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Welcome to
Gamma Education & Training

—

CEO MESSAGE

Guided by five (5) core values; engage, immerse, learn, reflect, & grow — Gamma Education & Training (Gamma College) strives to uphold
quality education. Vocational education and training (VET) is all about developing industry-specific skills and applied knowledge. Therefore,
industry relevance is at the heart of our delivery. To optimise learning, we proactively identify and support the needs of our students.
Since immersive training is associated with higher student engagement, we hope that you enjoy every single training session with us.
Gamma College continuously collects student feedback about training delivery, learning resources and staff. This feedback allows our staff to
make training even more immersive and enjoyable for you. Our aim is to turn every element of classroom training into a real-world skill for
you. As assessment is the only way to reliably measure students’ learning, our assessment practices are fair, flexible, valid and reliable.

At Gamma College, each learner is properly informed and protected. We systematically provide accurate, transparent and accessible
information on courses to inform prospective and current students. As it is not possible that all students remain happy with our practices all
the time, students have timely access to complaints and appeals that are recorded, acknowledged and dealt with fairly, efficiently and
effectively.

To conclude, | wish that you enjoy your study with Gamma College. | hope that Gamma College lives up to your expectations.

Kiran Wirring

Chief Executive Officer (CEO) “Knowledge makes us effective at a task, and skills make us economical”



Contact Us

Brisbane Campus (HQ)

Sydney Campus

Melbourne Campus

9 Brisbane Campus (HQ). '

e Address: Ground Floor, 252 St Pauls Terrace, Fortitude Valley QLD 4006

o Phone Number: 1300 757 099
e Email: enquire@gamma.edu.au

9 Sydney Campus

e Address: Level 13, 338 Pitt Street, Sydney, NSW 2007
e Phone Number: 1300 757 099
¢ Email: sydney@gamma.edu.au

9 Melbourne Campus

e Address: LB, 301-311 Flinders Lane, Melbourne, 3000
¢ Phone Number: 1300 757 099
¢ Email: melbourne@gamma.edu.au

Australian Qualifications Framework (AQF)

Gamma College offers AQF Qualifications. The Australian Qualifications Framework (AQF) enables the alignment of qualifications
between different Australian education providers (e.g., University, Vocational RTO) and international education providers. It
incorpo-rates the qualifications from each education and training sector into a singlecomprehensive national qualifications
framework. Students can refer to the Figure above as it is useful for determining course credits and recognition of your previous
experience and study.

Australian Qualification Framework

AQF levels and the AQF levels criteria are an indication of the relative complexity and/or depth of achievement and the autonomy
required to demonstrate that achievement. AQF level 1 has the lowest complexity and AQF level 10 has the highest complexity.
The AQF level summaries are statements of the typical achievement of graduates who have been awarded a qualification at a
certain level in the AQF.

Nationally Recognised Training

Gamma College is a Registered Training Organisation (RTO Code, 41406; CRICOS Provider Code: 03580F) delivering education
in business, administration, leadership & hospitality sectors.



QUALIFICATIONSTION

BSB30120 Certificate Ill in Business (CRICOS Course Code:106986E)

SI1T31021 Certificate 1l in Patisserie (CRICOS Course Code: 109745)J)

SIT30821 Certificate 11l in Commercial Cookery (CRICOS Course Code: 109861E)
SIT40721 Certificate IV in Patisserie (CRICOS Course Code: 109477B)

SIT40521 Certificate IV in Kitchen Management (CRICOS Course Code:109528G)
BSB40520 Certificate IV in Leadership and Management(CRICOS Course Code: 103988E)
ICT40120 Certificate IV in Information Technology (CRICOS Course Code:108160J)
BSB50420 Diploma of Leadership and Management(CRICOS Course Code: 104317C)
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BSB50120 Diploma of Business (CRICOS Course Code: 105409B)
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. SIT50422 Diploma of Hospitality Management(CRICOS Course Code: 110722F)
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. ICT50220 Diploma of Information Technology (CRICOS Course Code: 108161H)
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. BSB50820 Diploma of Project Management(CRICOS Course Code: 104079A)
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. BSB60120 Advanced Diploma of business (CRICOS Course Code: 105410J)
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. BSB60420 Advanced Diploma of Leadership and Management(CRICOS Course Code:105411H)
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. SIT60322 Advanced Diploma of Hospitality Management(CRICOS Course Code: 110723E)
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. ICT60220 Advanced Diploma of Information Technology(CRICOS Course Code:108162G)
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. BSB80120 Graduate Diploma of Management (Learning) (CRICOS Course Code:105408C)

=
(o]

. English for Academic Purposes (EAP) (CRICOS Course Code: 117148H)
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. General English (CRICOS Course Code: 117147))

N
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. Pearson Test of English (PTE) Preparation (CRICOS Course Code: 117149G)
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NATIONALLY RECOGNISED
TRAINING



TRAINING & ASSESSMENT
Gamma College is committed to delivering high quality training and assessment services that meet the expectations of students.

Competency based training and assessment

Competency based training is an approach to vocational education and training that places emphasis on what a person can do in the workplace as
a result of completing a program of training or based on workplace experience and learning. Assessment is the process of collecting evidence and
making judgments on whether competency has been achieved. The purpose of assessment is to confirm that an individual can perform the standard
expected in the workplace, as expressed in the relevant endorsed competency standards (reference: State Government of Queensland, Australia).
Aspects of work performance included in this concept involve:

e Performance at an acceptable level of technical skill;

¢  Organising one’s tasks;

e Responding and reacting appropriately when things go wrong; and

e  Transferring skills and knowledge to new situations and contexts.
Competency Standards are statements of the required workplace levels of performance.

Principles of Training and Assessment
Training and assessment strategies developed by Gamma College. Will adhere to the following principles:

e Training and assessment strategies are developed for each unit of competency that will be delivered and assessed. Each strategy
provides a framework to guide learning requirements and the training and assessment arrangements of each training product — the
macro level requirements of the learning and assessment processes.

o  Allcompetencies will require the development of a training and assessment strategy.

e Each training and assessment strategy will be developed in consultation with industry representatives, trainers, assessors and key
stakeholders

e Training and assessment strategies will reflect the requirements of the relevant training package and will identify target groups

e Training and assessment strategies will be validated annually through the internal review procedures and industry consultation.



Quality training and assessment principles
Gamma College. will apply the Principles of Assessment and the Rules of Evidence to achieve positive outcomes.

Principles of assessment
To ensure quality outcomes, assessment should be:

o Fair

. Flexible
e Valid

e Reliable

Fair
The individual learner’s needs are considered in the assessment process.
Where appropriate, reasonable adjustments are applied by the RTO to take into account the individual learner’s needs.
The RTO informs the learner about the assessment process and provides the learner with the opportunity to challenge the result of the
assessment and be reassessed if necessary. Learners have access to the appeal form online through RTO website, www.Gamma.edu.au. Appeal
forms will also be provided along with the Learner Assessment Guides.
Flexible
Assessment is flexible to the individual learner by:
e Reflecting the learner’s needs;
e Assessing competencies held by the learner no matter how or where they have been acquired; and
e  Drawing from a range of assessment methods and using those that are appropriate to the context, the unit of competency and
associated assessment requirements, and the individual.
Valid
Assessment is valid when the process is sound and assesses what it claims to assess. Validity requires that:
o Assessment against the unit(s) of competency and the associated assessment requirements covers the broad range of skills and
knowledge that are essential to competent performance;
e Assessment of knowledge and skills is integrated with their practical application;
o Assessment to be based on evidence that demonstrates that a learner could demonstrate these skills and knowledge in other similar
situations; and
e Judgment of competence is based on evidence of learner performance that is aligned to the unit/s of competency and associated
assessment requirements
Reliable
Evidence presented for assessment is consistently interpreted and assessment results are comparable irrespective of the assessor conducting the
assessment.

Rules of Evidence

These are closely related to the principles of assessment and provide guidance on the collection of evidence to ensure that it is:
Valid

Sufficient

Authentic

Current

Valid
The assessor is assured that the learner has the skills, knowledge and attributes as described in the module or unit of competency and associated
assessment requirements.

Sufficient
The assessor is assured that the quality, quantity and relevance of the assessment evidence enables a judgment to be made of a learner’s
competency.

Authentic
The assessor is assured that the evidence presented for assessment is the learner’s own work.

Current

The assessor is assured that the assessment evidence demonstrates current competency. This requires the assessment evidence to be from the present
or the very recent past. This is particularly relevant to RPL.
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ASSESSMENT POLICY
Gamma College acknowledges the critical role that assessment plays in determining that students have skills and knowledge. In developing the
assessment(including RPL) for the units of competencies, the RTO ensures:

e  Compliance with the assessment guidelines from the relevant training package and unit of competency.
e Assessment leads to a statement of attainment under the Australian Qualifications Framework (AQF).

o Assessment complies with the principles of competency-based assessment and informs the student of the purpose and context of the
assessment.

e Evidence collected conforms to the rules of evidence.

e The application of knowledge and skills is relevant to the standard expected in the workplace, including skills for managing work
tasks, contingencies and the job environment

e Timely and appropriate feedback is given to students/learners.
o Assessment complies with Gamma College’s access and equity policy.
e  Allstudents/learners have access to re-assessment on appeal.

o Al students have up to 2 attempts free of charge in completing the assessment and after that fees will be charged, and student will
be out on risk at failing the unit of competency.

Gamma College implements an assessment system that ensures that assessment (including Recognition of Prior Learning) complies with the
assessment requirements of the relevant training package or VET accredited course. Gamma College recognises that each unit of competency
contains assessment requirements relating to; performance evidence, knowledge evidence and assessment conditions outlined by the relevant
training package. Numerous approaches to assessment are used by the Institute staff. Assessment approaches may include observation of
performance in class, workshops or laboratories, case studies, projects, assignments, presentations, role plays, written tests and exams.

