
Sapphire International Pty Ltd (ACN 104 966 994) trading as Lamart College of Technology (ABN 13 104 966 994) 

 (RTO Provider Code: 90978) (CRICOS Provider Code: 02588F) 

Head Office & Business College: Level4, 545 Kent Street, Sydney, NSW 2000 Australia 

Phone: +61 2 8078 0000 Fax: +61 2 8078 0055 

Community Services College: Levels 1 and 2, 363 Pitt St., Sydney, NSW 2000 Australia 
Phone: +61 2 92629901 Fax: +61 2 92627551 

Email: info@lamart.nsw.edu.au 

         www.lamart.nsw.edu.au 

 

Student Handbook Version19AG220609   Page 1 of 45 

 

 

 

 

 
 

 

 

STUDENT HANDBOOK 

and 

ORIENTATION GUIDE 

2009 
 

 

 

 

 
 

 

 



Sapphire International Pty Ltd (ACN 104 966 994) trading as Lamart College of Technology (ABN 13 104 966 994) 

 (RTO Provider Code: 90978) (CRICOS Provider Code: 02588F) 

Head Office & Business College: Level4, 545 Kent Street, Sydney, NSW 2000 Australia 

Phone: +61 2 8078 0000 Fax: +61 2 8078 0055 

Community Services College: Levels 1 and 2, 363 Pitt St., Sydney, NSW 2000 Australia 
Phone: +61 2 92629901 Fax: +61 2 92627551 

Email: info@lamart.nsw.edu.au 

         www.lamart.nsw.edu.au 

 

Student Handbook Version19AG220609   Page 2 of 45 

 

      
 

CONTENTS 
 

 

1. Welcome to Lamart College of Technology ...................................................................................................................................... 3 
COLLEGE BACKGROUND ............................................................................................................................................................ 3 
CLIENT SERVICES .......................................................................................................................................................................... 4 
STUDENT PROTECTION THROUGH LEGISLATION ................................................................................................................ 5 
PROTECTION OF STUDENT FEES PAID IN ADVANCE ............................................................................................................ 5 
OH&S ................................................................................................................................................................................................ 5 
DISSEMINATION OF LEGISLATIVE INFORMATION, COLLEGE AND COURSE INFORMATION .................................... 6 
CATERING TO DIVERSE STUDENT LEARNING NEEDS ......................................................................................................... 6 

 

2. Study in Australia ............................................................................................................................................................................... 7 
LIVING AND STUDYING IN AUSTRALIA AND SYDNEY ........................................................................................................ 7 

 

3. Being a Student at Lamart College of Technology .......................................................................................................................... 10 
STUDENT ORIENTATION ............................................................................................................................................................ 10 
INTERNATIONAL STUDENT RESPONSIBILITIES .................................................................................................................. 12 
SUBJECT AND COURSE REGISTRATION ................................................................................................................................. 14 

 

4. Student Services Support .................................................................................................................................................................. 15 
STUDENT SUPPORT ..................................................................................................................................................................... 15 
COLLEGE RESOURCES................................................................................................................................................................ 16 
LANGUAGE, NUMERACY AND LITERACY ............................................................................................................................. 19 
EMERGENCY EVACUATION AND FIRE ................................................................................................................................... 20 

 

5. Other Important Policies .................................................................................................................................................................. 21 
COURSE CREDIT........................................................................................................................................................................... 21 
TRANSFER BETWEEN PROVIDERS .......................................................................................................................................... 21 
COURSE CANCELLATION, DEFERMENT AND SUSPENSION .............................................................................................. 23 
ATTENDANCE RECORDING ....................................................................................................................................................... 26 
GRIEVANCE, COMPLAINTS AND APPEALS ........................................................................................................................... 28 
ISSUANCE OF QUALIFICATIONS .............................................................................................................................................. 29 
CANCELLATION AND REFUND ................................................................................................................................................ 31 
MONITORING ACADEMIC PROGRESS ..................................................................................................................................... 33 
PENALTIES .................................................................................................................................................................................... 35 
COMPLETION WITHIN THE EXPECTED DURATION OF STUDY ........................................................................................ 36 
CHANGES TO COLLEGE LOCATION ........................................................................................................................................ 36 
CHANGES TO COLLEGE DOCUMENTS .................................................................................................................................... 37 
CHANGES OF COURSES .............................................................................................................................................................. 37 
NON-COMMENCEMENT ............................................................................................................................................................. 37 
STUDENT RIGHTS ........................................................................................................................................................................ 37 
EEO, ACCESS & EQUALITY, DISABILITY, ANTI-DISCRIMINATION & HARASSMENT, VICTIMISATION & 

BULLYING ..................................................................................................................................................................................... 38 
STUDENT MISBEHAVIOUR & MISCONDUCT ......................................................................................................................... 39 
COLLEGE RULES ENSURING COMFORT & CONVENIENCE ............................................................................................... 39 

 

7. Assessment and Delivery ................................................................................................................................................................. 41 
DELIVERY ...................................................................................................................................................................................... 41 

 

8. Student Induction Declaration .......................................................................................................................................................... 45 



Sapphire International Pty Ltd (ACN 104 966 994) trading as Lamart College of Technology (ABN 13 104 966 994) 

 (RTO Provider Code: 90978) (CRICOS Provider Code: 02588F) 

Head Office & Business College: Level4, 545 Kent Street, Sydney, NSW 2000 Australia 

Phone: +61 2 8078 0000 Fax: +61 2 8078 0055 

Community Services College: Levels 1 and 2, 363 Pitt St., Sydney, NSW 2000 Australia 
Phone: +61 2 92629901 Fax: +61 2 92627551 

Email: info@lamart.nsw.edu.au 

         www.lamart.nsw.edu.au 

 

Student Handbook Version19AG220609   Page 3 of 45 

 

       

 

1. Welcome to Lamart College of Technology 
 

COLLEGE BACKGROUND 

 

 

Registered Training Organisation 

 

The college is a Registered Training Organisation, registered by VETAB (under CRICOS) to provide 

nationally, accredited and recognized courses to international students. 

 

Mission, Philosophy and Vision 

 

The mission of the college is to continue advancing as a leading academic institute in Australia by providing 

students with high quality education designed to meet their vocational goals in an efficient, professional, 

compliant and safe learning environment. 

 

We believe that ‘opportunity comes from knowledge’ and hence our vision is to assist all our students in 

developing themselves both personally and vocationally. The college believes in a holistic approach to 

education. It offers students from all over the world the opportunity to develop their potential in an 

educational environment that is warm, friendly, exciting and multicultural, free from discrimination, 

harassment, victimization and bullying.  

 

Australia’s diverse population and strong educational tradition make it particularly suited to international 

education and the college intends to continue to be a significant contributor to Australia’s continuing role as a 

regional leader in education.  

 

Ethics 

 

The college undertakes to act at all times in an ethical manner. All activities of the college are carried out 

honestly, fairly, accurately to give value to our clients. High standards of financial probity, marketing and 

advertising integrity are always maintained. Program delivery benefits clients through high standards of 

education and training, up to date methods, quality materials and expert staff. 
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CLIENT SERVICES 

 

POLICY 

The college is committed to high standards in the provision of vocational education and training and 

other services to all college clients. All staff are obligated to follow the provisions of the Client 

Services Policy. 

 

The College in all of its dealings will meet the requirements of the: 

-OH&S Act 

-EEO, Access and Equity, Anti-Discrimination and Harassment Act 

-National Code of Practice 2007 and the College Code of Practice 

-ESOS Act 

AQTF 2007 standards  

 

And all other relevant Federal and State legislation 

 

This policy is to be made available in college manuals, handbooks and on notice boards and referred 

to frequently. Information covering these Acts are always available to all clients at reception and in 

handbooks, manuals and the website. 

PROCEDURE 

 

1. All College policies, procedures and practices are designed to maximize the opportunities of 

all individuals and groups in terms of participation and access. 

2. All forms of discrimination are prohibited including discrimination based on gender, 

pregnancy, race, colour, nationality, religion, marital status, disability, homosexuality and age. 

3. All student and staff recruitment is based on meeting selection criteria in a fully disclosed 

situation. This criteria focusing on the specific requirements for fulfilling a staff or meeting 

college or course requirements. 

4. It remains the responsibility of all college staff, students, agents, and other associated parties 

to familiarize themselves with the provisions of the Clients Services Policy and with the 

relevant legislation and codes of conduct. 

5. Staff will behave courteously and professionally at all times when in contact with clients. 

6. All clients will receive fair and equitable service. 

7. All clients will receive clear and concise information about the college products, services, 

prices, refunds, policies and procedures and any college activity which affects them prior to 

registration and after registration. 

8. All administrative activities will be carried out in accordance with legislative requirements for 

the protection of clients. 

9. Information about students, agents and other clients will remain confidential unless the college 

is directed by authority (under s19 of the ESOS Act 2000) to release information about 

changes to the student’s enrolment; and any breach by the student of a visa condition relating 

to attendance or satisfactory academic performance without student consent or notification. 

10. Management will provide prompt and accurate responses to all client inquiries. 

11. Decisions about student enrolment will be based on an evidentiary procedure and involve 

access to independent assessment at all times. 

12. All assessments will be fair, reliable, validated and moderated. 

13. All grievances will be treated seriously and confidentially and follow set grievance procedures. 

14. Clients have the right to involve third parties in dispute resolution at any stage. 

15. All clients will receive the services that they have paid for and will not be charged for services 

not received. 

16. No policy and procedure of the college intends to or does remove the right of an individual to 

take further action under Australia’s consumer protection laws or any other relevant 

legislation. 
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STUDENT PROTECTION THROUGH LEGISLATION 

 

Legislative area of compliance Governing Act Information Source 

 

Occupational Health and Safety, 

on and off site, duty of care, 

accident prevention and reporting, 

compensation 

 

Occupational Health and Safety 

Act 2001  

 

Legislation Information Folder-

reception 

Principles governing the selection 

of staff and students 

Anti Discrimination Act 2000 Legislation Information Folder-

Reception 

Principles governing the selection 

of staff and students 

Equal Employment Opportunity Legislation Information Folder-

Reception 

Principles governing the access of 

everyone to training 

Access and Equity Legislation Information Folder-

Reception 

VET sector and Application of 

competency based training 

Vocational Education and Training 

Act 

Legislation Information Folder-

Reception 

Code of ethics and behaviour of 

Registered Training Organisations 

National Code of 2007 Legislation Information Folder-

Reception 

Confidentiality of information, 

disclosure of information, access 

to information 

Privacy Act Legislation Information Folder-

Reception 

Student visa requirement  ESOS Act 2000 Legislation Information Folder-

Reception 
 

Full details may be found at www.austlii.edu.au 

 

PROTECTION OF STUDENT FEES PAID IN ADVANCE 

 

The college assures the protection of student fees through membership of ACPET, OSTAS and the ESOS 

Assurance Fund and through the maintenance of a separate student fees bank account. 

 

OH&S 

 

The safety of staff and students is of primary importance. The college has taken OH&S into consideration 

with the selection of facilities, equipment and resources and trainers incorporate OH&S considerations when 

planning and delivering training. Students are asked to report all accidents, incidents and hazards by 

completing the Accident and Incident Form and the Hazard Identification and Risk Management Form as 

available at reception and submitting to student services.  

