Laws in Queensland include smoking bans for indoor and outdoor public places, as well as tough
restrictions on retail advertising, display and promotion of tobacco products.

These laws are reducing the public’s exposure to environmental tobacco smoke, contributing to
a culture that supports smokers trying to quit, and discouraging young people from taking up
the habit.

For more information on Queensland's existing tobacco laws, call the Government call centre on
13 13 04.

DRUGS

Each State and Territory has laws governing the manufacture, possession, distribution and use
of drugs, both legal and illegal. Drug laws in Australia distinguish between those who use drugs
and those who supply or traffic drugs. The Federal Customs Act covers the importing of drugs,
while each State has laws governing the manufacture, possession, distribution and use of drugs,
both legal and illegal.

DANGER: Drink Spiking! Whether you are drinking alcohol or not, keep your drink close to
you and watch it at all times. Drink spiking (putting extra alcohol or other drugs into a person’s
drink without their knowledge) is an unfortunate risk to people who are out trying to have a
good time. Drink spiking can happen to anyone: male or female, young or old whether they are
drinking alcohol or not. Never accept an open container of drink if you did not see it being
poured and if you suspect you or your friends have had a drink spiked, call 000 (zero zero
zero) immediately to report it and get help.

(Source: Australian Drug Foundation)
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ACRONYMS & ABBREVIATIONS

Australian Institute of
Fashion Design

Also referred to as the Institute and AIFD.

Australian Institute of
Beauty Therapy

Also referred to as the Institute and AIBT

Australian Institute of
Creative Design

Also referred to as the Institute and AICD

Australian Institute of
Make-Up and Styling

Also referred to as the Institute and AIMS

CoE

Confirmation of Enrolment

CRICOS Commonwealth Register of Institutions and Courses for
Overseas Students

DEEWR Australian Government Department of Education,
Employment and Workplace Relations

DIAC Australian Government Department of Immigration and
Citizenship

ELICOS English Language Intensive Courses for Overseas Students

ESOS Act Education Services for Overseas Students Act 2000

ESOS Regulations

Education Services for Overseas Students Regulations 2001

PRISMS

Provider Registration and International Students Management
System

DEFINITIONS & GLOSSARY OF TERMS

Assessment

The process of collecting evidence and making
judgements on the nature and extent of progress
towards, and achievement of, performance requirements
set out in unit of competency.

Authorised Person

A designated staff member of the Australian Institute of
Creative Design, appointed by the CEO, to perform the
duties as specified in each instance of the Student Rules.

Award

Formal certification recognising that learning
outcomes/competencies required for a programme have
been met.

Blended Learning

Delivery of units that blend computer usage with face-to-
face delivery

CEO

Chief Executive Officer of Australian Institute of Creative
Design

Clustered Courses/Units | Courses/Units with the same Start of Study and

Completion of Study dates, delivered concurrently as a
‘clustered’ group

Competency

Comprises the specification and consistent application of
knowledge and skills against the standard of performance
required in employment as described in the relevant
curriculum document/training package.

Competency-based
Assessment

Assessment undertaken and a result awarded based on
competency achieved or competency not yet achieved.

Competency-based
Training (CBT)

A form of education and training which aims to produce a
workforce with the skills and knowledge required by
industry or commerce. It focuses on what a learner can
do as a result of the education and training.
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Confirmation of A document, provided electronically, which is issued by
Enrolment (CoE) the registered provider to intending overseas students
and which must accompany their application for a student
visa. It confirms the overseas student’s eligibility to enrol
in the particular course of the registered provider
Content Expert A formally qualified assessor/Trainer/ Assessor who-
Satisfies the established requirements for assessing in
a particular area and level of competency;

Knows the competency standards or learning
outcomes to be demonstrated;

Knows current industry practices for the job or role
against which performance is being assessed.
Course/Unit (of A specific learning segment, complete in itself, which
Competency) deals with one or a number of elements of competency
expressed as learning outcomes. A course/unit must be
capable of being separately assessed and be capable of
standing on its own.

Course Credit Exemption from enrolment in a particular part of the
course as a result of previous study, experience or
recognition of a competency currently held. Includes
academic credit and recognition of prior learning

Course Progress The measure of advancement within a course towards the
completion of that course irrespective of whether course
completion is identified through academic merit or skill
based competencies

Deferred An assessment/examination given to a student who has,
Assessment/Examination | through circumstances beyond their control, been unable
to meet the assessment/examination requirements within
the original period specified.

Education Agent A person or organisation (in or outside Australia) who
recruits overseas students and refers them to education
providers. In doing so, the education agent may provide
education counselling to overseas students as well as
marketing and promotion services to education providers
Equity Essentially defined as fairness. For the Student Rules, it
means people are provided with the opportunity to
access, participate and successfully achieve their desired

outcomes.
Exceptional Examples of exceptional circumstances:
Circumstances All students: Verifiable illness or injury that prevents the

student’s ability to study.