Students will be given advance notice of the due date and the nature of assessments and will not be expected to sit an assessment they have not
prepared for. In other words, Assessment happens after Training.

A complete qualification includes several units of competency. Each unit of competency includes multiple assessments and after each assessment
the student’s submission will be marked S - Satisfactory or U — Unsatisfactory. After each assessment, verbal and written feedback will be
provided. The result for an overall Unit of competency will be recorded as C - Competent and NC — Not Competent. Therefore, within a particular
unit ofcompetency, the student must get S — Satisfactory grade in each of the assessment task to get overall C-Competent grade.

Students will be given 3 attempts to demonstrate competency at each assessment. If students are unable to demonstrate competency after three
attempts at an individual task, they will be deemed Not Competent (NC) and must re-enroll and undertake the unit again. This will incur a fee.

Not attending for an assessment will be counted as one assessment attempt for each occurrence unless:

a) the student can provide a certificate from a registered medical practitioner indicating that the he/she was medically unable to attend the
assessment; or

b) the student can provide independent evidence of exceptional compassionate circumstances that are beyond the student’s control. For
example, an instance of serious illness or death of a close family member.

Unique Student Identifier (USI)

The RTO cannot issue any AQF Qualification without USI. Students will need to provide Gamma College their Unique Student Identifier number. A
Unique Student Identifier (USI) is a reference number made up of numbers and letters unique to each student. This US| allows students to link their
previous and future VET qualifications into a single authenticated transcript (is accessed online). USI will allow students to see completed training
results from all previous providers. A USI Number will stay with the student for life. Although, USI is required prior to the issuance of qualifications to
students, to avoid any delays the RTO requests all students to provide their USI during enrolment.

Note: USl is easy to complete, hence, students can create their USI online. Please refer to the website: https:/www.usi.gov.au/students/how-do-i-
create-usi


http://www.usi.gov.au/students/how-do-i-
http://www.usi.gov.au/students/how-do-i-

Currency of training

Gamma College implements a policy and procedure to ensure that it delivers current AQF training package and accredited courses. This policy
and procedure ensure new training package and accredited courses will be implemented within 12 months of their introduction and that Students’
are fully informed of the process and subsequent transition arrangements.

OUR STUDENT SUPPORT

Gamma College has a range of student support services for each phase of your journey with us. The institute’s Staff will support you in all 5
phases ofstudent journey. Our available support examples are provided under each phase of your journey with us.

Phase 1 Marketing and recruitment

During the first Phase, Gamma College provides you with accurate and factual information about our courses & services in a timely manner. Since
this is a crucial stage as students choose their education providers, we are here to answer your questions (via phone, email, in person if onshore).
After reading website, Student Handbook is the important document that will inform you about most things you need to know about the RTO and our
services.If you think you have enrolled into a wrong course, you may reject our student offer.

Phase 2 Enrolment

Phase 2 involves student's enrolment and pre-enrolment with Gamma College. Before finalising enrolment, Gamma College ensures that potential
students meet Admission criteria (English language, literacy & numeracy skills, age, academic & visa requirements, computer literacy). Our enrolment
staff will help students in case of any questions relating to pre-enrolment phase. Information gathered along with documentary evidence during the
Enrolment phase will allow the RTO to know whether you meet admission requirements for course (s).

During this phase, Gamma College also informs students about course delivery and assessment, pre-paid fee, itemized fee, course fee, refunds
and fees protection mechanism, ensuring that students’ rights are protected. Students are also informed about complaints and appeals policies and
processes and our education agents.

We will systematically assess your application for course credits (RPL, CT) during this phase. Course credits will lead to shorter eCoE with reduced
cost, reduced study and possibly, reduced visa duration.

CREDIT TRANSFER (CT)

Gamma College recognises qualifications and statement (s) of attainment issued by other Registered Training Organisations. Applicants who have
successfully completed any of our unit (s) of competency for the qualification with another CRICOS provider can apply for credit transfer. Note: The
completed unit of competency CODE and TITLE must match to the competency for which you wish you obtain credit transfer.

Credit transfer reduces the time, cost and study load associated with completing a qualification. There is no charge for processing Credit Transfer
applications. There is a pro-rata reduction in course fees if Credit Transfer is applied for and granted.

Students may apply for Credit Transfer by ticking the enrolment form for credit transfers and providing more information with supporting evidence in
pre-enrolment phase. Documentation must include original certificates (with Record of results) / statements of attainment. Further information on

the CT process can be accessed by contacting the Institute. Please note that Credit Transfer applications can only be considered for whole units

of competency. Gamma College ascertains credit transfers via the pre-enrolment survey prior to your enrolment. CT are free of charge and students
eCoE duration will be adjusted.

RECOGNITION OF PRIOR LEARNING (RPL)

Recognition of Prior Learning (RPL) is a process designed to recognise previous formal or informal learning, work and life experiences that the
student may have had to the extent that they are relevant to the course outcomes. The RPL process allows students to receive recognition under
these circumstances and therefore enable them to focus more on areas they need to achieve competencies in order to gain their qualifications.
Students who believe they already have some of the competencies in the course may apply for Recognition of Prior Learning (RPL). Please note
that RPLapplications can only be considered for whole units of competency. An essential requirement of RPL is that you can prove that you
currently have the required competencies in the unit applied for. An RPL application may only be made after enrolment and payment of fees and
must be made using the Institute’s RPL application form that will be available during orientation. RPL in a unit will be granted after students have
completed the institute’s RPL assessment requirements for that unit. Students must attach verified copies of all relevant documents to the RPL
application form.

There is a fee charged for each RPL application made based on the number of units applied. The RPL fee listed in the fee schedule section of

the Student Offer and is non-refundable irrespective of the outcome of the RPL application. Itis recommended that students seek advice from the
Institute before commencing an RPL application. Gamma College ascertains RPL via the pre-enrolment survey prior to your enrolment. The student's
eCoE duration and fees will be adjusted as per the RPL given.

Pre-enrolment Assessment
Selection for enrolment in both courses will be approved for applicants who meet the qualification admission criteria during Pre-enrolment phase

including a brief interview prior to the confirmation of enrolment at Gamma College. This is to ensure that the student has relevant skills required to

undertake and successfully complete the qualification within the timeframe specified on electronic confirmation of enrolment (eCoE).
© Gamma College | ABN 60609769379 | CRICOS PROVIDER CODE: 03580F 1C



Enrolment Steps

Since this is a complex stage requiring steps in the right order, the following table will conveniently guide you through enrolment steps:

Enrolment Steps

Fee (s) Payable

Student Task

Purpose

RTO Response

Step 1

Not Applicable at this stage

Student will read marketing
information from Course
Marketing Flyer (s), and the
RTO staff.

Student will also read Student
Handbook that contains
comprehensive information for
students. The RTO staff will
individual email Student
Handbook to the potential
student during recruitment
ensuring that it is read and
understood.

The student will assess the
marketing materials whether the
course, RTO and country are
suitable for the student. This is
a critical step and students are
advised to discuss marketing
information with their superiors,
RTO staff and / or parent/
guardians.

The RTO will provide further
information (in addition to student
handbook, marketing flyer, if the
agent is involved) if required by
the student.

Step 2

Student will also fill Enrolment
Form.

RTO will assess whether all
documents are submitted by
student as per Enrolment Form
Document Checklist.

RTO will clarify certain points in
Enrolment Form or Documents
submitted (mistakes, errors by

student on Enrolment Form) if

further clarity is required.

Step 3

Pre-enrolment Assessment
(information gathering, Oral
Interview in person, or
SKYPE)

Itis a pre-enrolment
assessment that will allow the
RTO to know more
information about the student
(i.e., coursecredits, English
level, student expectations,
course suitability to students,
students’ priorexperience,
student support
requirements, computer literacy
etc.)

The RTO will assess students’
responses to Enrolment Form,
Pre-enrolment Assessment
and Oral Interview to ascertain
whether: The RTO and its
courses are suitable for students,
the student has required prior
skills and knowledge to
undertake and complete the
course within COE timeframe,
support needs, English levels,
computer literacy, student
expectations andobligations.

Step 4

No fees are acceptable prior
to the student agreeing to the
RTO Offer and conditions by
way of signing.

The RTO either provides the
student the

Student offer

& Written Agreement

Or

Offer Rejection Letter.

If the student meets all
admission requirements, the
RTO will send a formal student
offerwith written Contract
outlining

detailed conditions, policies and
procedures, fees and refunds.
A student will be Entering into
a FORMAL Agreement with the
RTO at this stage.

Alternatively, if the Student did
not meet the admission
requirements the RTO will send
an Offer Rejection Letter
outliningreasons.

The RTO will check whether the
student has signed Course
Acceptance appropriately and
everypage of the document. RTO
may seek further clarification
whether the student understood
the conditions.

If the student has been sent a refusal letter, the Enrolment Phase is finished here, and the
student can apply at a later time point if they meet the admission criteria. No fees have been
accepted till this point, hence, refunds are not applicable.
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Step 5

Student pays 15 Fees
instalment required for
eCoE.

Minimum fees are mentioned
in the student offer and the
student pays the fees. All
instalments are mentioned.
After the student pays the
fees, Electronic Confirmation
of enrolment (€COE) is issued
and the RTO asks whether
the student needs any more
information.

The student receives the eCoE
outlining course & fees paid
from RTO. The student checks
information on the eCoE for
accuracy.

The RTO ascertains whether the
student has paid and received
the eCoE.

Step 6

Further fees are only
payable if the student needs
additional service from the
RTO (e.g., airport pick up,
accommodation arrangement
etc.). Student makes these
requests via Enrolment
application.