 

http://www.austlii.edu.au/
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DISSEMINATION OF LEGISLATIVE INFORMATION, COLLEGE AND COURSE INFORMATION 

 

Information covering all legislative requirements, college and course details, including policy and procedure 

documentation is disseminated to all students as both pre and post registration information through the 

following: 

  

• Policies and Procedures Manual  

• Forms Manual 

• Student Handbook 

• Student memos and notices 

• Student Meetings 

• Student and Staff notice boards 

• Mail outs 

• College and course Information sheets  

• Course Profile 

 

All students may have access to any details concerning legislative requirements, college and course 

information upon request either to their agent or directly to the college. College and course information is also 

available on the college website 

 

CATERING TO DIVERSE STUDENT LEARNING NEEDS 

 

The college identifies and responds to the learning needs of all students. Through the application process the 

college aims to identify the previous training and experience of students and any specific delivery or 

assessment needs. At the start of each training session trainers will induct the students into the subject and 

identify any further learning and assessment needs through class discussion. Trainers will use this information 

when formulating their lesson and assessment strategies. 

 

Students should express their views about their learning needs at all stages of their learning experience. The 

college helps students to identify their learning needs through the orientation procedure, Student Feedback 

Forms, Suggestion Box, lecturer discussion and an open invitation to approach staff with suggestions at any 

stage. Again these strategies provide staff with the required student based information for use in designing 

client training, facilities and services and assessment strategies. 
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2. Study in Australia 

LIVING AND STUDYING IN AUSTRALIA AND SYDNEY 

 

Australia ¨The cost of living in Australia is significantly lower than the US and the UK. The average living 

cost per year in Australia is $9,306 and this compares favourably for the international student. The average 

weekly cost of living is $174 and again this compares favourably for the international student in terms of 

affordability. For instance, a dozen eggs sell for $2.20 while BBQ chicken sells for $6.00-$9.00. In the 

services sector, haircuts for males cost anywhere from $16.00-$40.00 while those for females cost around 

$20.00-$100.00. 

Sydney: Sydney is a reasonably priced city providing good quality affordable living and abundant 

accommodation. Students will need $12,000-$15,000 (excluding tuition) per academic year to cover 

accommodation, daily travel, books & materials for their course and general living expenses. Accommodation 

costs range from $120-$180 for a flat/apartment to $200-$400 for houses. Rent is less if you decide to share. 

Allowance should also be made for 1st month's rent and bond (1 month rent.) Hostel costs are from $20-$30 

for a dorm or $60-$150 for doubles. Often hostels will offer weekly stay discounts. Food costs can range from 

$50-$100 per week and public transport costs from $20 per week. 

 

Transport: Overseas students cannot travel on a concession fare and have to pay full fare.  However, 

Weekly, Monthly, or Yearly Tickets are cheaper.  You can also buy a ten-ticket pass called a Travel ten ticket 

for bus or ferry.  Failure to pay the correct fare may result in a hefty fine of $100 or more. 

 

Taxis: There are frequent suburban train services leaving from Town Hall Station, which is a few minutes 

walk from the College.  Return train tickets are cheaper after 9:00 am.  Weekly rail tickets are cheaper than 

daily tickets. 

 

Weather: Sydney has a mild climate, especially in winter, but be aware that the weather is subject to quick 

changes.  Each day may be a combination of seasons, so be prepared for rain, heat, or cold, wind and sunshine 

all in the one day.  Perhaps you should carry an umbrella and something warm.  Listen to the weather 

forecasts carefully. 

 

Entertainment and Festivals: Sydney has many festivals.  In Chinatown, which is 15 minutes walk from the 

college; Chinese New Year is celebrated every year. Sydney also celebrates New Year’s Eve (December 31) 

with spectacular fireworks over the Harbour.  The Sydney Festival is in January every year and lasts for the 

whole month.  The Gay and Lesbian Mardi Gras is held in late February or early March. 

 

Retail Trading hours: Post Offices are open from 9:00 am to 5:00 p.m., Mondays to Fridays.  Banks are 

open from 9:30 am to 4:00 p.m., Monday to Thursday.  They stay open till 5:00 p.m. on Friday and are closed 

on Saturdays and Sundays.  There are many banks near The College.  Shops in the city are usually open from 

9:00 am to 5:30 p.m. during the week, and many big stores stay open till 9:00 p.m. on Thursdays.  They are 

open from 9:00 am until 4:00 p.m. on Saturdays and many shops are open on Sundays as well. 

 

Overseas Student Health Cover (OSHC): All international students are required to pay Overseas Student 

Health Cover (OHSC). It is the student’s responsibility to check the conditions of this health cover. A 

Medibank brochure is available from the College’s office. This fee is not payable to the College but to 

Medibank Private direct. 
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The college only arranges OSHC through Medibank Private if you request this service on your application 

form. You must provide a bank draft or bank cheque payable to Medibank Private for the appropriate 

premium. 2009 sample OSHC fees are: (Fees are subject to change) 

 

 

 

 

 

 

 

 

Phone: Local calls on a public telephone are currently charged at 40 cents.  Coins to use: 10 cents, 20 cents, 

50 cents and $1 coins.  You can buy phone cards that cost between $2 and $50 at any newsagent or chemist. 

 

Banking: There are many different types of bank accounts.  Ask about the different types of accounts before 

you decide which one you would like to open.  A Savings Account is probably the most suitable account for 

students.  When you open an account you will normally receive an ATM Card allowing you to withdraw 

money after hours.  Many shops in Australia will not accept cheques but most will take credit cards.  An ATM 

Card cannot be used for credit but it can be used in some supermarkets to pay for the bill (as long as there is 

money in your account) and it can be used to withdraw money from the machine (ATM) you find outside 

banks. 

 

Other forms of insurance: Students in Australia are responsible for their own accident and property 

insurance. It is a good idea to take out travel insurance before leaving your country. If you plan on buying a 

car in Australia, you must take out Compulsory Third Party insurance to cover any damage you may do to 

other vehicles. It is recommended that you also purchase insurance to cover accidental damage to your own 

car. 

 

Schooling Obligations: You must maintain adequate arrangements for education of your children whist in 

Australia. They must be enrolled in either a government or non government school and you must pay full 

school fees 

 

Emergency and Student Support: In case of emergency or student support outside of the college you should 

call 000 for fire, police and ambulance. For welfare related issues phone 13 11 14 Life Line or 1800 627 727 

Crisis accommodation info line (10am to midnight 7 days) 

 

The following details are for additional emergency services, national and/or state-based.   

 
AIDSLINE  : 1800 133 392                                            

ABORTION & GRIEF COUNSELLING 

Telephone: 1300 363 550 

 

AUSTRALIAN SEARCH AND RESCUE  

Aviation Rescue: Telephone 

1800 815 257 

 

AUSTRALIAN FUNERAL DIRECTORS 

FAMILY DRUG SUPPORT 

Telephone 

1300 368 186 

 

GAMBLERS ANONYMOUS 

Telephone 

1800 002 210 

 

INTERPRETING SERVICES 

Rates Single Family 

3 months $88.5 $177 

6 months $177 $354 

9 months $265.5 $531 

12 months $354 $708 
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ASSOCIATION 

PO Box 291 

Kew East  VIC 3102 

AFDA FUNERAL ADVICE LINE:  (03) 9859 9966 

 

CENTRE AGAINST SEXUAL ASSAULT  
1800 806 292  

 

CHILDREN'S HELP LINE  

Telephone 

1800 55 1800 

Web site www.kidshelpline.com.au  

 

CHILD ABUSE SERVICES 

Telephone 

1800 688 009 

CRISIS CARE 

Telephone 

1800 177 135 

 

CRISIS PREGNANCY 

Telephone 

1800 650 840 

 

DOMESTIC VIOLENCE 24X7 

Telephone 

1800 811 

 

EMERGENCY ANIMAL DISEASE WATCH 

Telephone 

1800 675 888 

 

Telephone 

131 450 

 

HOMICIDE VICTIMS' SUPPORT GROUP 24X7 (QLD) 

Telephone 

1800 774 744 

Web site  

www.qhvsg.org.au 

 

LIFELINE   

 131 114  

 

MEN’S REFERRAL SERVICE (Victoria) 

 03 9428 2899  

         

 

PARENT LINE   

132 289  

 

MATERNAL AND CHILD HEALTH LINE  

 132 229  

 

POISONS INFORMATION CENTRE 

Telephone 

131 126 

 

SUICIDE HELPLINE (Victoria) 

1300 651 251  

 

TEEN CHALLENGE 

RESIDENTIAL RECOVERY & CRISIS ACCOMODATION 

(QLD) 

Telephone 

1300 304 058 

Web site www.teenchallenge.org.au 

1800 641 792 

 

QUIT LINE: Smoking: Telephone: 131 848 

 

  

http://www.kidshelpline.com.au/
http://www.qhvsg.org.au/
http://www.teenchallenge.org.au/
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3. Being a Student at Lamart College of Technology 

 

STUDENT ORIENTATION 

 

All starting students will be taken through a college orientation conducted by a member of the college staff.  It 

is essential for students to attend this session to understand the college’s academic system and familiarise 

themselves with college facilities and services. During orientation all queries regarding course structure and 

timetables will be answered.  

 

Student Cards 

 

On the day of Student Orientation, college staff will take a photo of each student for student cards. Students 

can collect their student cards on the same day after student orientation. A fee of $10 applies if a student loses 

his student card. 
 

 Each student has a unique student number 

 Each student is supplied with a unique student card 

 Cards are non-transferable 

 Students can only register for College, courses, attendance, results and documentation in person  

Structure of Orientation Proceedings 

  

 • Students receive Student Handbook 

 • Students discuss college and course information  

 • Students asked to sign Student Induction Form 

 • Students asked to provide 2 passport sized photos and passport 

 • Students registered into classes 

 • Tour of the College 

 

Academic and Vocational Counselling 

 

Clients may receive academic or vocational counselling from the Principal, Academic Heads and college 

trainers. Trainers will monitor student progress and provide counselling or support as appropriate and when 

considered appropriate refers the student to the Principal/Academic Head so that appropriate help can be 

organized. The Student Services Officer is also available to assist with student problems and with the 

organizing of help. Students will receive an Academic Warning Letter if they receive an NYC for any subject. 

 

Personal Counselling 

 

Students requiring personal counselling are asked to talk to the Student Services Officer or whichever staff 

member they feel comfortable with. The college will assist students to organize appropriate personal 

counselling which students will be required to pay for. All staff will treat clients with courtesy and empathy at 

all times. 

 

Client Input and Feedback 
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All students at the college are encouraged to provide continual client input and feedback. This input and 

feedback may be provided either informally through conversation, observation or suggestion or formally 

through interviews and surveys. The college will attempt, whenever and wherever possible, to incorporate 

feedback in continuous improvement. 

 

Student surveys will be distributed at the conclusion of each subject and a suggestion box available at all 

times at reception. Students are welcome to make appointments with staff members to discuss issues 

personally. 

 

Student Records and Records Management  

 

The college maintains electronic and manual files covering all administrative and student information. Files 

are stored for the legislated period of time and electronic files are backed up regularly.  

 

Systematically manage student records 

 

The college maintains both manual and electronic student records. These records include information 

concerning current contact details, financial status, academic status, attendance status, registration details, 

identification details, evaluations, feedback, surveys, counselling, warning and reporting documentation, 

payment schedules, sickness, leave, written agreements etc 

 

1. Access to Records by Students                                                                                                              

Students have timely access to current and accurate records of their participation ie attendance and progress i.e., results 

within 5 working days from application. Students have access to records on request by completing an Office 

Request Form. In all cases the college will protect the privacy of all client information. 
 