International students: immediate maternal/paternal
grandparent/s, parent/s, sibling/s (off-shore) suffer a
serious illness, or are subject to civil, military or political
disturbance/s, requiring the student’s return to their
home country.

Fees and Charges Any fee or charge for instruction, assessment or other
services provided in or by the Australian Institute of
Creative Design.

Formal Study Education or training obtained in a Recognised Training
Organisation (RTO).
International Student A student who is residing in Australia who is not an

Australian citizen.
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Mutual Recognition A commitment that the Institute will recognise the AQF
(Australian Qualification Framework) qualifications issued
by other RTO (Recognised Training Organisation) within
Australia.
Outcomes (learning) The competency to perform the activities within an
occupation or function to the standards expected in
employment.
Premises In the context of these rules the following constitute the
institute’s premises:-
Any part of the complex where the Institute
operates from,
Any part of a building or structure
Procedural Matter A dispute or question relating to the academic processes
or procedures adopted in, arriving at, or reaching an
academic decision.
Recognition of Prior The acknowledgement of a student’s current skills and
Learning (RPL) knowledge obtained through:
Life experience and/or
Education and/or
Work experience and/or
Previous training

Result of Assessment A formal statement issued by the Institute to a student
recognising results for one or more courses/units.
Special Consideration Specific, peculiar or out of the ordinary facts or

circumstances taken into account in the decision,
assistance or assessment processes.

Student Any person who is enrolled with the AICD or who is
attempting enrolment with the Institute.

Submitted Presented for consideration or decision either hardcopy or
via electronic media format.

Supplementary In addition to competency based assessment and

Assessment considered after competency has been achieved. A result

awarded (Distinction, Credit) based on assessment and
commitment to study.

Teacher/Trainer/ A person who provides systematic information, instruction
Assessor or training about a subject or skill.
Training Package A set of nationally endorsed standards, guidelines and

qualifications for training, assessing and recognising
people’s skills, developed by industry to meet the training
needs of an industry or group of industries.

Transfer Credit A process to formally recognise a student’s achievement
in previous study against units in their current study.
Transfer credit can only be granted if equivalence
between their previous study and their current study can
be determined through a formal process.
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Getting to AICD Campus
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Address
14/475 Scottsdale Drv, Varsity Lakes, Gold Coast QLD 4227 *

* As of the 1st of July 2009 our street name officially changed from Casua Drive to Scottsdale
Drive. To find us in older street directories or navigators please look for 14/84 Casua Drive,
Varsity Lakes.

Please note there has been a lot of road works in our area and most street directories

are now incorrect due to a number of road changes in our area.
Public Transport

The Gold Coast campus is located within walking distance from the new Varsity Lakes train
station and is approximately a 5 minute drive from Robina Town Centre.

The area is serviced by 2 Surfside buses:

O Route 753 from Pacific Fair and Burleigh Heads — stopping at Varsity Train Station.
O Route 756 from Robina Town and Burleigh Heads - stopping at Varsity Train Station.

Please Note: There is NO student parking on the institute premises!
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Student Property Inspection Checklist

Agent:

Agent Phone
Number:

Property Address:

Rent: $

Property Location

Is the property close to transport, shops and campus?

Is the area noisy? Is the property on a busy road?

Property Features

Do the oven and stove operate correctly?

Do the toilet and shower operate correctly?

Are there laundry facilities?

Do the light fittings work?

Are there enough electrical power points to plug in your electrical
appliances without overloading electrical powerboards.

Is there a telephone line already connected?

Is the place furnished? What kind of furniture?

Is there good security?

Where locks are fitted on doors, can they be opened from the inside
without a key?

Do front and back doors open easily from the inside to allow escape in
case of fire?

Is a Smoke alarm fitted outside your bedroom?
(by law smoke alarms must be fitted and maintained)

If you are living in homestay accommodation or a rooming house, are
there smoke alarms in your room?

Test the smoke alarm by pressing the test button. Did the smoke alarm
operate correctly?

Is there damp or mould on the walls?

Is there painting required?

Is there an insect / pest problem?

Will the landlord carry out any repairs before you move in?

Comments
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My Student Survival Page

emercency 00O or 112 from my mobile (to override key locks)
Government DIAC — Department of Immigration & Citizenship
Departments 131 881 Www.immi.gov.au

ATP — Australian Taxation Office
Tax File Number: 132 861 www.ato.qgov.au

Health Cover AHM (Australian Health Management) Overseas Student Health Cover.
Phone (+61) 134 246 or (+61) 2 4221 8888
Monday to Friday: 8:00am - 6pm
Fax: 1300 329 246
Membership and claims correspondence:
Locked Bag 1006, Matraville, 2036
All other correspondence:
Locked Bag 3, Wollongong, NSW 2500

AICD 24 hr Sonya Saywell 0413 412 962
Emergency

My Important People & Places

Student Buddy:
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