Student Applies for Australian
Student Visa

The RTO responds to the
student with fees and invoice if
the student has requested
additionalservices (e.g., airport
pick up, accommodation
arrangement etc.)

The RTO helps the student in
providing any information about
studying in Australia.

Step 7

(This step applies only
if the Student Visa is
Refused)

Refund of pre-paid (e.g., 1*
Fees instalment) as per the
Student Written Agreement
only if the visa is refused

Student fills the Refund
application form

The RTO responds to the
student with refund details as
perthe written contract.

The RTO refunds the money
as per its refund policy outlined
in the Student offer & Course
Acceptance Agreement.

Step 8

Student arrives in Australia
and attends the RTO
Orientation

The RTO takes the Orientation
Program. Additional services
are provided to the student if the
student has requested any.

The RTO orientation is a great
way in getting to know the RTO
staff and facilities and course
curriculum and information about
buses, time tables, trains etc.

Phase 3 Support and progression
We will support you by providing you access to our support as identified during the enrolment phase. Our purpose here is to maximise the study
outcomes for you. We will make use of information provided by you to systematically assess whether you need any support. This support for
example, may include helping you with English if you have problems understanding Australian English. The RTO has the provision of free extra
classes and students will be informed regularly on how and when to access classes. The RTO will support you by promptly responding to your

complaints and appeals. We have independent mediation services if the student complaint and appeal is not resolved internally. Furthermore, we
will conduct a comprehensive orientation session informing you about important milestones relevant to Course Progress and minimum course
attendancethat you need to know to complete your studies with us. To ensure that you progress through your course, we will give you timetable by
listing

various readings before and after classes. Additional, trainer and assessor contact will be afforded when the need is identified, or the student has
requested it. Our course delivery is structured such that our cohort of students can finish the course within eCoE timeframe. Our trainers have
mapped relevant industry standard textbooks chapters to specific units of competency to make your learning an enjoyable process. In other units,
you will be provided adequate learning materials to study.

Phase 4 Training and assessment

Our qualified trainers and assessors will be able to support you throughout your studies by using available means possible as per our Support Policy.
The support will include extra classes, extended trainer contact, helping you with appeals, Skype support, email support, answering your questions
within classes, providing reasonable adjustments during assessment if the need arises, allowing you 2 free attempts for assessment completions.
Students will be able to access our facilities (i.e., simulated learning, laptops/computers, extra classes). Our course length is determined so that you
absorb the required skills and knowledge. We will endeavour to provide you with valid & well-explained assessment activities reflecting fairness.
Learning and assessment timetable will be provided to you during the orientation, specifically guiding you to important milestones. We will provide
with timely feedback during the training and assessment processes. Students will be given helpful feedback for their completed assessments,
allowing positive outcomes.
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Phase 5 Ongoing Support
You will receive a thorough Orientation when you commence your studies. (Refer Orientation Section in this document.)
Other ongoing support includes:
1. Academic Support
e Trainer & Assessor Consultations — Need help with a topic? You can book time with your trainer outside of class for extra guidance.
e Study Skills Workshops — Learn tips on time management, referencing, note-taking, and how to approach assessments with confidence.
e  Flexible Learning Support - If you're struggling with online learning, technology, or need adjustments to assessments, let us know—we're
here to help!
2. English Language & Literacy Support
e LLN (Language, Literacy & Numeracy) Support — If you find reading, writing, or maths challenging, we can arrange extra help to improve
your skills.
e English Conversation Clubs and activities — Join casual, friendly sessions where you can practice speaking English with other students.
Great for confidence and fluency!
3. Wellbeing & Personal Support
e Mental Health & Counselling Services - If you're feeling stressed, overwhelmed, or need someone to talk to, we can connect you with
professional support services.
e Financial Hardship Assistance — If you're struggling with fees or living costs, we can guide you on budgeting and payment plans or refer you
to external services.
o Disability & Accessibility Support — If you have a disability, health condition, or learning difficulty, let us know so we can discuss possible
adjustments to help you succeed.
4. Other support - See the SUPPORT Section in this Handbook

AQF Certification
We will ensure that students receive AQF Certification in a timely manner. All Qualifications or Statement of attainments will be given to students
within 30 Calendar days. All staff that is in immediate contact will support you for Certification-related requests.

Student Note: See Academic Course Progress & Intervention Policy & Procedures for students who fail to complete their course.

STUDY STRCUTURE & STUDY TIPS

In Australia, much emphasis is placed upon regular learning over time. As a tip for the student, you must commence research about an assignment
and exam early on and not at the last minute. Learning in small sessions will be very effective than learning and preparing for an exam the last day.
Vocational education & training is an integrative learning — meaning that knowledge and skills are developed together. The best way is to simply
turn up to your classes and participate with trainers and fellow students. Cooperative learning has the best outcomes when compared to individual
learning.

To be a successful as the student in Australia, you will need to adapt to these methods of learning. Most education institutions in Australia are willing
to help as they offer support and assistance to develop effective study skills.

Our trainers understand the difficulties in getting used to different study methods. Our training staff will be patient in helping you to develop new
skills.

In VET education at our RTO, the student is required to attend 20 hours of classes per week. Classroom activities will involve instruction based on
theory and practical. Your trainer will present the lecture on Power-Points. For any classroom session, at a minimum, you must have the following:
e Notebook & pen pencil
e  Prescribed Textbooks (if applicable)

Student Portal & Logins
e You will receive detail instructions on how to access the Student Portal upon your Orientation Day program

Additionally, please keep your Study Structure with you. The Study Structure will give you weekly readings to be done as a preparation for class
activities. Study structure for each qualification is provided in the Tables. This is an effective way to keep up to date with course progress. Students are
reminded that our courses contain lot of practical / group activities. Your trainer will pair you with fellow students to form a team. You may also select or
form your own team.

A TIP: More you will practice and learn in groups, the more quickly you will know how to apply knowledge to actual tasks. As per research, Group
learning produces significantly better skills than individual learning.
PRINTING

Students need to contact the RTO receptionist for printing. All the printing that is required for your coursework is free of charge. However, payments
(25 cents per page black & white, 60 cents per page for Coloured printing) will be applicable if you want to print something personal. The RTO
doesnot do photo printing.
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LOCAL LIBRARIES BRISBANE
Gamma College recommends all students to do their research using our RTO library of books (i.e., can be borrowed on-campus). Books, magazines and

other reference materials are available for on-site reading. Students are required to communicate with the Student Administration Officer if they need to take it
out outside the campus. It contains a wide range of books related to studies. Library resources are free for students to use and return.
Following is the list of nearby libraries that can be used free of charge upon registration:

New Farm Library
Address: 135 Sydney St, New Farm QLD 4005
State Library of Queensland
Address: Stanley PI, South Brisbane QLD 4101 Website: www.slg.qld.gov.au



http://www.slq.qld.gov.au/

Brisbane Square Library Address: Brisbane Square, 266 George St, Brisbane City QLD 4000
Website: https://www.brisbane.qgld.gov.au/ Supreme Court of Queensland Library (library with comprehensive collection of international / national
business law resource) Address: 415 George St, Brisbane City QLD 4000 Website: http://www.sclqld.org.au/

Students can ask our administration staff for more information
about these libraries and memberships. Libraries require an
application form with photo identification documents. Specific
libraries allow online resource access once their membership is
obtained.

LOCAL LIBRARIES SYDNEY
Gamma College provides all the necessary learning materials. However, if students want to supplement their learning with more interesting books and materials,
and study other areas of academia just for fun (e.g., history, art, music, history) the following nearby and city-based libraries can be visited. Libraries also electronic
catalogue to access via their websites. Students can visit the websites (Google search) to browse respective online catalogue of the following
State Library of New South Wales
Public Library
Macquarie St
Phone: (02) 9273 1414
Ultimo Library Public Library
1/40 William Henry St
Phone: (02) 9298 3110
Haymarket Library
SciTech Library | University of Sydney Library
Jane Foss Russell Building
G02/160 City Rd, Sydney NSW 2006
Phone:(02) 8627 8711
Haymarket Library
744 George St
Phone: (02) 8019 6477
Library Express
Public Library 456
Kent St
Phone: (02) 9242 8555
Customs House Library

Public Library 31 Alfred St
Phone: (02) 9242 8555



http://www.brisbane.qld.gov.au/
http://www.sclqld.org.au/

LOCAL LIBRARIES MELBOURNE

State Library Victoria
328 Swanston St, Melbourne VIC 3000
(03) 8664 7000

State Library Victoria is the state library of Victoria,
Australia. Located in Melbourne, it was established in
1854 as the Melbourne Public Library, making it
Australia's oldest public library and one of the first
free libraries in the world

State Library Victoria
253 Flinders Ln, Melbourne VIC 3000
(03) 8664 7000

Students can ask our friendly staff for more
information about these libraries and their

memberships. Generally, Sydney-based libraries

require the student to complete an application form
supported by proofs of identification. Students can
visit the website of the libraries to learn more about
registering with them.

'
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CHANGE OF ADDRESS

Students must notify the Institute of changes of address, telephone number, email address and other applicable changes within 7 days of the
change. For example, change of address is required by visa condition. Failure to do this may mean you may not receive important information which
may affect your course enrolment or the visa.

REFUSAL OF SERVICES
e On completion of the course, Gamma College may refuse to issue AQF Certification to students who are in breach of any part of this
agreement (e.g., non-payment of fees, cheating, other matters).
e Letters of release will not be issued to students who are in breach of any part of fees payment and refund agreement.
o Certain services could be removed from students under some disciplinary action by the Institute.

COMPLETION WITHIN EXPECTED DURATION

Gamma College international vocational education and training (VET) students are to ensure to complete the course within the duration specified on
yourelectronic Confirmation of Enrolment (eCoE) and do not exceed the allowable portion of online or distance learning. The student will be charged for
additional course duration as per the additional Student offer.