Students must however leave enough time for the college to obtain and enter student data into the electronic system  

 

 Trainers are required to submit completed Results Rolls 1 week after the end of a delivery unit 

 Trainers are required to submit completed daily attendance rolls at the conclusion of each week 

 The registrar will enter records into electronic system within 10 working days  

 Students request interim or final records by completing an Office Request Form available at reception or on the 

college website 

 As stipulated on the Office Request Form students must allow a maximum of 5 working days for Student 

Services to process request and provide documents  

 Registrar prints from system 

 Registrar provides documents to students   

 No student details are ever to be given out to other students, agents, businesses etc. 

 Student information made available will be handed to the student personally 
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2. Release of Student Information 

Information about students, agents and other clients will remain confidential unless the college is directed by authority 

(under s19 of the ESOS Act 2000) to release information about changes to the student’s enrolment; and any breach by 

the student of a visa condition relating to attendance or satisfactory academic performance without student consent or 

notification 
 

INTERNATIONAL STUDENT RESPONSIBILITIES 

 

All students on Student Visa are obligated to abide by the terms and conditions of their student visa as 

stipulated in the Education Services for Overseas Students Act 2000, National Code 2007 and as implemented 

through the Department of Education Employment and Workplace Relations (Australian Federal 

Government), Department of Education and Training (NSW State Government) and the Department of 

Immigration and Citizenship (Australian Federal Government). 

 

All students are expected to also abide by all relevant Australian legislation – either Federal or State and all 

College terms and conditions as detailed in the pre-registration and post registration information. 

 

Requirements for Student Visa Holders 

 

The college is obligated to report students to the relevant authorities for failure to maintain minimum average 

course attendance and satisfactory academic progress and who cancel, suspend or defer their course. Hence 

students in Australia on student Visa are required to: 

 

1. Only undertake full time study – defined as a minimum of 20 hours per week of supervised tuition 

on provider premises – for the scheduled number of compulsory contact hours only with their 

registered provider. 

2. Maintain a satisfactory minimum average course attendance at all times throughout their course, 

which is defined at Lamart College of Technology as a minimum of 80% 

3. Maintain satisfactory course progress at all times throughout their course. Where satisfactory 

academic progress is defined as achieving a competent  result for 50% or more of study units 

attempted in any one study period (which is to be a period of time not exceeding 6 months) so that 

the student is able to complete their course within their eCoE duration. 

4. Remain current in terms of OSHC. 

5. Provide their provider with their current contact details at all times. 

6. Not change their primary provider (unless for evidenced exceptional circumstances) before they 

have completed the first 6 months of their primary course – defined as the course upon which they 

obtained a visa and in the case of multiple courses usually taken to be the final course of study. 

 

NOTE: 

The requirement to maintain all required scheduled college fee payments is a college registration 

condition and applies equally to all students regardless of visa conditions  
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Students with School Age Dependants 

 

Students with school age dependants are reminded that all school age children must attend a government 

approved school for the duration that they are in Australia. Full school fees will be charged and the student 

should make provision for these costs in their financial budgets. 

 

Leave Entitlement  

 

Whilst is recommended that all students attend 100% of class time the college understands that circumstances 

outside of the students control may arise that result in the student requiring unexpected leave above the 

college scheduled breaks.  In these exceptional cases, that involve compelling or compassionate circumstances 

or any other circumstances that the college deems to be beyond the students control the college may grant 

approved leave. Compassionate or compelling circumstances are generally those beyond the control of the 

student and which have an impact upon the student’s course progress or wellbeing.  

 

These could include, but are not limited to: 

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

attend classes;  

 serious illness, injury or bereavement of close family members such as parents or grandparents;   

 major political upheaval or natural disaster in the home country requiring emergency travel and 

this has impacted on the student’s studies; 

 important family, cultural or religious activities which the student ‘must’ attend 

or  

 a traumatic experience which could include:  

 involvement in, or witnessing of a serious accident; and  

 witnessing or being the victim of a serious crime. 

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

The college will use professional judgment and assess each case on its individual merits. When determining 

whether compassionate or compelling circumstances exist, the college will consider documentary evidence 

provided to support the claim, and will keep copies of these documents in the student’s file.  

Other circumstances that the college may deem to be beyond the students control and hence may grant 

approved leave include, but are not limited to: 

 

 where the college is unable to offer a pre-requisite unit 

 where the college is unable to offer the next required unit until a future timetabled date  

 

In all circumstances the student must submit an Approved Leave Application Form a minimum of 5 working 

days prior to the leave date, supported with documentary evidence prior to the leave date.  

 

Note: Approved leave is restricted to between 1-4 calendar weeks. Longer leave applications of between 

4weeks to 6 months require students to apply for a suspension of studies. For periods in excess of 6 months 

the college will cancel a student’s ECOE.  
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Sick Leave 

 

Medical leave must be evidenced by a doctor’s certificate from a registered medical practitioner i.e. with a 

medical provider number on the certificate. All other certificates are not acceptable. The college must sight 

the original medical certificate before approving medical leave. 

 

Students who are absent with a medical certificate are still classified as absent. Sick days are considered for 

periods of between 1 – 5 days. For longer periods suspensions of studies are required  

 

Punctuality 

 

Students should be at college at least 15 minutes prior to the start of training and are to return on time to 

lectures after lecture breaks. Students not in class when the attendance roll is called will receive absences. 

 

Preparation 

 

Students must come to class prepared to study. Students should bring stationary, any texts and references, and 

student kits that are required. 

 

Change of Student Contact Details 

 

Students are obligated to keep the college informed of their current contact details and to inform the college 

immediately of any change in these details. Students should be advised that if they do not receive any college 

or authority correspondence due to incorrect contact details at the college they are fully responsible.  
 

SUBJECT AND COURSE REGISTRATION 

 

Students must only register for units that are required for their course and for which they have successfully 

completed all prerequisites. The Registration process asks the student to identify previous learning and to 

explain why they have selected that course of study. In this way the college can assist the student to select the 

course for which they have the greatest chance of success.   
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4. Student Services Support 

STUDENT SUPPORT 

 

The college ensures to provide support to international students to adjust to study and life in Australia, to 

achieve their learning goals and to achieve satisfactory academic progress towards meeting the learning 

outcomes of the course. 

 

To ensure this support the college provides all registering students with an age and culturally sensitive 

orientation programme covering information regarding: 

• support services available to assist in the transition into life and study in Australia;   

• legal services;  

• emergency and health services;  

• facilities and resources;  

• complaints and appeals processes; 

• Information on visa conditions relating to course progress and attendance. 

 

The college through the Registrar, Student Support Officers and Receptionist provides opportunities for 

students to participate in services and provides access to services through the Registrar which are designed to 

assist students in meeting course requirements and maintaining their attendance. 

 

Upon request all students may access support services, including accessing their current and cumulative 

course progress and attendance requirements and accommodation issues. These services must be provided at 

no additional cost to the student. If the registered provider refers the student to external support services, the 

registered provider must not charge for the referral. 

 

The college has designated a Student Service Manager and Student Support Officers to be the official point of 

contact for students. The student contact officer or officers must have access to up-to-date details of the 

registered provider’s support services. 

 

The college ensures that the staff members who interact directly with students are aware of the registered 

provider’s obligations under the ESOS framework and the potential implications for students arising from the 

exercise of these obligations. 

 

The college has a documented critical incident policy together with procedures that cover the action to be 

taken in the event of a critical incident, the required follow-up to the incident, the recording of the incident 

and the action taken. 
 

The college assists students to access study support and welfare-related services through the employment of a 

Student Services Officer – as the contact officer appointed as the official point of contact for students. 

 

The college also ensures that staff members who interact directly with overseas students are aware of their 

obligations under the ESOS framework. 
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Critical Incidents 

 

The college recognises and understands the traumatic impact which critical incidents have on students and the 

student body. Such critical incidents including  

 

 severe verbal or psychological aggression;  

 death, serious injury or any threat of these;  

 natural disaster; and  

 issues such as domestic violence, sexual assault, drug or alcohol abuse. 

 Non-life threatening events could still qualify as critical incidents. 

 

 In the event of a critical incident the Principal organises with relevant staff members and students the 

implementation of the college Critical Incident Policy and Procedure. This Critical Incident Policy and 

Procedure provides An effective approach in responding to critical incidents as they occur, appropriate 

support and counselling services available to those affected and appropriate training and information 

resources provided to staff. 

 

In the event of an incident that severely affects the students , students are asked to approach any college staff 

member that they are comfortable with and ask for assistance. The staff member will take appropriate action 

as per the college Critical Incident Policy and Procedure. 

 

Student Services – After hours  

College office hours are 8.00am to 6.00pm Monday to Friday. After hours, if students have a college or 

course inquiry they may:  go to the college website for college and course information; email an enquiry to 

info@lamart.nsw.edu.au; send a fax to: 02 80780055 or they may phone the college on 02 80780000 leave a 

message. Alternatively if the students inquiry is urgent and relates to the college or course you may contact 

the college manager on 0416 816 127. 

Further if the students inquiry is an emergency and relates to other issues they may call:  000 for fire, police 

and ambulance; For welfare related issues phone 13 11 14 Life Line or 1800 627 727 Crisis accommodation 

info line (10am to midnight 7 days) 
 

COLLEGE RESOURCES 

 

The college maintains suitable and up to date premises and equipment, which comply with all relevant 

government regulations and are kept in good order and upgraded as necessary. The college maintains 

administration and training facilities and equipment so as to ensure smooth and effective operations.  

Facilities and equipment are set up, cleaned and maintained regularly to provide a pleasant and efficient 

working environment. Records of premises and equipment are kept for financial and maintenance purposes. 

Staff and students have access to necessary instructional and assessment facilities, materials and equipment. 
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Computers and the Internet 

 

Students are given unlimited access to computer and internet facilities for educational and study purposes 

only. Please, note that classroom teaching has priority over individual computer use. Students may not use the 

computers in a lab when a class is in progress. Please check the timetable about the occupancy of the 

computer rooms for classes. 

 

New students must enter a password the first time they log on to the college system Information on log on 

procedures is available in all computer labs. There is software support available or most computers for foreign 

language reading of Internet sites. For technical reasons students may experience some difficulty using web 

based email such as Hotmail particularly in busy periods.  

 

Student will be required to pay a fee for printing on college premises. Student may either pay 20 cents per 

sheet or purchase a printing account for a minimum of $5.00 allowing the printing of 50 pages. Please see 

reception. Students are not permitted to bring their own paper to college. Students may bring their own discs 

or purchase from the college.  

 

Students are forbidden to download pornography, music videos, enter chart sites or continue any use of the 

college internet that is not for study purposes. 

 

College Library 

The college has available a library of references that are available for use by students for study purposes. 

Library resources include references, audio-visual, professional and industry publications and newspapers for 

all courses on the Lamart scope. Students will be made aware of the reference requirements for each subject 

as the recommended list of reference are listed on the Subject Outlines. Lists of new library purchases and 

lists of references on closed reserve will be posted on the student notice boards.  

 

Staff and Student borrowing   

1. All staff and students will be able to borrow library resources for the purposes of studying  

2. Resources will be allowed to be taken off premises at the total responsibility of the borrower  

3. The maximum borrowing period is 5 calendar days for all resources 

4. Students must use their student card as their library card and fill out a Library Borrowing Form  

5. Staff must fill out a Library Borrowing Form 

6. Student services staff at reception will access the reference material, enter the borrowing notes into 

database and sign off the borrowing form –keeping a copy in the Library Borrowing and Lending 

Folder at reception and providing a copy to the borrower  

7. Student services staff will ask if students and staff have read the terms and conditions of borrowing on 

the reverse of the form 

Closed Reserve 

1. Staff may place class sets and essential references on closed reserve for the duration of a subject  

2. Resources may not be borrowed once placed on closed reserve 

3. Lists of closed reserve references will be posted on the student notice boards  
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Staff and Student returns 

1. Both staff and students must return the resources by 5.00pm on the last day of borrowing 

2. Resources must be returned directly to a student service officer  

3. Student services will complete the Resources Returned form   

4. Student services will assess the condition of the returned resource 

5. If the resource is returned before or on time and in the same condition in which it was borrowed student 

services will sign off the return section of both borrowing forms and return one copy to the student and 

maintain one copy in the folder  

Penalties  

1. If resources are returned late, not in the condition that they were borrowed  or not returned penalties 

will apply 

2. Returned Late – penalties are: $5 per day late (full day or portion of a day)  

3. Not returned by end of subject or returned damaged – the full cost of replacement will be charged  

Right of Appeals  

 

The borrowing of any library resource is totally at the responsibility of the borrower and hence there is no 

right of appeal when penalties are imposed  

Student Notifications 

 

 As the terms and conditions of borrowing are listed on the reverse of the borrowing form students will not 

receive late notices. Students will receive penalty notices which means that the penalty has been imposed 

 

NOTE: the payment of penalties is a student obligation. Non payment by the end of the current study period 

will result in the issuance of a Financial Warning Letter and further non-payment may result in the issuance of 

an Intention to Report Notice 

 

Equipment 
 

Equipment is available only for study purposes. Please ensure that you use all equipment safely and follow 

OH&S procedures at all times. 

 

Secondary Courses 

 

The college will register student visa students who are doing their primary course, secondary course or both. It 

is the responsibility of the student to maintain all, of their student visa conditions with regards to their primary 

provider. If a student does not fulfil the requirements of the primary provider and has their visa cancelled and 

is subsequently unable to continue their secondary course (for this or any other reason) the college will apply 

the College Cancellation and Refund Policy with regards to student default. 
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Confirmation of Enrolment  

 

The college will only create eCoE for overseas students on a student visa and who are studying their primary 

course at the college. That is if the student is applying for a student visa to study a course offered by the 

college. The college may issue letters of offer to all intending students. 

 

Course Structures 

 

Students must complete, at competent level, all subjects that comprise a course at the college. Both core and 

elective competency units have been preselected to maximize vocational outcomes and to this end the college 

may have included bonus units at no extra cost to the student. 

LANGUAGE, NUMERACY AND LITERACY 

 

Language, Numeracy and Literacy support will be provided in all college and course activities as a component 

of student services and as normal tuition practice.  

 

If a staff member identifies that a student is having LL&N difficulties or if a student recognises that they are 

having LL& N difficulty the staff must and it is highly recommended that the student brings this to the 

attention of the Academic Head. 

 

The Academic Head will contact the student and assess the situation, recommending strategies for 

improvement. If the Academic Head assess that the LL&N problems are directly the result of subject specific 

content then the Academic Head will organise extra tuition for the students, outside of the students 20 hours 

per week at no cost to the student. 

 

If however the Academic head assess that the problem goes beyond subject specific content then another 

strategy may need to be implemented eg the student undertaking LL&N training outside of the college, course 

suspension or termination etc  

 

Note: LL&N support does not include English spelling or grammar  

         The existence of an LL&N policy and procedure does not replace the  requirement for students to satisfy 

         the college English entry criteria 

 

 

English Emersion Policy 

 

To further assist student movement into life in Australia and with their academic progression college 

management has developed delivery and assessment strategies and material that use current industry 

terminology and standard Australian business phraseology. 

 

Hence it is important that all staff and students speak English at all times. 

 

In this way students studying at the college can proactively develop their English skills, further assisted by the 

staff that will provide continuous support for students to use English and actively encourage students to 

develop their skills. The use of handheld translation devices is not permitted in class. 

  



Sapphire International Pty Ltd (ACN 104 966 994) trading as Lamart College of Technology (ABN 13 104 966 994) 

 (RTO Provider Code: 90978) (CRICOS Provider Code: 02588F) 

Head Office & Business College: Level4, 545 Kent Street, Sydney, NSW 2000 Australia 

Phone: +61 2 8078 0000 Fax: +61 2 8078 0055 

Community Services College: Levels 1 and 2, 363 Pitt St., Sydney, NSW 2000 Australia 
Phone: +61 2 92629901 Fax: +61 2 92627551 

Email: info@lamart.nsw.edu.au 

         www.lamart.nsw.edu.au 

 

Student Handbook Version19AG220609   Page 20 of 45 

 

EMERGENCY EVACUATION AND FIRE 

FIRE/SMOKE OR IMMEDIATE EMERGENCY CONDITIONS  

All students are to follow three primary safety principles during any emergency:  

 Follow the instructions of Public Safety and Fire or Police Department personnel and College staff 

 DO NOT PANIC;  

 DO NOT USE ELEVATORS.  

If an emergency condition arises here is what to do:  

When you hear the fire bell 

 Don’t panic 

 Listen for a warning that the alarm may only be a test 

 If requested to evacuate remain calm and proceed with orderly evacuation 

 Follow College staff to the exit signs and use the Fire Exit stairwells only 

 Go to the designated safety area and wait with staff and students 

 Your trainer will check your name against the class roll 

 NEVER USE THE ELEVATORS UNLESS DIRECTED BY THE FIRE DEPARTMENT 

 Do not return to fire/smoke floor until instructed to do so. 

DESIGNATED SAFETY AREA LOCATIONS 

CAMPUS LOCATION:      CAMPUS LOCATION: 

Head office and Business College     Community Services College 

Level 4, 545 Kent Street, Sydney, NSW     Levels 1&2, 363 Pitt Street, Sydney, NSW 

 

DESIGNATED SAFETY AREA      DESIGNATED SAFETY AREA 

Corner of Kent Street and Liverpool Street     Corner of Pitt Street and Liverpool Street 
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5. Other Important Policies 
 

COURSE CREDIT 
 

Course Credit: Recognition of Prior Learning: Students may apply for Recognition of Prior Learning 

(RPL), only for whole competency units, on the basis of previous learning, work and life experience. The 

college charges a course credit processing fee of $100 per competency unit. 

 

Course Credit: National Recognition and Exemptions: Under National Recognition the college recognises 

AQF qualifications and Statements of Attainment issued by any other RTO. Hence students may apply, for 

exemptions on the basis of having previously attained a competent result for competency units as listed on the 

college course profiles.   

 

Note any alteration in course duration caused by the granting of Exemptions and RPL will be reflected in the 

ECOE course duration and reported to DEEWR. Resultant course fee changes will be notified through the 

Registrar.  

 

Students are required to obtain an RPL and Exemption Kit for their course from the college website or from 

Reception, completer and submit along with supporting documentation. The college will assess the 

application and provide the student with a written outcome statement within 10 working days. Students are 

required to sign the statement as an indication of acceptance or indicate that they wish to appeal the college 

decision. 
 

Applications for course credit carry an administration charge of $100 per competency unit applied. This must 

be paid in full to administration upon submission of the application. 
 

TRANSFER BETWEEN PROVIDERS 

 

The college ensures to assess requests from students for a transfer from the college as their primary provider 

to another registered provider prior to the student completing six months of his or her principal course of 

study  (start date as on the eCoE). College management understands that whilst they have increased autonomy 

in determining whether students are able to transfer to another provider prior to the student completing six 

months of their principal course of study in restricted circumstances that after the first six months of the 

principal course no restrictions will apply. 

 

This does not apply to a student changing course within the same provider. This situation is covered by visa 

assessment conditions. 
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Current College Student 

 

1. Current college student completes Request for Transfer form and provides supporting evidence 

including a Letter of Offer from another RTO, medical, personal counsellor, welfare report. 

2. Student submits to Registrar who enters electronic student note and provides to Principal. 

3. Principal implements student counselling and personally consults with student over reason for transfer 

or identifies appropriate staff member to counsel. (academic reasons: Supervising Trainer; 

Personal/Welfare Reasons: Student Support Officer) – who will report back to the Principal. 

4. If the Principal determines that the evidence identifies that the transfer is in the best interest of the 

student the Principal will instruct the Registrar to issue a Letter of Release and student attendance and 

results details within 10 working days of the request. 

5. As per the Cancellation and Refund Policy there is no refund of any monies paid to the college in the 

situation of an early release. 

6. If the principal refuses the request for transfer the Principal will provide the student with a written 

letter, within 10 working days of the request, outlining the reasons for refusal and explaining to the 

student that they may access the college appeals system to appeal the decision. 

7. The Registrar will 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  

 

Best interest of the student 

 

This determination might include: substantial change in student circumstance which renders the current course 

inappropriate, continued inability of the student to adjust to student life in the college, substantial change of 

address, family cycle change.  

 

Not in best interest of the student:  

 

This determination might include: transfer request within first few months of course indicating home sickness 

or early settling-in issues, transfer to course that lies outside students areas of interest or expertise, transfer 

due to incidents with college staff or students that were not brought to management’s attention and can now 

be resolved, change of financial circumstance that might require financial counselling and services to resolve, 

indication that student transfer is to avoid payment of fees, academic or attendance problem.   

 

 

New Student 

 

1. College is approached by agent of or student wishing to transfer from another registered provider – 

student completes application form, provides letter of release from original provider (or evidence 

in restricted circumstance) and supporting evidence 

2. Registrar access PRISMS to create a new eCoE and follows instructions 

3. If PRISMS allows new eCoE is created. 

4. Student is provided with college and course information and inducted into the college. 
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Note: 

 

Students will need to be advised, through the Letter of Release or through the new application process that 

they must contact DIAC to check if a change of VISA is required. A new visa may be required if the new 

course is in a different sector to the original course or if there is an extension required to the student’s visa. 

 

COURSE CANCELLATION, DEFERMENT AND SUSPENSION 

 

Both the college and the student may initiate a course cancellation, deferment or suspension. Where:  

 

Cancellation: refers to cancelling the start of a course before course commencement without a new start date  

 

Deferment of Commencement of Studies: refers to deferring or postponing the commencement of a course to 

a date after the original start date (requires a new eCoE) 

Suspension of Studies: refers to the temporary postponement of a course after commencement. 

 

The college will enable students to cancel courses upon request or to defer course start dates or temporarily 

suspend their studies, including granting a leave of absence, during the course through formal agreement in 

certain limited circumstances. This includes cancellation of enrolment and requirements relating to 

notification through PRISMS should a student’s enrolment be deferred, suspended or cancelled. 

 

The procedure covers student access to the college complaints’ and appeals’ mechanisms if the college 

initiates a suspension or cancellation of enrolment against a student’s wishes.   

 

The college will consider granting deferral of commencement of studies or suspension of studies for students 

who request such a change to their enrolment status on the grounds of compassionate or compelling 

circumstances.  

 

Where compassionate or compelling circumstances are generally those beyond the control of the student and 

which have an impact upon the student’s course progress or wellbeing. These could include, but are not 

limited to: 

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

attend classes;  

- serious illness, injury or 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 emergency travel and this 

has impacted on the student’s studies; or  

- a traumatic experience which could include:  

- involvement in, or witnessing of a serious accident; or  

- witnessing or being the victim of a serious crime, and this has impacted on the student (these cases 

should be supported by police or psychologists’ reports)  

- where the registered provider was unable to offer a pre-requisite unit; or  

- inability to begin studying on the course commencement date due to delay in receiving a student 

visa. 
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The college will also consider deferring or temporarily suspending the enrolment of students due to 

misbehaviour of the students. Misbehaviour of students can also be grounds for cancellation of studies as long 

as the student was informed of this prior to enrolment. 