COURSE FEES & REFUNDS

Course fees are divided into Tuition fees & Non-Tuition Fees all of which are detailed in the Course guide and Price List
Students are required to pay tuition and any applicable non-tuition fees as per their payment plan

Failure to make payments on time may result in warnings, restricted portal access, and potential enrolment cancellation.

Tuition Fees

This portion of your fees is the fee paid by students to Gamma College for the delivery of training and assessment services in their enrolled course.
Tuition fees cover the cost of classroom instruction, practical training, access to learning resources, and assessment activities.

Exclusions: Tuition fees do not include non-tuition costs such as enrolment fees, materials fees, Overseas Student Health Cover (OSHC),
reassessment fees, administrative charges, accommodation, or other incidental expenses, all of which are detailed in the section Other Course Fees &
Refunds

Other Course Fees & Refunds
Gamma College provides a transparent fee structure to ensure students understand their financial obligations. All students must adhere to the
payment schedule and policies outlined in their Student Offer & Written Agreement.

Non-Tuition Fees
o  CoE Deposit & Non-Tuition Fees include, but are not limited to
o  CoE Deposit Fee: $1500 (standard, depending on course), comprised of:
= $200 Enrolment Fee — Non-refundable once the course has commenced.
= Materials Fee — Non-refundable once the course has commenced. This may exceed the $1300 included in the CoE Deposit
and will be charged with the first unit tuition fees.
o The College has set aside & prepaid resources, and forgone other incomes to enable this enrolment
o  Credit Transfer: No charge
e Repeat Unit: $250 per unit
o Assessment Re-sit (First 2 attempts): No charge
e Reassessment (After 2 attempts): $250 per attempt
e  Missed/Failing Final Practical Exam or Clustered Observation: $250 per exam + materials ($200 $500 estimate depending on Observation type)
e Campus Transfer Fee: $500
e  CoE Reinstatement Fee: $500
e Materials fee not refundable once commenced (may be in excess of the $1300 included in the CoE Deposit and charged with the first unit
Tuition fees)
e  Formal Statement of Attainment: $0 (other schools $50 ish)
e AQF Certification: $0
e Aletter of Release: $0
e  Changes To Enrolment $200
e Deferment Application (delaying start date): $0,
e Suspension Application (already commenced) $0 if more than 4 weeks up to $2000
e Cancellation application: $0



Additional Non-Tuition Fees (If Requested by Student)
o  Overseas Student Health Cover (OSHC): Based on provider rates. Students must refer to:

o Nib
o AHM
o Medibank

e Airport Pickup & Accommodation Fees: Available upon request and charged on a case-by-case basis.

Payment of Fees
e  All payments must include your Student ID in the reference field.
o Do not use only your name, as this may delay processing.
e  Tuition fees must be paid on time to avoid:
o Warnings and reminders
o Restricted portal access
o Potential enrolment cancellation

Bank Payment Instructions

Payments should be made to the following account:

Bank Name: Westpac Bank

Account Name: Gamma College

BSB: 034010

Account Number: 403124

SWIFT Code: WPACAU2S

Students may also pay via bank cheque (payable to "Gamma") or in cash at the campus reception (onshore students only).

TUITION FEES PROTECTION
Gamma College is covered under the Tuition Protection Service (TPS), ensuring that in the unlikely event the provider is unable to deliver a course,
students will be offered an alternative course or a refund. More details: www.tps.gov.au

REFUND POLICY
Refunds are only granted under specific conditions outlined in the Student Offer & Written Agreement. The following key points apply:
Student Default

A student is considered in default if they:
o Fail to commence the course.
Withdraw from the course after commencement.
Are terminated due to misconduct, visa cancellation, or non-payment of fees.
Breach their visa conditions.

Refunds for student default:
o No refund for the current unit’s tuition fees.
e  Prepaid tuition fees for future units may be refunded (minus enrolment and administration fees).
o No refund for enrolment fees, material fees, or administrative charges.

Visa Refusal
If a student visa application is refused before the course start date, a full refund of tuition fees will be granted, minus the enrolment application fee. To
claim a refund, students must provide official visa refusal documentation.
Provider Default
If Gamma College is unable to deliver a course, students will be offered:
1. An alternative course of equal value at no additional cost.
2. Afull refund of all prepaid tuition fees.
Refunds will be processed within two (2) weeks of provider default.

Requesting a Refund
To apply for a refund, students must;
1. Complete a Refund Application Form (available on the website or at reception).
2. Attach supporting documents (e.g., visa refusal letter, withdrawal form).
3. Submit the form via email or in person to Student Administration.
Processing time: Up to 14 calendar days from submission.
Refunds will be transferred via bank deposit and are subject to standard bank processing times.
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Important Notes
e Refunds due to iliness, compelling or compassionate grounds, or extenuating circumstances may be considered at the CEQ’s discretion.
o No refunds for delays caused by incorrect student payment details.
o Refunds due to visa refusal will only be processed if official evidence is provided.
o Ifacourse duration is extended due to student action, additional tuition fees will apply.
e  Students who defer, suspend, transfer courses or transfer to another college may not be eligible for refunds
e Ifacourse duration is extended due to student action, additional fees may apply.
e Refunds are subject to Australian Consumer Law protections.

* k%

*Examples of compelling or compassionate grounds may include but not limited to:
o  Student has medical evidence that the physical environment at the provider’s location is unsuitable for them.
o  Student has medical evidence demonstrating their current course or career path has become unsuitable.
o  Student has medical evidence relating to a family member and needs to change their location due to the family member’s medical needs.
o  Student has compelling evidence that they will gain a significant and tangible benefit from release. This could include situations like an
unforeseen change in financial circumstances resulting in financial hardship, or a traumatic experience in the provider’s environment.
** Medical Evidence
All medical evidence must be sources or confirmed by an Australian based, GP or Specialist and directly refer to compelling or compassionate
grounds claimed in the request.

PRIVACY POLICY
The purpose of the Privacy information is to inform you that in certain circumstances, Gamma College Pty Ltd (Gamma College) will share your
personal information with various agencies. Gamma College collects information to ensure its obligations under the National Code 2018. The
authority to collect this information is contained in the Education Services for Overseas Students Act 2000 (ESOS Act) and National Code 2018.
Information is collected before enrolment and during your study with us. This clause is informed to you to ensure that you know and agree with this
condition before enrolling with us. In some circumstances students’ personal information may be disclosed by the registered provider to the
Commonwealth including the TPS, or state or territory agencies, ESOS Assurance Fund Manager, Australian government and department of home
affairs in accordance with the Privacy Act 1988. The following are some of the common set of common circumstances in which students’ personal
information may be disclosed by Gamma College in accordance with the Privacy Act 1988:
o While issuing your eCoE and/ or making changes to the existing eCoe via PRISMS.
o Sharing information about the overseas student’s deferment, suspension or cancellation or other student course variation in PRISMS.
e Providing your personal information to ASQA and other government bodies if Gamma College is in default and is unable to provide you with agreed
services. In that case, TPS will also be provided your information.
o Updating PRISMS if you decide to change the provider and Gamma College affords you a letter of release.
o Notifying PRISMS and government bodies about student default (i.e., unsatisfactory course progress, unsatisfactory attendance, non-payment of fees,
cancellation of your enrolment due to disciplinary action by Gamma College or any student visa violation).
e Gamma College will share your information from time to time with government agencies for research and statistical purposes.
e Gamma College will share specific information regarding your welfare agencies such as police and your country’s high commission, e.g., if there is an
incident involving your safety, accident and we are unable to locate or find you.
o Gamma College is obliged to share your personal information with agencies such as police and high commission, if there are serious concerns
involving theoverseas student.
e Gamma College will share your information with external mediation services in circumstances where you have applied for external appeals, or if you
have reviewed any decision in the Australian court system against Gamma College.
o Gamma College is obliged to share your personal information to department of home affairs if they request specific information about your academic
progress /and or attendance or other issue.

TRAINING GUARANTEE

Gamma College will take all reasonable steps to ensure we run the qualification once it has been confirmed and offered to students. In the

unlikely event if Gamma College is not able to fulfil its commitment and obligation to provide a course at the agreed date, the RTO will offer the
student a full refund of all pre-paid fees. Alternatively, the student will be provided the letter of release if the student is happy to transfer to another
RTO. Gamma College takes a

collaborative approach by providing necessary support to all students facilitating successful completion of the qualification within agreed timeframes.
In other circumstances, the RTO will refer you to contact Australian Government regarding Tuition Protection Service (TPS) for further assistance
and to minimize any hardships.

DATARECORDS POLICY

Gamma College will retain records of all written agreements as well as receipts of payments made by students under the written agreement for at
least 2 years after the person ceases to be an accepted student. Student can request at any time point within 2-years a copy of any record we keep.
GAMMA will retain students’ completed assessment for 2 years. If the Institute ceases its operations, the student records will be handed over to
Australian Government agencies such as ASQA. However, due care will be taken to protect your privacy at all times.
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STUDENT TRANSFER POLICY & PROCEDURE

DEFINITIONS

Principal course

The principal course is usually the final course of the study to be undertaken. For example, if a student is studying ELICOS followed by a Diploma program, the
Diploma program will be the principal course. if a student is requesting a transfer before completing 6 months of the principal course of study, the administration staff
is to provide a copy of the transfer procedure and the application form to the student.

Student default
The student not meeting their obligations as per the signed written agreement between the student and Gamma College. For example, student not paying fees, not
meetingcourse progress requirements and not accessing the available RTO support, student misbehavior, disruptive class behavior, cancelled and suspended eCoe.

Provider default

The provider not providing services as per the written agreement between the student and Gamma College. Furthermore, if the student claims or can provide
evidence thathis or her reasonable expectations about the current course are not being met.