 

The college will ensure that it will: 

• maintain documented procedures for assessing, approving and recording a deferment or 

suspension of study. 

•  Inform students prior to enrolment of the grounds on which their enrolment may be deferred, 

suspended or cancelled. 

• Inform the student that deferment, suspension or cancellation of enrolment may affect his or 

her student visa. 

• Notify the student of its intention to initiate the suspension or cancellation of a student’s 

enrolment and allow the student 20 working days to access the provider’s internal complaints 

and appeals process, unless extenuating circumstances relating to the welfare of the student 

apply.  

• In the event that the student appeals the decision to defer, suspend or cancel his or her studies, 

not notify DEEWR of a change to the enrolment status until the internal complaints and 

appeals process is completed. 

• Inform the DEEWR via Provider Registration and International Student Management System 

(PRISMS) when a student’s enrolment is deferred, suspended or cancelled. 

 

Noting that regardless of whether the suspension of enrolment is the result of a student request for suspension 

or college-imposed suspension of enrolment due to misbehaviour, the period of suspension of enrolment (as 

entered in PRISMS) will not be included in attendance monitoring calculations. 

 

College Initiated Cancellation  
 

If the college cannot or is not to provide the course for which the student has registered, for whatever reason, 

the college will inform the student in writing, inform DEEWR through PRISMS and implement the Provider 

Default Policy and Procedure with regards to refunds. 

 

Deferment of Commencement of Studies:  

 

If the college needs to delay the start date of the course for which the student has registered, for whatever 

reason, the college will inform the student in writing, inform DEEWR through PRISMS and if possible 

provide the student with an alternative course. If the student agrees the college will issue a new eCoE if the 

student disagrees the college will implement the Provider Default Policy and Procedure with regards to 

refunds. 

 

Suspension of Studies: 

 

If primarily for reasons of student misbehaviour the college decides to suspend a student’s course the college 

will inform the student in writing, including the provision for the student to access the college appeals system 

within 20 working days of receiving written notification. 
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Student Initiated  

 

Assessing, a deferment of the commencement of study or suspension of study for the student, 

 

1. Students may apply to the college for deferment or suspension of their studies if they have good reason 

for doing so (compassionate or compelling circumstances) by completing the Discontinuation of 

Studies Form, including supporting evidence e.g. death certificate, sickness certificate, legal notice, 

counsellors notice, financial statement and submitting to the Registrar. 

 

2. The college may choose to temporarily suspend a student’s enrolment if it deems the student’s 

behaviour to be unacceptable for an educational setting by informing the student in writing through the 

Discontinuation of Studies Letter which the Principal will complete and submit to the Registrar for 

distribution and filing. 

 
3.  The Registrar will keep documentary evidence on the student’s file of the assessment of the student’s 

application for deferment or suspension. Similarly, should the college suspend a student’s enrolment 

due to misbehaviour; documentary evidence of this decision will be kept. 

 

4. The Registrar will forward applications and evidence to the Principal who will assess the evidence and 

respond in writing.  

 

Approving a deferment of the commencement of study or suspension of study for the student 

 

1. The Principal will assess the application and/or evidence and determine to grant or decline any 

student’s request for deferment or suspension of studies or assess the evidence and cancel the student’s 

studies due to misbehaviour. 

2. The Principal will complete the Discontinuation of Studies Letter notifying the student of: 

• its intention to initiate the suspension or cancellation of a student’s enrolment 

• or its decision to reject or approve the student application,   

• possible impacts on student visa,  

• that the student has 20 working days to access the college’s internal complaints and appeals 

process, unless extenuating circumstances relating to the welfare of the student apply. Where 

Extenuating circumstances’ relating to the welfare of the student may include, but are not 

limited to the following. The student:  

- is missing; 

- has medical concerns, severe depression or psychological issues which lead the 

provider to fear for the student’s wellbeing;  

- has engaged or threatens to engage in behaviour that is reasonably believed to 

endanger the student or others; or  

- is at risk of committing a criminal offence 

• that the process must commence within 10 days of the formal lodgement of the complaint or 

appeal but may take longer than 20 working days to resolve 

• the college will not report the student until the appeals process is completed  

• that the student may or may not be required to maintain attendance (depending on the 

circumstances) but will be provided with support to continue studying off premises 

• If the college notifies DEEWR through PRISMS that the student’s enrolment (eCoE) has been 

suspended for a significant period (28 days or longer), or cancelled, the student must return to  
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his or her home country unless special circumstances exist (for example, the student is 

medically unfit to travel). While the provider determines the enrolment status of the student, it 

is DIAC who decides whether the student may remain in Australia or must return home. 

3. The Registrar will copy, file and mail to the student. 

 

Recording a deferment of the commencement of study or suspension of study for the student, 

 

The Registrar will maintain all documentary evidence on the student’s file of the assessment of the 

application. 

 

Notifying DEEWR 

 

In the event that the student appeals the decision to defer, suspend or cancel his or her studies, the college will 

not notify DEEWR of a change to the enrolment status until the internal complaints and appeals process is 

completed. 

 

The college will inform the DEEWR via Provider Registration and International Student Management System 

(PRISMS) once the appeals has been decided in favour of the college’s decision, the student decides to defer, 

suspend or cancel studies, the appeals period has ended without student accessing the system or leaves during 

the process. 

 

The college will do this by notifying the DEEWR through Provider Registration and International Student 

Management System (PRISMS) of the deferment or suspension of enrolment. 

 

ATTENDANCE RECORDING 

 

Student attendance will be recorded daily on the Class Attendance Rolls. These rolls are legal documents and 

as such are never to be handled by students, left anywhere other than the staff room or removed from college 

premises for any reason. In the case of excursions trainers will still record attendance on blank rolls. 

 

Attendance will be recorded for each student listed on the class roll for every class. The roll will be called 4 

times per class by the trainer i.e. within the first and last 10 minutes of class time, and immediately before and 

after the class break. 

 

No student will receive attendance marks if not present in class at the time of marking. 

Students are asked to provide any documentation that pertains to attendance directly to student services. Notes 

may include: 
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Attendance Warning and Counselling – Early Intervention 

 

• At the conclusion of every 2 weeks the Registrar identifies students with 5 days consecutive absence 

without approval and mails an Attendance Warning letter. 

• At the conclusion of every study block (4 weeks) the Registrar identifies students with Irregular 

attendance resulting in an average study block attendance of between 85% - 80% and mails an 

Attendance Warning letter. 

• The Attendance Warning Letter details the situation to the student, identifies the visa implications and 

requests a meeting between the student and the trainer in the first instance 

• The meeting is recorded on the Student Counselling Form and electronically.  The meeting aims to 

identify and resolve attendance issues. To find out why the students have been absent and to see what  

support the college may be able to offer the student. For example, the student’s absence may not be 

due to medical reasons, but rather to homesickness or social issues – matters which may be addressed 

through the college’s student support services 

 

Attendance Intention to Report and Reporting 

 

• At the end of the study period i.e. Study Period 1 –18 July 2009 and Study Period 2 –10 November 

2009 (this date is 20 working days prior to the Study Period end date which allows students time to 

access the appeals system before the college break) where a student has been recorded as not 

achieving satisfactory attendance i.e. below 80%, the college will notify the student in writing of its  

 intention to report. The written notice will inform the student that he or she is able to access the 

registered provider’s complaints and appeals process and that the student has 20 working days in 

which to do so.  

• During the appeals meeting the student may present any supporting evidence e.g. further medical 

certificates, evidence of compassionate circumstances, etc and the college will provide documentation 

showing whether the student’s attendance was above 70% but with satisfactory academic progression 

over the study period. 

• If the student accesses the colleges complaints and appeals process and the process results in a 

decision that supports the college, the college will report through PRISMS that the student is not 

achieving satisfactory attendance as soon as practicable. The college will not report until the process is 

completed and it supports the college or the student has not accessed the provider’s complaints and 

appeals process within 20 working days of being notified of the college’s intention to report. 

 

Note: that it is the responsibility of the student to access the appeals system and present supporting evidence. 

 

Interim attendance certificates may be provided upon request by completing an Office Request Form and 

leaving 5 working days for processing. Final attendance certificates will be provided upon conclusion of the 

course.  

 

  



Sapphire International Pty Ltd (ACN 104 966 994) trading as Lamart College of Technology (ABN 13 104 966 994) 

 (RTO Provider Code: 90978) (CRICOS Provider Code: 02588F) 

Head Office & Business College: Level4, 545 Kent Street, Sydney, NSW 2000 Australia 

Phone: +61 2 8078 0000 Fax: +61 2 8078 0055 

Community Services College: Levels 1 and 2, 363 Pitt St., Sydney, NSW 2000 Australia 
Phone: +61 2 92629901 Fax: +61 2 92627551 

Email: info@lamart.nsw.edu.au 

         www.lamart.nsw.edu.au 

 

Student Handbook Version19AG220609   Page 28 of 45 

 

GRIEVANCE, COMPLAINTS AND APPEALS 

 

The college ensures to implement a client (student, staff, agent or other party) grievance, complaints and 

appeals process that is easily and immediately accessible and inexpensive for the parties involved. Those 

clients have a fair, impartial and inexpensive grievance, complaints and appeals process that includes access 

to a support person and an independent external body if necessary. That the college ensures to make expedient 

decisions and that at no time is the client lead to believe that the college grievance, complaints and appeals 

policy and procedure removes the right of the student to seek independent advice at any time.  

 

To ensure this the college will have a grievance, complaints and appeals process that: 

 

 Involves a formal grievance, compliant or appeals procedure if the complaint or appeal cannot be resolved 

informally – requiring a written record to be kept  

 provides the client with the opportunity to formally present his or her case at minimal or no cost;  

 allows the client  to be assisted or accompanied by a support person;  

 requires that processes begin within 10 working days of the provider receiving the formal written 

lodgement of the complaint or appeal and conclude within 28 days, providing a written statement of the 

outcome, Grievance, Compliant and Appeals Outcome Statement, including details and reasons for the 

decision;  

 maintains the student’s enrolment or client engagement while the grievance, complaints and appeals 

process is ongoing. (This does not necessarily mean that a student must remain in class.) 

 Includes arrangements for an independent external person or organisation to hear the complaints or 

appeals where the college’s internal process has been completed and the client remains dissatisfied. 

 Provides for the immediate implementation of any decision and/or corrective and preventive action as 

required,  if the appeal outcome is favourable to the client 

 

Students 

 

If the student chooses to access the registered provider’s grievance, complaints and appeals processes, the 

college will maintain the student’s enrolment while the grievance, complaints and appeals process is ongoing. 

Hence the college will not notify DEEWR of any change to the student’s enrolment status through (PRISMS).  

 

The college will maintain the student’s enrolment (i.e., not report the student for unsatisfactory progress or 

attendance) until all internal and external complaints processes are complete. 

 

The college will wait for the outcome of the external process, as reporting a student for unsatisfactory  

progress or attendance has serious consequences for the student’s visa – it may result in automatic visa 

cancellation. 