Restricted period

Atimeframe of up to 6 calendar months of the principal course being completed in which a student cannot change providers without satisfying certain conditions.
As per our Student transfer policy and procedure, International Students who are currently studying with other providers in Australia and are
interested to enrol with us must complete six months of his or her principal course with the previous provider. We require that the student has a
letter ofrelease from the provider of the course in which the student is currently studying. Gamma College will take reasonable steps to check
whether a student isenrolled with another provider before completing the enrolment. ‘Reasonable Steps’ could include asking the student if he or she
is currently enrolled with another provider and checking a student’s visa and using PRISMS. It is noteworthy that the transfer between registered
providers may impact the student's visa. Only, in limited circumstances, Gamma College may accept the students transferring from another
CRICOS providers, if the following conditions are met where:

1. thereleasing registered provider, or the course in which the overseas student is enrolled, has ceased to be registered.

2.  the releasing registered provider has had a sanction imposed on its registration by the ESOS agency that prevents the overseas student from continuing
his or her course at that registered provider.

3. any government sponsor of the overseas student considers the change to be in the overseas student’s best interests and has provided written support for
the change.

Gamma College may contact ESOS Agency to assess incoming students in reference with the 3 points.

Similarly, international Students who are currently studying with Gamma College and willing to transfer to another education provider are subject to
our
Student transfer policy and procedure.

PROCEDURE TO TRANSFER

How to apply for admission at Gamma College if you are transferring from another CRICOS education provider?

Steps here only cover your requirements relevant to the release letter. Hence, it is assumed that you meet Course Admission criteria and conditions
specified on your student offer and written agreement.

Step 1

Students are to complete Gamma College Enrolment Form and provide a letter of release from previous provider along with other required
documentation.

If the student does not have a letter of release, the student’s enrolment will be assessed as per the following criteria as per the evidence
presented by the student:
1. thereleasing registered provider, or the course in which the overseas student is enrolled, has ceased to be registered.
2. the releasing registered provider has had a sanction imposed on its registration by the ESOS agency that prevents the overseas student
from continuing his or her course at that registered provider.
3. any government sponsor of the overseas student considers the change to be in the overseas student’s best interests and has provided
written support for the change.

Step 2
Students are to follow the ‘Enrolment Steps’ as per Marketing Brochure (s).

How to apply for a letter of release if you are transferring from Gamma College to another CRICOS education provider?

Request to Transfer Steps

Students who are willing to transfer from our RTO to another CRICOS education provider before completing 6 months of principal course, are
required to make a written application for the release letter by filling out Release Letter Application form. The Form will be made available to you
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during Orientation and upon request if and when you decide to apply. Students are to submit evidence as per the Form.

Application is to be submitted via supporting documentation (i.e., Letter of offer from another provider, supporting documentations towards other
reasons for transfer). Gamma College will acknowledge your request in writing via email only.

Time frame for all decisions
Students will be informed of the outcome of their application for transfer within 12 calendar days of lodging the application via email.

In what circumstances, Gamma College will release a student?

o [fwe assess that the overseas student will be reported because they are unable to achieve satisfactory course progress at the level they are studying,
even after engaging with that registered provider’s intervention strategy to assist the overseas student in accordance with (Overseas student visa
requirements), Gamma College will provide the release letter.

If Gamma College has made the assessment that there is evidence of compassionate or compelling circumstances.

If Gamma College has assessed that there is evidence that the overseas student’s reasonable expectations about their current course are not being met.
If Gamma College has assessed that the registered provider fails to deliver the course as outlined in the written agreement.

If Gamma College has assessed that there is evidence that the overseas student enrolled in the wrong course due to improper marketing information
and thecourse does not meet study objectives.

e  We have assessed that an appeal (internal or external) on another matter results in a decision or recommendation to release the overseas student.

e The Student provides a valid Enrolment offer from another CRICOS Provider and meet documentary criteria.

Note: Gamma College grants the release (if approved) at no cost to the overseas student. The overseas student who have been released must
contact Immigration to seek advice on whether a new student visa is required. Gamma College will not notify the student's refusal status in
PRISMS until the complaints and appeals processes are allowed within the 20-working day period, or the overseas student withdraws from the
process.

On what grounds, the student release may be refused?
In the following circumstances Gamma College may refuse the grant of release letter. In doing so, Gamma College will provide you a written
correspondence about
the reasons for refusal. The following are the reasons on which your release can be refused:
o When the student has not paid due fees to the RTO and wants to transfer to avoid fees payment.
The student has not completed 6 months in the principal course and transfer is not in the best interest of the student.
The student does not provide a valid letter of offer from another institute.
The student is very close to finishing a study period, hence, completing the study period is in the best interest of the student.
The student provides misleading and non-truthful information in support of their transfer request application.
If the transfer may jeopardize the student’s progression through a package of courses.
Ifthe student has recently started studying the course and the full range of support services are yet to be provided or offered to the student.
If the student enrolment is already cancelled due to other reasons (i.e., non-payment of fees, course progress) and the student is no longer an accepted
student of Gamma College

Time frame for all decisions
Students will be informed of the outcome of their application for transfer within 12 calendar days of lodging the application via email.

Maintaining records

Gamma College will maintain records of all requests from overseas students for the release and the assessment of, and decision regarding, the request
for two (2) years after the overseas student ceases to be an accepted student.

Students’ Right to Appeal

Students have 20 working days to appeal against the RTO decision as per the RTO policy on appeals. The student must follow the RTO Complaint
and Appeal Policy and Procedure.

COMPLAINTS AND APPEALS POLICY & PROCESS

Gamma College has a specific complaints and appeals process that will ensure students’/International students’ complaints and appeals are
addressed fairly, effectively and efficiently. Furthermore, international students, trainers, assessors, other RTO staff and stakeholders will have a
public accessto Complaint and Appeal forms, policies and processes. Additionally, all international students will be provided appeal forms with the
Assessment results to ensure that international students have necessary forms to appeal against assessment decisions and procedural matters.
Complaints and Appeal forms along with the policy and procedures are also available on the RTO website, ‘www.gamma.edu.au. Furthermore, all
complaints and appeals are documented in complaints and appeals registers respectively. Students have the following documents to lodge and
know about our complaints and appeals forms, policy and processes:
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e  The Complaint Form

e TheAppeal Form

e Complaint & Appeal Feedback Form
e  Continuous Improvement Register

e Complaint & Appeal Policy and Procedure

Purpose of Complaints and Appeals Policy & Processes for the International Student

Gamma College Pty Ltd strives to ensure that each international student is satisfied with their learning experience and outcomes and RTO’s
decisions. In the unlikely event if the International student needs to purpose complaint or the appeal, this document provided guidelines about our
policy, processes and lodgement forms. Via the provision all International students have access to a rigorous, fair and timely complaint and appeal
processes. Our staff is readily available to help you with complaint and appeals related information. Staff members will also support you throughout
the process in a way that students are not disadvantaged.

When the initial causative factor of the complaint identifies a problem with the RTO’s current systems, processes and facilities of Gamma College,
our improvement procedure will ensure changes are made to prevent reoccurrence of the problem. Corrective actions will be documented
appropriately. If the outcome of a student’s appeal through a provider’s internal or external complaints and appeals handling process is favourable
to the student,Gamma College will immediately advise the student of this and implement the required corrective and preventive actions. All
International students will receive timely correspondence regarding the status and receipt of your lodgements.

Note: Students are advised to keep code of expectable conduct whilst communicating with the relevant staff to make a complaint or appeal.
Students can ask the student support team any question during the grievance resolution process.

Student Enrolment during complaint and appeals

Gamma College will maintain the student's enrolment while the complaints and appeals process are ongoing. All students are encouraged to maintain
their usual course progress and attendance during the resolution period unless advised otherwise by writing by the RTO. While the resolution is being
achieved, the provider does not notify the Department of Education of any change to the student’s enrolment status through the Provider Registration
and International Student Management System (PRISMS).

Students will not incur costs in accessing the RTO’s complaints and appeals process internally and through independent party (i.e., Student Mediation
Scheme).

INFORMAL RESOLUTION - Stage 1

The RTO staff is a happy to achieve informal resolution with the student. In this case, the CEO of the RTO can be involved if the staff member or
the student deems it necessary. During the informal process, the student can simply raise their concerns with the relevant staff member via a chat
or email. The student and staff member can resolve the matter at their level provided the student is happy with the resolution. The RTO staff will
provide you with final resolution outcome via email so that the record of the resolution is maintained.

How to discuss complaint informally?

At first, the student can discuss a grievance informally by approaching the relevant person. If the student is happy with the resolution provided,
complaint process will stop here, and staff member will note down the resolution and will document it in the continuous improvement register.
Examples of such complaints might be, untidy class rooms, kitchen or other facilities, RTO computers’ problems, or fight among two students and
other day-to-day matters that can simply be resolved when brought into the attention of the RTO’s staff. In some cases, the informal resolution and a
mediated solution will be inappropriate. For example, if the institution has failed to follow its own policies and procedures, this type of complaint will
be a subject to Formal lodgement, and in most cases, will be resolved independently. Each party may be accompanied and assisted by a support
person at any relevant meetings.

COMPLAINTS Stage 2
If you are still not happy with the Informal resolution, the matter can be formally escalated. Students can formally raise concerns relating to
training delivery and assessment, the quality of the teaching, student amenities, discrimination, sexual harassment and other issues that may

arise. Acomplaint may be in relation to an another student, RTO staff, RTO management or any matter in relation to studying at Gamma College
or a third-partydelivering (i.e., Education agents doing recruitment and marketing) services on behalf of Gamma College 's.