 

The Grievance, Compliant and Appeals Outcome Statement will also inform the student that once DEEWR 

has been notified of a deferment, suspension or cancellation of a student’s enrolment, the student has 28 days 

in which to: leave Australia or show the Department of Immigration and Citizenship (DIAC) a new 

Confirmation of Enrolment (COE) or provide DIAC with evidence that he or she has accessed an external 

appeals process.  
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If the student elects to go through an independent panel, the college uses Australian Council for Private 

Education and Training External Students Appeal:2009 for independent dispute resolution. Students are 

required to follow the instructions at www.acpet.edu.au. ACPET charges students for a  Lodgement of 

Appeal. 

 

However if the student elects to have a support person present, to select their own independent external panel 

or if personal counselling is required any costs are the students responsibility. 

 

ISSUANCE OF QUALIFICATIONS 

 

On completion of a course students will be issued with the appropriate certification. On completion of 

delivery units trainers will submit Student Results Forms to the Registrar for entry into the college electronic 

data management system. On completion, at competent level, of all subjects within the appropriate course, 

students will be eligible to receive a qualification. 

 

Upon exit, if students do not complete all required subjects at competent level they will not be eligible to 

receive a qualification. They will, however be eligible to receive a Statement of Attainment for their course. 

 

All qualifications and statements of attainment issued will be issued without alteration or erasure and be 

identified by as unique number – printed on the qualification or statement. The college will maintain a record 

of all certification issued. 

 

Secondary Courses 

 

The college will register student visa students who are doing their primary course, secondary course or both. It 

is the responsibility of the student to maintain all, of their student visa conditions with regards to their primary 

provider. If a student does not fulfil the requirements of the primary provider and has their visa cancelled and 

is subsequently unable to continue their secondary course (for this or any other reason) the college will apply 

the College Cancellation and Refund Policy with regards to student default. 

 

Confirmation of Enrolment  

The college will only create eCoE for overseas students on a student visa and who are studying their primary 

course at the college. That is if the student is applying for a student visa to study a course offered by the 

college. The college may issue letters of offer to all intending students. 

 

Course Structures 

 

Students must complete, at competent level, all subjects that comprise a course at the college. Both core and 

elective competency units have been preselected to maximize vocational outcomes and to this end the college 

may have included bonus units at no extra cost to the student. 

 

 

 

 

 

http://www.acpet.edu.au/
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STUDENT APPEALS- IMPARTIAL ASSISTANCE 

 

 

 
 

STUDENT APPEALS, COMPLAINT OR GRIEVANCE ς INDEPENDENT ASSISTANCE 

Type of Student 
Appeal, 
Compliant or 
Grievance 

Independent Person or 
Panel 

College Form or Document to 
use 

College location of 
form or document  

College person 
responsible 

Assessment  
E.g. student does 
not agree with 
results, does not 
agree with RPL or 
Exemption ruling 

External Panel 
 
Australian Council for 
Private Education and 
Training  NSW (ACPET) 
 

Grievance and Appeals 
Student Policy and Procedure  
Student Grievance and 
Appeals Form 

Reception 
Policy and 
Procedures Manual 
Forms Manual 

Principal/Academic 
Head 

Refund 
9ΦƎΦ ŘƻƴΩǘ ŀƎǊŜŜ 
with amount of 
refund or decision 
not to refund 

Dept of Fair Trading or  
Dept of Consumer Affairs 
ACPET NSW  
 
  

Student Course Refund 
Application Form 
Cancellation and Refund 
Policy and Procedure  

Reception 
Policy and 
Procedures Manual 
Forms Manual 
Student Handbook 
 

Principal/Academic 
Head 
 

Disciplinary 
E.g. student 
expulsion 

External Panel 
 

Grievance and Appeals 
Student Policy and Procedure  
Student Grievance and 
Appeals Form 

Reception 
Policy and 
Procedures Manual 
Forms Manual 

Principal/Academic 
Head 
 

Delivery 
E.g. No trainer 
provided, no 
training occurring  

ACPET 
External Panel 

Grievance and Appeals 
Student Policy and Procedure  
Student Grievance and 
Appeals Form 

Reception 
Policy and 
Procedures Manual 
Forms Manual 

Principal/Academic 
Head 
 

Equity and Access 
E.g. No provision 
to handle 
wheelchair access 

Anti Discrimination Board Grievance and Appeals 
Student Policy and Procedure  
Student Grievance and 
Appeals Form 

Reception 
Policy and 
Procedures Manual 
Forms Manual 

Principal/Academic 
Head 
 

Another student 
e.g.  
Discrimination, 
Harassment or 
Bullying 

Anti Discrimination Board 
 

Grievance and Appeals 
Student Policy and Procedure  
Student Grievance and 
Appeals Form 

Reception 
Policy and 
Procedures Manual 
Forms Manual 
Student Handbook 

Principal/Academic 
Head 
 

Staff Member 
e.g.  
Discrimination, 
Harassment or 
Bullying 

Anti Discrimination Board 
 

Grievance and Appeals 
Student Policy and Procedure  
Student Grievance and 
Appeals Form 

Reception 
Policy and 
Procedures Manual 
Forms Manual 

Principal/Academic 
Head 
 

College Facilities 
and Resources 
 
E.g. inadequate 
chairs and tables, 
inadequate 
reference 
material  

ACPET 
External Panel 
 
 

Grievance and Appeals 
Student Policy and Procedure  
Student Grievance and 
Appeals Form 

Reception 
Policy and 
Procedures Manual 
Forms Manual 

Principal/Academic 
Head 
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Contact Details 

 

ACPET 
ACPET NSW 02 92644490 

 

INDEPENDENT PANEL 

Jenny McCarthy, Principal, Group Colleges Australia, 02 92116288 

 

DEPT OF FAIR TRADING OR 

DEPT OF CONSUMER AFFAIRS 

McKell Building, 2-24 Rawson Place, Sydney NSW 2000, Phone: 13 32 20 

 

ANTI DISCRIMINATION 

BOARD 

Stockland House, Level 4 175/183, Castlreagh Street Sydney , 02 92685555 

 

 

 

CANCELLATION AND REFUND 

 

The college will pay a refund to overseas students or an intending overseas student in certain circumstances: 
 

1. Refund if the provider defaults 

Cases of provider default are covered by the provisions of the ESOS Act 2000 and ESOS Regulations 2001. 

Provider default includes if: The course offered does not start on the agreed starting date; The course stops 

being provided after it starts and before it is completed; The course is not provided fully to the students 

because the college has been sanctioned and the student has not withdrawn before the default date In the case 

of provider default, the college will pay a full refund to the student, within 14 days after the default date, equal 

to the total of the course money the provider received in respect of the student before the default date 

including any course money paid to the agent by the college on behalf of the student and any OSHC paid by 

the college on behalf of the student. Note that course money collected by the agent on behalf of the college 

will be refunded by the college if the college actually received the monies or by the agent if the agent had not 

to that point distributed the money to the college.  

 
2. Refund if the student defaults – prior to course start – Schedule of notice and payment  

The college agrees to refund to the student or the nominated agent (if the student nominated the agent on page 

1 of the student agreement)upon the receipt of written notice of cancellation by the student, for any  reason 

not including transferring to another provider, fees paid by or on behalf of the student less the amounts to 

be retained as scheduled below .The college will make a refund in Australia Dollars only and within 4 weeks 

of receiving a written claim by the student in accordance with the Terms and Conditions as outlined on the 

Application form and the written agreement with the registering student. 
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(1) 90 days or more prior to the COE course start date there is applicable to all enrolments, a non 

refundable registration fee of $150, OSHC (if paid to the health provider by the college under 

instruction by the student). 

(2) 30 – 89 days prior to the COE course start date there is applicable to all enrolments, a non refundable 

registration fee of $150, administration charge of $250, OSHC (if paid to the health provider by the 

college under instruction by the student). 

 

(3) 29  - 0 days  prior to the COE course start date there is applicable to all enrolments, a non refundable 

registration fee of $150, administration charge of $250, OSHC (if paid to the health provider by the 

college under instruction by the student) and 30% of tuition fees.  

 

If a student becomes a permanent resident of Australia at any stage the above schedule applies. In the case of 

a visa rejection the college will deduct administration expenses of $250 

 

3. Refund if the student defaults- after course start - Schedule of notice and payment  

Student default relates to an overseas student if the course starts on the agreed start date and student cancels or 

withdraws from the course after the agreed starting date. The agreed starting date being the date the course 

was scheduled to start or a later date agreed between the college and the students. The college will make a 

refund in Australia Dollars only and within 4 weeks of receiving a written claim by the student in accordance 

with the Terms and Conditions as outlined on the Application form and the written agreement with the 

registering student. 

All refund considerations will be strictly limited to the total of monies which college has actually received. 

The refund will be calculated as total monies received minus:  

Administration expenses to a maximum of $250 per course; enrolment fee per course  

the part of expenses for travel, bank charges, accommodation and other domestic services that cannot be 

offset by providing the services to someone else; the cost of books, equipment and other materials needed for 

the course-purchased by the college on behalf of student; proportion of course money received for the 

proportion of the course provided to the student before the default date(calculated on a subject basis); agent 

commission paid by the college; OSHC paid to the medical insurance company by the college on behalf of the 

student; any other course fees paid by the college on behalf of the student 

If a student becomes a permanent resident of Australia at any stage the above schedule applies. In the case of 

a visa rejection the college will deduct administration expenses - $250 

 

4. Situations of no Refund  

 

The college will not provide any refund in all of the following circumstances: 

Prior to course start 

1. If the student does not commence their course (and informs/does not inform the college after the course 

commencement date).  

2. In the case of a student visa issued for multiple courses for which the Lamart course is the last course to be 

undertaken and hence is the primary course and the student cancels their Lamart course to transfer to another 

provider. 
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After course start 

1. If the student cancels their course within the first 6 months of the primary course.   

2. If the student due to disciplinary or payment reasons is expelled from the college after the start of their 

course. 

 

Refund Statement  

In all circumstances the college will provide a statement and an explanation of how the refund was calculated 

and make fully available to the student the college Grievance, Complaint and Appeals Policy and Procedure. 

 

MONITORING ACADEMIC PROGRESS 

The monitoring of student academic progress and early intervention begins in the wider college environment 

as a general staff responsibility to remain vigilant and aware of student situation and any indicator of student 

stress or risk. 

Prior to assessment – non academic factors  

 College staff (which could be the trainers if in a training situation, student services or any other college staff 

member if in the wider college environment,) monitors through observation and interaction the progress, 

abilities, interactions, behaviours of students. If college staff identify that the student is experiencing any 

difficulties or stress that might be affecting their academic progress or study life they are required to inform 

Student Services  who will approach the student and initiate an intervention 

It might also be the student who undertakes to approach a member of staff and make known a situation that is 

adversely affecting them e.g., fiancés, living conditions, family, friends, work, understanding subject content, 

their trainer or another member of staff, harassment, bullying or discrimination. As above the college staff 

members are to treat all such cases with professional responsibility, curtsey and confidentiality. Staff 

Members are to record any conversations and interventions on a Student Counselling Form and recommend to 

the student to refer the matter to Student Services  

In training – academic factors 

 

Assessment task – Early intervention 

 

1. The college measures the academic progress of a student within a course towards the completion of 

that course through continual marking of assessment tasks as applied to every subject. 

2. The college assessment policy states that there must be a range of assessment tasks per subject – 

formative and/or summative using a range of assessment strategies that comply with course/training 

package requirements and student assessment needs. 