All formal complaints must be submitted by the Student in writing (i.e., by filling out the Complaint Form). Gamma College has ensured that
complaints forms are easy to read and complete. Complaint forms are to be found on our website, RTO reception and / or can be requested via email
from the RTO.

Information obtained through the complaint form allows the RTO to manage and respond to allegations involving the conduct of;
v the RTO, its trainers, assessors, RTO staff and other parties involved
v’ aninternational student of the RTO
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Complaint Resolution Time
The RTO will respond to all complaints within 30 calendar days of the receipt. After receiving a written complaint or appeal, the RTO will begin the
resolution process within 10 calendar days of the provider receiving the formal written lodgement of the complaint or appeal.
Complaint Resolution Outcomes
Gamma College will provide a written statement of the outcome including details and reasons for the decision.
RTO Complaint Resolution Committee
The CEO will convene the complaint committee. The complaint committee will consist of a panel of members with no previous involvement or vested
interest in the outcome of any complaint. Members of the committee should include:
v" Arepresentative of Gamma College . management
v" AGamma College training staff member
v Aperson not directly involved in providing the services for which students are raising their concerns.
v Student can involve their representative if the student is willing

Although, the complaint committee will have an independent member, the RTO will provide an independent review (i.e., external to the RTO) for the
complaint only if independent review is requested in writing by the student and when the internal complaint and appeal process is exhausted. The
Stage 3 will be implemented in that case.

How to lodge a Formal complaint?

Itis a normal procedure that all formal complaints are lodged in writing by filling out the Complaint Form. The Complaint form is available on the
RTO website, www.gamma.edu.au, to all persons (i.e., RTO staff, trainer/assessor, the international student, stakeholder) wishing to make a
complaint. If required, the RTO staff will assist you in filling out the form. Complaint form can be submitted to any staff member ensuring that the
student does not shy away from handing the form.

Each party may be accompanied and assisted by a support person at any relevant meetings.

After being in receipt of the complaint form, complainants will receive an acknowledgement email that the complaint has been received by the RTO
staff. Complainants will receive the final resolution outcome by way of writing within 30 Calendar days. International students will be informed by
way of writing if the resolution will take longer than 60 calendar days.

Resolution Outcomes
The RTO complaint and appeal resolution committee will inform all parties involved of the outcome in writing or via email.

Although the RTO will try to resolve all complaints and appeals within 30 Calendar days, for complaints with added complexity, and for example,

in the instance where the review is conducted by independent parties, the resolution may take longer, hence, all international students will be notified in
writing if the resolution of complaints will take longer than 60 calendar days. Also, the reasons for the delayed temporal course of resolution will be
provided in writing to the complainant. Gamma College 's management will maintain the complaints register to document the course of action and
resolution of all formal complaints. All complaints including feedback substantiated by the complaints procedure will be reviewed as part of the Gamma
College .’scontinuous improvement procedure.

Independent resolution of complaints and appeals — Stage 3

The Institute will encourage the parties to approach a complaint or appeal with an open view. We will attempt to resolve problems through discussion
and conciliation and formal internal processes. Where a complaint or appeal cannot be resolved through discussion and conciliation and internal
review, we acknowledge the need for an appropriate external and independent agent to review the process implemented by the Institute by involving
Mediation agency. The RTO has arrangements with Student Mediation Scheme, infoaus@resolution.institute. The review is free of charge for the
student. The RTO will provide an independent review (i.e., external to the RTO) for the external mediation only if requested in writing by the
student. The student will be provided the Form with the Stage 2 outcome to lodge independent review. The student can submit the
independent review form to any staff member of the RTO.

Gamma College is the member of the Student Mediation Scheme availing the following services:

*Appointment of a mediator;

+ Arranging a mutually convenient date and location for any preliminary conference and the mediation;

+ Arranging the mediation venue and any teleconference for the preliminary conference, if applicable;

+ Notifying the parties and the mediator of the arrangements;

* Providing each of the parties and the mediator with the documentation necessary to conduct the mediation.

It is the responsibility of Gamma College 's management to ensure adherence to the external review of complaint and appeal procedure and that
resolution is sought in all reasonable circumstances. This includes informing and assisting International students with the appeal procedure and
supply of appeal forms. The RTO support staff is happy to assist you in filling out the external mediation Form.

Nothing in this procedure inhibits student’s rights to pursue other legal remedies. Students are entitled to resolve any dispute by exercising their
rights to other legal remedies.
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If the student is still unsatisfied with the external review

Students can contact ASQA and lodge a written complaint against the RTO.

The student can contact the Department of Education through the ESOS online enquiry form or through the ESOS helpline 1300 615 262. The RTO
may provide further information upon inquiry in relation to this.

Availability of Student Support in Lodging Complaints

Students will be given adequate information about the complaints and appeals processes during their orientation programme. When the student is
lodging a complaint or appeal, student support officer or Course Coordinator will help the student in providing all necessary information required for
lodgement and resolution. The student will be adequately supported using all available means. More details are provided in the procedure section of
the policy and procedure.

APPEALS

Appeals are different from complaints which may comprise for example, appeal against recording assessment results inaccurately, receiving a failing
grade in a unit of competency, refusal of fees refund, refusal of grant of release letter, appeals against notification of an intention to report a student
to Department of Home Affairs, suspension, cancellation and deferment of study and other decisions taken by the RTO affecting the student.

An appeal may be in relation to any decision made by Gamma College that impacts the student. The Gamma College 's appeals process is concerned
with the international student’s right to request a change to decisions or processes of an official nature, usually in relation to academic or procedural
matters.Also, assessment decisions include RPL assessment decisions. The student will not incur costs when accessing the internal appeals process
unless they seek representation.

All appeals are to be lodged formally if the initial informal resolution is not achieved. Student has up to 20 working days to lodge a formal appeal
after an apparently unfavourable decision by the RTO. Each party may be accompanied and assisted by a support person at any relevant meetings.

The following matters must be lodged vial a formal internal appeals within 20 working days of notification of an intention to report the student to
Department of Home Affairs in order to be considered by the Institute.

+ Deferral of commencement, suspension or cancelling a student enrolment
+ Not achieving satisfactory course progress
RTO Appeal Committee

The appeal committee will consist of a panel of members with no previous involvement or vested interest in the outcome of the particular appeal.
Members of the committee should include:

v’ Arepresentative of Gamma College . management

v' A Gamma College . training staff member

v’ Aperson not directly involved in providing the services for which students are raising their concerns

Appeal Resolution Time

The RTO will respond to all Appeals within 30 calendar days of the receipt. After receiving a written appeal, the RTO will begin the resolution
process within 10 calendar days of the provider receiving the formal written lodgement of the appeal.

Appeal Resolution Outcomes

Gamma College will provide a written statement of the outcome including details and reasons for the decision. All appeals will be reviewed at the
monthly management meeting and, if appropriate, result in a continuous improvement process. Continuous improvement procedures may be actioned
when the appeal procedure results in identification of factors appropriate for improvement to internal operations. When the initial causative factor of
the appeal identifies a problem with current Gamma College ’s policies and / or procedures, the continuous improvement procedure will ensure
changes are made to prevent reoccurrence of the problem.

How to lodge an appeal?

International students will receive Appeal related information and forms with the Assessment Result sheet. The Appeal Form is also published on the
RTO website. All international students or candidates wishing to make an appeal or any other manner of objection in relation to the decision (e.g.,
assessment marking) of Gamma College have access to the following procedure:

STEP 1. Informal appeal

An initial appeal will involve the appellant communicating directly with Gamma College ’s assessors/trainers/relevant staff verbally about the nature of appeal.
Gamma CollegePty Ltd. management will make a decision, discuss their judgement with the appellant and record the outcome of the appeal.

International students / Candidates dissatisfied with the outcome of Gamma College s decision may initiate the formal appeal’s procedure.
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STEP 2. Formal appeal:

e Incase of formal appeal against assessment marking, all international students are required to wait at least 24 hours (cooling off period) before they can
appeal the assessment decision.

e |tis anormal procedure that all formal appeals proceed only after the initial informal appeal (accept for an intention to report the student to Department of
Home Affairs)

e The formal appeal is to be submitted in writing by way of filling out the Appeal Form.

o After receiving the written appeal, the RTO will notify international students acknowledging the receipt of the appeal via email.
e  the RTO CEO will convene the appeal committee to reach a resolution,

e The RTO appeal committee will reach a decision on the appeal after careful considerations

o International students/students/candidates will be informed in writing of the outcome within (30) calendar days of lodging the appeal. If the resolution takes
longer than 60 calendar days, appellants will be notified in writing by explaining reasons for the delayed temporal course of resolution. The RTO will try its
best to resolve the appeal as soon as practicable.

The formal notice of appeal is required to comply with the following principles upon submission to the RTO management:

e The notice of formal appeal should be made in writing, addressed to Gamma College for referral to the management team and submitted within (20)
working days of RTO’s decision. The appeal form is available on the website, www.gamma.edu.au, can be requested by email. Also, appeal forms are
given to international students with the Assessment Results.

e The notice of appeal must be submitted within the specified timeframe otherwise the original result will stand. If the international student’s appeal needs to
be deferred due to emergency, such as in the case of serious illness or injury, a medical certificate supporting the case must be forwarded to the RTO
management via email (Enquire@gamma.edu.au). The notice of deferral must be submitted within (7) calendar days of the conclusion date displayed on
the medical certificate.

o Appeal processes through the RTO is free of charge including the independent appeal pursued via the RTO mediator.

e Students may also seek to pursue a legal route if they feel unsatisfied with the outcome. Costs of any legal action incurred by the student are to be
covered by the student.

The Student support officer or Course Coordinator will support via the following means:

* Assist the student register their formal complaint or appeal.

* Provide lodgements forms.

+ Ensure the resolution phase commences within specified time of the written complaint being lodged.

* Provide the student, or the students representative, with an opportunity to present their complaint.