3. Trainers are required to assess assessment tasks during the subject duration, complete the Assessment 

Task Outcome Sheet in consultation with students and identify corrective measures for any student not 

achieving a competent result e.g. Extra tuition, further and wider research, more appropriate answers, 

study buddies, private tuition. Thus representing the activation of the first early intervention phase. 
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Academic warning and counselling – subject basis – Early Intervention 

 

1. The trainers must complete the Student Result Roll at the completion of each subject and submit to the 

Registrar within 7 days of the end date of the subject  

 

2. The Registrar enters the results into the electronic system. Identifies any student who has an NYC for 

the subject and issues an Academic Warning Letter informing the student of the implications of 

continued NYCs and asking the student to attend a meeting to discuss their course progress and to 

reach an agreement as to corrective action e.g.  

a. attending tutorial or study groups;  

b. receiving individual case management;  

c. attending counselling;  

d. receiving assistance with personal issues which are influencing progress; 

e. receiving mentoring;  

f. being placed in a suitable alternative subject within a course or a suitable alternative 

course;  

g. a reduction in course load. 

h. a combination of the above 

 

Thus actioning the second phase of the intervention strategy. 

 

3. The trainer meets with the student and records the meeting on the Student Counselling Form. 

Providing one copy to the student and filing another. 

 

Academic Intention to Report and reporting – after early intervention 

At the end of the study period i.e. Study Period 1 – 18 July 2009 and Study Period 2 – 10 November 2009 

(this date is 20 working days prior to the Study Period end date which allows students time to access the 

appeals system before the college break) the Registrar identifies students with unsatisfactory academic 

progress for that study period – Under the National Code 2007 unsatisfactory academic progress is defined as  

where the student has failed or is deemed not yet competent in 50 percent or more of the units attempted in 

that study period. 

However following discussion with DEEWR it is evident that due to different course and student start dates 

and different subject durations this generic application will result in implementation problems e.g. students 

doing only one subject or a partial subject in a study period will receive an Intention to Report Notice prior to 

receiving a Warning Letter. Hence to overcome these problems the following college guidelines will be 

applied: 

unsatisfactory academic progress is defined as where the student has failed or is deemed not yet competent in 

50 percent or more of the units attempted in that study period on the assumption that the student has 

completed 2 or more subjects in the study period. In the situation of a student completing fewer than 2 

subjects, whilst intervention will still start at the assessment task level, the determination of academic progress 

and hence the issuance of an Intention to Report Notice will be undertaken at the next review date. (please 

refer inquiries to: Jennifer Connor, Senior Case Manager, DEEWR) 
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The Registrar issues an Academic Intention to Report Letter – again detailing the situation, implication for the 

student visa of continued unsatisfactory performance and recommending an interview. The written notice will 

inform the student that he or she is able to access the college’s complaints and appeals process (complaints 

and appeals) and that the student has 20 working days from the date as identified in the notice in which to do 

s, thus activating the third phase of the intervention strategy. 

 

A copy of the provider’s written notification to report the student will be kept on the student’s file. Where the 

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

withdraws from the process, or the process is completed and results in a decision supporting the registered 

provider, the registered provider must notify the Secretary of DEEWR through PRISMS of the student not 

achieving satisfactory course progress as soon as practicable. 

 

Complaints and appeals  

 

If a student chooses to access the college’s complaints and appeals process, the college will maintain the 

student’s enrolment while the complaints and appeals process is ongoing.   

 

 

Implications for overseas students 
 

DIAC may cancel a student’s visa when the provider reports the student for unsatisfactory course progress. 

DIAC does not assess whether a breach has occurred. However, DIAC will retain the ability to consider 

exceptional circumstances as to why the visa should not be cancelled and to refer the matter back to the 

education provider if the provider has not given the student access to an appropriate appeals process and/or 

considered compelling and compassionate circumstances, where relevant. However, these circumstances will 

be limited. 
 

PENALTIES 

Late or no Submissions of Assessment 

 

Student applies to LCT for an alternative examination time or alternative assessment submission time a 

minimum of 5 working days before the scheduled date by completing the Assessment Time and Late 

Assessment Submission form and submitting to student services. Student services submit this form to the 

relevant Supervising Trainer/DOS and they in turn return the approval or disapproval letter to student 

services. 

 

Without a prior approval, any late submission would incur an administration charge of $100 per assessment 

task. College notifies student in written and the administration charge has to be paid in full at reception. 

Assessments are only accepted when the student shows the trainer a receipt of payment. 

 

Late payment of college fees 

 

It is a term and condition of registration into the college for all students to maintain payment of all course and 

non-course fees. It is a term and condition of registration into the college for all students to maintain payment 

of all course and non-course fees. 
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Students must not have outstanding fees. The non-payment of college fees will result in a warning letter along 

with a penalty of $200 per week. If fees are not fully paid within 4 weeks of the due date an Intention to 

Report Notice will be issued and students may be subsequently reported to DIAC via PRISMS. Tuition fees 

may be paid in the form of cash, a bank draft or bank cheque, and made payable to the college. The college 

will not be responsible for any moneys paid to an agent or third party. 
 

COMPLETION WITHIN THE EXPECTED DURATION OF STUDY 

 

The college will monitor the workload of students to ensure that they complete the course within the duration 

as specified in their eCoE. The college will however allow students to extend the expected duration of study 

for the course through the issuing of a new eCoE in limited circumstances.  

 

The college will only extend the duration of the student’s study where it is clear that the student will not 

complete the course within the expected duration, as specified on the student’s eCoE, as the result of: 

 

a. compassionate or compelling circumstances (for example illness where a medical certificate states that the 

student was unable to attend classes or where the registered provider was unable to offer a pre-requisite unit); 

b. the college  implementing an intervention strategy for students who were at risk of not meeting satisfactory 

course progress; or 

c. an approved deferment or suspension of study has been granted 

 

The college recognises that there is flexibility for the college to vary a student’s enrolment load throughout 

the course as long as the college monitors the student workload to ensure the student completes the course 

within the duration specified in the eCoE. 

 

Students may take a normal, reduced or increased study load in each study period, however as the college will 

not be offering course work by distance or online and will not be offering optional study periods all study 

periods will be defined as compulsory during which the student must complete all work on premises in each 

study period – where a compulsory study period is one in which the student must enrol unless granted a 

deferment or suspension from enrolment or leave of absence. 

CHANGES TO COLLEGE LOCATION 

 

If the college has a change to the location from which it delivers and assesses (including the head office and 

campus locations) then the college will notify the designated authorities as well as informing the students in 

writing at least 20 working days before the relocation. 

 

If the change results in students being unable or unwilling to make the move then the students may exercise 

the option to cancel their course or change to another provider. If the change occurs within the first 6 months 

of a primary course and the student opts to change providers the college will approve the transfer. 

 

The college will issue the students with all required documents and refund subject to student application for 

refund through the college Cancellation and Refund Policy. Students must contact DIAC with regards to the 

impacts of changes on their student visa and the college will report all changes via PRISMS 
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CHANGES TO COLLEGE DOCUMENTS 

 

All college documents, including policies and procedures, forms and manuals are working documents and 

hence subject to change when required as part of continual improvement. However these changes must be 

standardised, compliant and version controlled. 

 

Hence whist all staff members, are encouraged to make recommendations for document change, these 

changes must be submitted in writing to the DOS for approval and version control before implementation. 

 

CHANGES OF COURSES 
 

Students can only change courses internally if the college has vacancies and if the college timetable and 

facilities can handle the change.  

 

The college will charge an administration fee for course transfers. 

 

NOTE: Internal transfers are not subject to early release as the primary provider is not being changed. 

NON-COMMENCEMENT 

 

Whilst the college acknowledges that circumstances may occur that are beyond the students control it is the 

responsibility of the student to: 

 

1. Commence their course on their course start date as per their eCoE and student agreement  

2. To return on the first day of training after college breaks as stated on the college calendar 

3. Return to training after approved leave on the date as noted on approved leave forms  

 

Students who do not commence without acceptable notification, within 14 days of the scheduled start date, 

will have their eCoE cancelled 

 

However, the college will, on the submission of evidence indicating exceptional or compassionate 

circumstances, accept this submission and will suspend the students study – contributing to absences.  

 

However after 14 days from the scheduled start date no appeal or submission will be accepted. 

 

STUDENT RIGHTS 

Changes to fees:  

All college and course fees will be reviewed at the conclusion of each year and implemented on the 1
st
 

January of the following year. Students will receive notification in writing 10 working days prior to any 

changes   

Change to Conditions:  

Any changes to college and course conditions will be notified to the student in writing not less than 10 

working days prior to the change taking effect 

Grievance and Appeals:  
 Students have available the college’s internal and external grievance and appeals system for all academic, 

disciplinary and personal matters. 
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Protection of student rights as consumers:  
Students are advised that no college policy or procedure removes their right to seek independent legal advice 

on all matters or alters their rights under Australia’s consumer protection legislation. 

 

EEO, ACCESS & EQUALITY, DISABILITY, ANTI-DISCRIMINATION & HARASSMENT, 
VICTIMISATION & BULLYING 

 

In accordance with current legislation, the college prohibits discrimination and harassment towards any group 

or individuals in any form, inclusive of: Gender, Pregnancy, Race, colour, nationality, ethnic or ethno-

religious background, Marital status, Physical or intellectual or psychiatric disability, or any organism capable 

of causing disease, Homosexuality (male or female, actual or presumed), Age, professional status, 

employment status  

 

In so doing the college management strives to maintain a learning environment for students that promotes 

EEO, Access and Equity to all persons and is free of harassment, victimisation or bullying 

 

Student allocations, grievance considerations, college polices, procedures and practices, physical facilities, 

training practices are all implemented with sole regards to considerations of appropriate selection criteria, 

qualifications, experience, timetabling restrictions , student needs, physical accessibility, course and training  

requirements 

 

In further support of this the staff and student behaviour policies act to promote all incidences of 

discrimination, harassment, victimisation and bullying to be identified and reported to management for action,  

which depending on the situation may result in termination of contracts and cancellation of registrations. 

  
1. Duty to Report. Any student who feels that they have been discriminated against, harassed, victimised or 

bullied or have been denied EO and access and equity are encouraged to report their suspicions by 

completing and submitting the Workplace Harassment, Victimisation and Bullying Form (available at 

reception) to Student Services.  

2. College Action. The Student Services Officer will immediately submit the form to the Principal who, 

regardless of the suspicion will initiate an internal investigation into the matter. This will include 

documented meetings with parties involved, support persons witnesses etc  

3. Resolution. Based on the evidence provided the Principal will determine the disciplinary course of 

action and this will be communicated both verbally and in writing  

4. Grievance Procedure. Any student with a grievance concerning college action with regard to 

these policies should follow the College Grievance Policy and Procedure.  
5. External Appeals: If such a grievance cannot be adequately solved internally, all staff and students are 

advised to avail themselves of the services and advice provided by external bodies including the college 

external appeals panel.  

6.  Legal Protection: The existence and use of this policy does not remove the right of the student to 

seek independent legal advice  
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6. Student Behaviour 

STUDENT MISBEHAVIOUR & 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 misbehaviour and misconduct of others. 

 

Student behaviour that is considered to be misbehaviour is any activity that brings into question the bona fide 

nature of the student’s intentions e.g., using mobile phones in class time, late start and early finish, returning 

late form breaks, talking and disrupting classes, sleeping in class etc., or is considered to be inappropriate 

behaviour (or dress) and hence has negatively impacted on other students.  

 

Students will receive an official Warning Letter and if the misbehaviour continues the student will receive a 

Student Misbehaviour Notice of Intention to Suspend Studies or Intention to Report. 