+ Ensure to fully understand your complaint / appeal.

« Work with you to identify how the complaint can be resolved to your satisfaction.

+ Consult and negotiate with the all parties involved with the complaint in order to obtain their commitment and agreement to the proposed solution.
* Formally document the resolution to the complaint including reasons for the method of resolution and provide the student with a written copy of the document.
* Arrange for the proposed resolution to be signed off by the student.

« Monitor the implementation of the resolution to ensure that all parties adhere to the agreed resolution.

* Ensure that corrective measures are implemented immediately by the RTO if applicable.

+ Advise the student to take the complaint/ appeal to the next stage if a resolution cannot be agreed upon.

External appeal mediation/resolution

When the student has exhausted the RTO’s internal appeal process without reaching an appropriate resolution, the students can fill a form (i.e.,
LEADR Application for External Review) to access an external appeal mediation/resolution. All students can access the website, https://lwww.
resolution.institute/membership-information/student-mediation-scheme for further information.

The RTO staff will email students LEADR application form or students can fill in the form at the RTO reception. After the receiving the student
application for an external review, applicants will be forwarded a letter (by email or post) acknowledging the receipt of their external appeal and a
copy of this policy and procedure within 5 working days of Gamma College receiving such request.

The Institute will forward all external appeals to the mediator agreed by both parties e.g., LEADR within 5 working days.

LEADR will advise the student that in general, the purpose of the external appeals process is to determine whether Gamma College has followed its
internal complaints and appeals policy and procedure.

The mediators will not review the evidence or make a decision in place of those made by Gamma College .

Students will not incur costs in accessing the external appeals process.
All documentation will be placed in the students file.
The mediator will provide a written statement of the outcome including reasons and details for the decision to the appellant and Gamma College at the
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completion of the external appeals process.

If the outcome of the external appeals process results in a decision favouring the student, Gamma College will immediately implement any corrective
action, decision or measures required as indicated in the written response provided by the external appeals body.

The student will be contacted within one business day of receiving notification of the decision.

There are no further avenues provided by Gamma College available to students once the internal and external complaints and appeals process has
been accessed. Students have the right to access other legal avenues.

If the appellant is still not satisfied with the resolution of the appeal, the international student may contact ASQA and lodge a written complaint against the RTO.
The student can contact the Department of Education through the ESOS online enquiry form or through the ESOS helpline 1300 615 262.

International students may also access the external appeals process through the Overseas Students Ombudsman. The Overseas Students
Ombudsman offers a free and independent service for overseas students who wish to appeal a decision after the conclusion of the internal
complaints and appeals process. Further information can be obtained from the Overseas Students Ombudsman website www.oso.gov.au or
phone 1300 362 072 for more information. The Students Ombudsman will not review the evidence, or make the decision in place of those made by
Gamma College. The Students Ombudsman will provide a written statement of the outcome including reasons and details for the decision to the
appellant and Gamma College at the completion of the external appeals process. The student will be advised as to the course of action taken by
Gamma College as per The Overseas Students Ombudsman’s advice.

DEFERRING SUSPENDING & CANCELLING ENROLMENT
PURPOSE

This policy provides guidance to international students on the policy, process and eligibility and requirements tapping deferral, suspension and
cancellation. The policy also provides guidelines how the RTO staff will assess, approve and record students’ deferment / suspension / cancellation
of study. Deferral, suspension and cancellation are only applicable to students who have enrolled and have an offer and electronic confirmation of
enrolment (eCoE) from the RTO. If the individual does not have eCOE, the current Policy is not applicable.

Who can initiate deferral, suspension and cancellation?

Deferment, Suspension and cancellation of study can be initiated by the Student. In contrast, Suspension and cancellation can also be initiated by
the RTO. Students who have their enrolment deferred / suspended / cancelled due to their own request and / or initiated by the RTO are subject to
the rules of the refund policy regarding any refund of fees as per the Written agreement the student has signed with the RTO.

DEFINITIONS

Deferral / deferment: to delay the commencement of the course

Suspension: to temporarily put a hold on studies

Cancellation: to cease enrolment permanently

Students must apply in writing by completing the appropriate form (available from Student Services or from our website.

eCoE: Electronic confirmation of Enrolment

PRISMS: Provider Registration and International Student Management System

Nongenuine/ non-bona fide student: A nongenuine/ non-bona fide student is defined by Gamma College as a student with erratic (irregular/
inconsistent) course progress or does not progress in their course and does not attend and participate in regular classes.

Erratic course progress will be taken as a potential indication of a student being non-bona fide. The RTO specifically defines Erratic course
progress as:

1) Not showing up on classes for consecutive 3-weeks without notifying (deferring, suspending or cancelling) one’s enrolment (class
participation).

2) Inaddition to the point 1, student has not attempted to contact RTO or respond to the RTO communication at all.
3) Inaddition to either point 1 or 2, the student has not paid the due RTO fees.

Deferring the commencement of Studies requested by Overseas Student
Students can only apply to Gamma College for deferment of their studies based on compassionate or compelling circumstances (see Table below).

What are Compassionate or compelling circumstances?
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:

e seriousillness or injury, where a medical certificate states that the student was unable to attend classes
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e bereavement of close family members such as parents or grandparents (Where possible a death certificate should be provided)

e major political upheaval or natural disaster in the home country requiring emergency travel and this has impacted on the student’s
studies; or

e  atraumatic 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.

Note: Students are to note that the above are only some of examples of what may be considered compassionate or compelling circumstances. The
RTO will use their professional judgement to assess each case on its individual merits. When determining whether compassionate or compelling
circumstances exist, Gamma College will consider documentary evidence and contextual information in support of the claim and will keep copies of
submitted documents in the student’s file.

Process for Deferment application
Deferral or deferment means to delay the commencement of course.

Students must request a deferral before the course commencement date (eCoE start date) in writing and by filling out the Form. The Student
Deferment, suspension and cancellation form is available on the RTO website or can be requested by the RTO via email or phone.

The Deferment is to be addressed to the CEO. All supporting documents are to be submitted along with reasons for the application. If the deferral is
approved, the student will receive a revised Letter of Offer, eCoE and deferment approval letter along with any conditions (if any). All applications for
deferment will be considered and the outcome decision provided in writing to the student within 10 working days from the date of application.
Students are notified that Deferment decision will be recorded on PRISMS and the student file. The RTO will report the change to the overseas
student’s enrolment under section 19 of the ESOS Act. If the student application is granted, the RTO informs the overseas student of the need to
seek advice from Immigration on the potential impact on his or her student visa. Gamma College may choose to grant or decline any student’s
request for deferment of course commencement. The Outcome of the deferment will depend upon circumstances and the evidence presented by the
student. Gamma College will use professional judgement to assess each case on its individual merits.

Students who receive a negative decision on the deferment application are informed of their right to appeal through the RTO’s internal complaints
and appeals process within 20 working days. The appeal will be addressed in accordance with the RTO’s Complaints and Appeals policy &
process.

Temporary suspension of studies requested by the overseas student

It is important to note the meaning of the terms for this context — suspension of enrolment is not necessarily due to student’s breach / misbehaviour —
suspension of enrolment in the following case is initiated by the student.
Once the student course has commenced, Gamma College will only put hold on current study based on compassionate and compelling
circumstances. These circumstances include but are not limited to:
= lliness, where a medical certificate states that the student is unable to attend classes
= Bereavement of close family members such as parents or grandparents (where possible, a death certificate should be provided)
= Major political upheaval or natural disaster in the home country requiring emergency travel.
=  Atraumatic experience which has impacted on the student affecting student's ability to attend classes and maintain course progress (these
cases should be, where possible, supported by police or psychologists’ report).
= The student may request a suspension of enrolment due to unavailability of units, as this could be considered a compelling reason for
suspending enrolment.

Process for Suspending current studies

If students apply to suspend their studies the maximum allowable period of suspension is six (6) months. Students must request a temporary
suspension of the course on or after the course commencement date in writing and by filling out the Form. All supporting documents are to be
submitted along with reasons for the application.

The Student Deferment, suspension and cancellation form is available on the RTO website or can be requested by the RTO via email or phone.
The suspension is to be addressed to the CEO. If the suspension is approved, the student will receive a revised Letter of Offer, eCoE and
suspension approval letter along with conditions (if any). All applications for suspension will be considered on individual basis and the decision will
be provided in writing to the student within 10 working days from the date of application. Suspension decision will be recorded on PRISMS and the
student file. If the student application is granted, the RTO informs the overseas student of the need to seek advice from Immigration on the potential
impact on his or her student visa. The RTO will report the change to the overseas student’s enrolment under section 19 of the ESOS Act on
PRISMS. Gamma College may choose to grant or decline any student’'s request for suspension. The Outcome of the suspension will depend upon
circumstances andthe evidence presented by the student. Gamma College will use professional judgement to assess each case on its individual
merits. Students who receive

a negative decision on the suspension application are informed of their right to appeal through the RTO’s internal complaints and appeals process
within 20 working days. The appeal will be addressed in accordance with the RTO’s Complaints and appeals policy and process. The suspension of
the overseas student’s enrolment cannot take effect until the internal appeals process is completed.