 

Some types of misbehaviour will only be tolerated once and the student will, depending on the severity of the 

misbehaviour, either receive an official Warning Letter or an intention to suspend or report notice on the first 

offence. These include: plagiarism and cheating, discrimination, harassment, damage to property or persons, 

fighting, attending college under the influence of drugs or alcohol, smoking, carrying weapons, stealing, 

falsifying documents.  

 

Penalties for general misconduct 

 

For all situations of student general misconduct resulting in discernable harm (physical or otherwise) to 
persons or property the college will:- 

 Impose a charge covering cost of replacement or repairs. 

 If criminal in nature contact the police and immigration authorities. 

 Issue an Intention to Report Notice 

 

Note:  Depending on the nature of the misconduct the college may exclude the student from class through 
imposing a college intended suspension and notify through PRISMS. 

COLLEGE RULES ENSURING COMFORT & CONVENIENCE 

 

As the college is a place for training and learning certain rules apply for the convenience and comfort of all 

students and staff. Compliance with rules is a condition of registration into the college.  

 

Alcohol 

Alcohol is NOT permitted on college premises. Anybody suspected of being under the influence of alcohol 

will be expelled, reported to DIAC and will be reported to the police. 

 

Smoking 

The college is a NON SMOKING place and we ask for your assistance not to smoke on college premises or 

within the building. 
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Chewing Gum 

The chewing of gum is NOT allowed on the premises, as all of classrooms and hallways have carpets. 

 

Drugs 

You must NOT bring drugs to the college. Anybody suspected of dealing with or under the influence of drugs 

will be expelled, reported to DIAC and will be reported to the police. 

 

Spitting 

Spitting is NOT allowed in public places in Australia. It is against the law and you can be fined if you are 

caught spitting. 

 

Firearms and Knives 

It is against the law in New South Wales to carry firearms or knives at the public places. You must NOT bring 

any firearms, knives or any kind of weapons to the college. Anybody found with any sort of weapons will be 

expelled, reported to DIAC and will be reported to the police. 

 

Dress 

Dress should be neat and tidy, giving a professional look to students. Thongs or any clothing considered by 

management to be offensive will not be allowed. 

 

Mobile Phones 

All mobile phones should be switched off during class or any seminar. You can use the mobile phones out of 

class sessions, during the breaks and in the common room. 

 

Food and Drink 

No Food or Drink is allowed in the classrooms, computer labs, hallways, stairways and lifts. You can use the 

common room for eating and drinking. 

 

Litter 

Please use the rubbish bins provided for the litter. 
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7. Assessment and Delivery 

DELIVERY 

 

The college practices the principles of flexible delivery. Programs are designed to maximize the opportunity 

for access and participation by all students. It is college policy that trainers must adopt a modified lecture 

approach i.e. a maximum of 50% of tuition time may be lecturer lead explanation and discussion, with the 

remaining 50% focusing on student lead activities.  

 

At all times learning at the college will be: 

  

• Student focused 

• Based on dialogue, using current business English 

• Practical involving students in hands-on activities 

• Current in terms of the information and case studies used 

• Applied – not theoretical only 

  

Trainers may adopt a variety of delivery strategies designed to meet these needs. 

 

Delivery strategies may include: presentations, role play, case studies, demonstrations, excursions, guest 

lectures,  group work, calculations, exercises, journals, projects, observations, computer assisted learning, 

tutorial style and individualized learning, library use, magazines and newspapers, video and audio-visual 

 

This college is an English Immersion learning environment and training will be conducted in English only, 

using technical and subject specific jargon. 

 

Excursions 

 

The college encourages relevant activities beyond the classroom. Students at the college may also be required 

to attend excursions as part of certain units. Excursions will be documented on the Excursion Form and 

written into lesson plans. Trainers will be required to account for the academic purpose of the activity by 

relating the activity to the competency units in the lesson plan. 

 

Professional Staff Recruitment 

 

All college staff are employed on the basis of having the requisite skills, knowledge, experience and attitude 

for the position. The college follows employment legislation and promotes EEO principles in its recruitment 

practices. 

 

Guest Trainers 

 

At the college we recognize the necessity to maintain industry involvement and for our teaching to be 

reflective of industry practice and needs. Therefore lectures may incorporate guest trainers from industry or 

professional association whenever possible. 
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First Day of Class 

 

On the first day of class trainers will: 

 

• Call out the attendance roll and check the names, student number and registration of each student 

• Direct all students not on the roll to the Registrar 

• Explain the attendance and results recording procedure to be used 

• Provide each student with a Subject Outline (includes subject aim, learning outcomes, delivery and 

assessment strategies, resources) and explain the outline to the students 

• Ask students to sign the Student Subject Outline Acknowledgement Sheet 

• Ascertain, through discussion, the learning and assessment needs of the students. 

• Identify possible English problems and refer to Registrar or Principal/Academic Head 

• Start training  

 

Training Package Requirements 

 

All college courses, delivery and assessment comply with the requirements of the nationally endorsed 

Training Packages or Accredited Courses. Upon request students may have access to these packages or course 

outlines and familiarize themselves with all competency unit criteria. 

 
ASSESSMENT 

 

Assessment Validation 

 

All assessment tasks are validated before use to ensure that they are fair and assess competency unit content. 

 

Assessment Moderation 

 

To moderate an assessment task is defined as comparing one assessment task against another, for the same 

learning outcomes or competency units, to check the: range, coverage, depth, terminology, duration, of 

questions and answers. 

 

Assessment tasks and results may be moderated by using any of the following strategies: 

 

• Internally moderate against other current assessments tasks and results 

• Internally moderate against past assessment tasks and results 

• Externally moderate against standard assessment tasks and suggested answers e.g. in support material 

• Moderate against exercises as published in texts and references 

 

Assessment Recording  

 

The trainer of the delivery unit conducts the assessment and evaluates the student’s academic performance. 

Academic results are recorded by competency unit on the Student Results Recording Sheet and entered onto 

the electronic student records management system. Students may access assessment records upon request to 

the Registrar by completing an Office Request Form. Please allow a minimum of 5 working days for 

processing all student requests. 
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Student must keep track of their academic progress and attendance rate and approach Student Services if any 

assistance is needed. 

 

Assignment Submission 

 

In the event that a LCT student obtains an ‘NYC’ for any exam or assignment they have the right to re-sit any 

examination or resubmit any assignment. The ‘NYC’ may have been obtained either because the student: 

 

Reason1. Sat for the exam or submitted the assignment at the correct time but did not receive a competent 

result. 

Or 

Reason2. Missed the exam, did not submit the assignment at the correct time or did not submit at all for an 

unsatisfactory reason 

 

In the event of reason 1: The student may approach the trainer and negotiate an alternative assessment time or 

a resubmission time. The college will allow all students to resubmit their assessments once without any extra 

administration charge. However for 2 or more resubmissions an administration charge of $250 per submission 

will be charged 

 

However in the event of reason 2: An administration charge of $200 per submission is applicable. This 

includes if the student missed an examination session or submits an assignment late without evidence of 

sickness or emergency. 

 

In all cases students must anticipate a marking time of 10 working days after submission for all assessment 

tasks.  
 

During Course Duration 

With satisfactory reason 

 

1. Student applies to LCT for an alternative examination time or alternative examination time or 

alternative assignment resubmission time as soon as possible either before or after the scheduled date. 

2. Student uses the LCT Application for Alternative Assessment Time – form and submits along with 

evidence. 

3. Reception forwards documentation to the DOS. 

4. If the DOS deems the reason to be satisfactory the DOS will direct the student to negotiate an 

alternative time with the trainer. 

5. The student and lecturer discuss alternative time. 

 

Without satisfactory reason 

1. Student does not attend exam session or submit assignment on time without prior application or 

without satisfactory reason 

2. Upon student application to do exam or submit assignment the student is charged an administration fee 

per submission. 

 

After Course Duration 

Under the ESOS Act 2000 it is breach of the Act for a provider to provide academic services to a student on 

student visa who is not registered with the provider. Therefore any student with outstanding academic 
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requirements after the eCoE end date will be required to re-register into the college and course. Depending on 

the work load students will not be required to maintain a full study load but all students in this circumstance 

will be required to pay a subject price. 

 

Exam Dates 

All college exams will be scheduled for the same day for all students 

 

Appeals for Reassessment  

All appeals should follow the Student Grievance and Appeals Policy and Procedure. Appeals regarding 

assessments will generally be conducted through an interview first with the trainer and then the 

Principal/Academic Head. A copy of the assessment task under question should be brought to the interview (a 

copy of all assignments has to be made by students prior to submission).  

 

If the student is not satisfied an independent mediator can be organized at no cost to the student through the 

college Impartial Assistance.  

 

If students wish to organize their own assistance they may do so at their own cost. 

 

Student Submission of Group Work 

In areas where the development of group skills is important students will be allowed the opportunity to submit 

group assessments as the product of the contribution of all work team members. Trainers will ensure that 

group work is appropriate for the task that a maximum group size is set and that students list on the covering 

page each team member’s name with a description of individual contributions. 

 

Observations of Student Demonstration 

This assessment takes the form of an assessor observing of the student undertaking a task. The instructor will 

provide students with a marking scheme before the observation and a completed marking scheme after the 

observation. 

 

Course Credit 

The college ensures to provide the opportunity for course credit upon application only and to a maximum of 

25% of course content by granting either RPL or Exemption to students with suitable prior learning or 

experience. Course credit is available for whole competency units only 

 

Course/ Program Information 

The college provides accurate, relevant, and up-to-date course/program information to students both prior to 

commencement, upon commencement and during their course. This information is available to students at all 

times through the: 

 

 Pre registration information 

 Student Handbook 

 College and course information sheets available at reception 

 Orientation procedures 

 Student Meetings  

 Notice Boards 

 Student correspondence 
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8. Student Induction Declaration 
 

I,….…………….……………………………….Student ID No:….……… acknowledge that all of the College 

and Course Information, Enrolment Terms and Conditions, Registration and Course fees, Refund Policy and 

Visa terms and conditions have been provided and fully explained to me during my College Orientation and 

that I understand and agree to abide by all of these terms and conditions.  

I understand: 

 That if I am in jeopardy of breaching any of these terms and conditions the College will initiate a Warning 

Procedure 

 That if I am in breach of any of these terms and conditions the College will initiate a reporting procedure, 

my enrolment in the College may be cancelled and if I am on a student visa my details will be forwarded 

to the Department of Immigration and Citizenship with a recommendation for the cancellation of my 

student (Temporary) visa. 

 That while I am on a Student (Temporary) Visa in Australia, I am obligated to attend the College for 20 

hours of supervised tuition on-site and maintain an average course attendance of 80% with satisfactory 

academic performance at all times. 

 That I am required to maintain, as the College defines, a satisfactory rate of academic progress, doing all 

the required assignments, appearing in all the required tests/examinations (written/oral), attending all the 

required seminars and being on time on all occasions. 

 That I will notify the College of any change of contact details. 

 That I must remain ‘financial’ at all times and will pay all my Fees including Tuition Fees on time. 

 That I will maintain my Health Insurance at all times. 

 That I have read and understood all the College rules, policies and procedures as detailed in the student 

handbook, Legislative Requirements Student Information Folder, all course and marketing information 

and Student Orientation. 

  That I again understand and agree that if I am in breach of any of these conditions my enrolment will be 

cancelled and details recommended to DIAC for cancellation of student visa.  

Student Signature ………………………………………………………………………………… 

Date …………………………………………. 