If suspension is approved, the period of suspension will not be included in class attendance and course progress calculations. Students may be

required to apply for a visa extension to continue their course based on their individual case and eCoE and visa duration.
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Cancellation requested by the Student

Cancellation of studies means to cease enrolment permanently. The student can notify cessation of studies by completing the Student Deferment,
suspension and cancellation form which is available on the RTO website. The student needs to submit supporting evidence with the application.
The student may request the cancellation under the following circumstances but not limited to:

o [fthe Student wishes to return to their home country for good and can produce substantial supporting evidence.

o Ifthe Student has gone overseas and retrospectively notifies the RTO that the student is not returning to Australia for studies due to certain compelling
and compassionate circumstances. Generally, Gamma College will not authorise and report a deferment or suspension retrospectively unless there are
compellingcircumstances where the student is not able to return.

e Ifthe student has changed their student visa to a different kind of visa can produce substantial supporting evidence.
o [fthe student visa is cancelled by immigration due to decisions outside and beyond the RTO.

o Due to another scenario where by the student wishes to cease their current and future enrolments permanently can produce substantial supporting
evidence.

e The student may decide to change the provider after completing 6-months of their principal course. The RTO will assess the student cancellation by follow-
ing its Students Transfer Policy. The student needs to complete request for a release letter along with study cancellation.

All applications for cancellation will be considered and the outcome decision provided in writing to the student within 10 working days from the
date of application. If the student application is granted, the RTO informs the overseas student of the need to seek advice from Immigration on the
potential impact on his or her student visa. The RTO will report the change to the overseas student’s enrolment under section 19 of the ESOS Act
by cancelling the student enrolment in PRISMS. All documentation including cancellation reasons will be kept on the student file.

Deferments, Suspensions or Cancellations initiated by the RTO

Gamma College can suspend or cancel a student’s enrolment against the student’s wishes, provided that the suspension or cancellation are consistent
with Gamma College policies and/or National Code 2018. Students who have their enrolment suspended/cancelled by the RTO are subject to the
rules of the refund policy regarding any refund of fees as per the Written agreement the student has signed with the RTO. Gamma College may
suspend or cancel a student’s enrolment including, but not limited to:

e  Gamma College may temporarily suspend or permanently cancel a student’s enrolment if it deems the student’s behaviour to be
unacceptable as per its accepted Code. The Student Code of Conduct/Behaviour/Rules are provided to students in the International
Student Prospectus and/or during orientation.

e the student’s failure to pay an amount he or she was required to pay the registered provider to undertake or continue the course as stated
in the course contract and written agreement between the RTO and the student.

e abreach of course progress or attendance requirements by the overseas student. In this case, overseas student visa requirements are
breached by the student. The Student is not considered a genuine/bona fide student, if they do not attend class or progress in their course
as further defined below.

e  Should a student not permanently return to Australia after a period of suspension, Gamma College will cancel the student’s enrolment as
per the evidence available.

Students who have their enrolment suspended / cancelled by the RTO are subject to the rules of the refund policy regarding any refund of fees.

If and when Gamma College initiates a suspension or cancellation of the overseas student’s enrolment, before imposing a suspension or
cancellation, the RTO:

e informs the overseas student of the need to seek advice from immigration on the potential impact on his or her student visa.

e reports the change to the overseas student’s enrolment under section 19 of the ESOS Act.

e informs the overseas student of that intention and the reasons for doing so, in writing.

e advises the overseas student of their right to appeal within 20 working days through the provider’s internal complaints and appeals process and in
accordance with the RTO'’s Policy and procedure for Complaints and appeals. However, if Gamma College has substantial evidence-based reasons
regardingthe welfare of the student or those with whom the student may come into contact, the RTO will cancel the student’s enrolment prior to
completion of anyappeals process. The concerning cases are not limited to but may include the following reasons:

o the studentis atrisk of committing a criminal offence or is the subject of investigation relating to criminal matters, or
o thestudent’s actual or threatened behaviour poses a serious threat to the RTO staff / students / or the individual itself, or

o The student has medical or psychological problems that may affect well-being of fellow students and / or the RTO staff, or In these cases, police and regulator
will be consulted by the RTO.

Gamma College is not obligated to continue providing learning opportunities throughout the 20 working days while appeal is in process. Access to
learning opportunities will depend on the nature of the decision made by the RTO and the impact on fellow students, the applicant and RTO staff.
However, students must meet their visa requirements during the appeal processes. When there is any deferral, suspension or cancellation action
taken by Gamma College, the RTO: Regardless of whether the ‘suspension of enrolment’ at the student’s request or a provider-imposed suspension
(due to misbehaviour), the period of suspension entered in PRISMS will not be included in attendance and course progress monitoring calculations.

If a student’s eCoE (enrolment) is cancelled by Gamma College, students must contact department of home affairs (DHA) within 28 days to inform
DHA oftheir plans (to find another course, return home or access an external appeals process) and take all relevant paperwork (for example, new
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CoE) to DHA will advise students further as the student is no longer enrolled with Gamma College. Website link for students:
https://www.homeaffairs.gov.au/help-and-support/contact-us

ATTENDANCE MONITORING POLICY & PROCESS

This policy applies to International Students with visa Subclass 500 studying at Gamma College
The Policy aims to specify overseas students’ requirements for monitoring and recording attendance. The Policy also informs the student how Gamma
College assists and pro-actively identifies students so the student can be helped in time.

POLICY STATEMENTS
1. Gamma monitors both Course progress and Course Attendance guided by its Policies and Processes.
2. Gamma monitors overseas students’ course attendance for each course in which the overseas student s enrolled.

3. The expected duration of study specified in the overseas student’s CoE does not exceed the CRICOS registered duration unless the RTO intervention, student
deferment, or other circumstances allow for eCoE extension.

4. Gamma monitors course attendance of each overseas student to ensure the overseas student completes the course within the expected duration specified on the
overseas student's eCoE.

5. Gamma has documented policies and processes to record and pro-actively identify, notify and assist an overseas student at risk of not meeting minimum attendance
requirements where there is evidence from the overseas student's daily / weekly participation in tuition activities and class attendance.

6. Gamma'’s Study period comprises 10 weeks / 200 hours of classroom training for calculating attendance percentiles for monitoring and reporting purposes.

7. Gamma outlines and informs the overseas student before they commence the course (i.e., student contract, student orientation) of the requirements to achieve
satisfactory course attendance in each study period.

8. Gammaimplements its documented policy and process for assessing course attendance that includes:

+ Requirements for achieving satisfactory course attendance, including policies that promote and uphold the academic integrity of the course and meet the
training package or accredited course requirements.

« processes for recording and assessing course attendance requirements.
« processes toidentify overseas students at risk of unsatisfactory course attendance.

+ details of Gamma'’s intervention strategy to assist overseas students at risk of not meeting course attendance requirements allowing enough time for those
overseas students to achieve satisfactory course attendance.

« processes for determining the point at which the overseas student has failed to meet satisfactory course attendance.

9. Where Gamma assesses the overseas student as not meeting course attendance or attendance requirements, Gamma gives the overseas student a written notice as
soon as practicable which:

+ notifies the overseas student that Gamma intends to report the overseas student for unsatisfactory course attendance.
« informs the overseas student of the reasons for the intention to report.

+ advises the overseas student of their right to access Gamma’s complaints and appeals process, in accordance with Complaints and appeals policy & procedure,
within 20 working days.

10.Gamma reports students breaching course attendance requirements under section 19(2) of the ESOS Act as per the breach Criteria mentioned for each course.
11.Gamma will not extend the duration of the overseas student’s enrolment if the overseas studentis unable to complete the course within the expected duration, unless:
«  there are compassionate or compelling circumstances, as assessed by Gamma supported by demonstrable evidence, or

«  Gamma has implemented, or is in the process of implementing, an intervention strategy for the overseas student because the overseas student is at risk of not
meeting course attendance requirements, or

+ anapproved deferral or suspension of the overseas student’s enrolment has occurred as per the Policy on Deferring, suspending or cancelling the overseas student's
enrolment.

12. If Gamma extends the duration of the student’s enrolment, the provider advises the student to contact Immigration (Department of Home Affairs) to seek advice on any
potential impacts on their visa, including the need to obtain a new visa.

ATTENDANCE MONITORING & REPORTING PROCESS

For your convenient understanding, Gamma has captured the whole procedure on monitoring the overseas student’s Satisfactory attendance. The
aim is to clearly inform how Gamma identifies and assists students proactively for those who are at a risk of not progressing as required.
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PROCESS FOR MONITORING, RECORDING & REPORTING BREACH

STEP 1 - Trainers and Assessors monitor students’ daily class attendance for the scheduled session on Attendance sheet.
STEP 2 Trainer and responsible Gamma Staff use daily attendance and calculate weekly percentage of student absence

STEP 3 - If the student’s absence reaches 10% or more (40 hours or more), or a student fails to attend classes for 5 consecutive class days —
Gamma will proceed with STEP 4 — Invite you for available help from Gamma.

STEP 4 - Trainer and Gamma staff will send correspondence to the student. Gamma Correspondence will be initiated by Warning Letters. The
warning letters are intended to pro-actively warn the student of the risk of not maintaining satisfactory attendance.

STEP 5- The College staff keeps the Intervention and correspondence phase active until the student is back on the track, or the student reaches
the attendance BREACH (absence for greater than 80 hours in a study period of 400 hours)

STEP 6 - Intention to Report (ITR)
STUDENT ATTENDANCE BREACH

Gamma will report students’ attendance breach in PRISMS in accordance with section 19(2) of the ESOS Act as per the following criteria for the
enrolled Course.

I. - Student attendance falling below 80% attendance in a study period (10 weeks — 200 hours), and

Il. the internal and external complaints processes have been completed and the decision or recommendation still supports the student
breach, or

lll. the overseas student has chosen not to access Gamma internal complaints and appeals process within the 20-working day period, or

IV. the overseas student has chosen not to access the external complaints and appeals process, or

V. the overseas student withdraws from the internal or external appeals processes by notifying Gamma in writing.

Note: If the Student maintains 70% course attendance with Satisfactory Academic Course progress, the Gamma CEO may decide not to report the
student at their discretion.

Intervention Processes

Intervention Strategy and Process for Unsatisfactory Attendance

Time Point Of Intervention

At a minimum the intervention strategy will be activated when the student reaches the following stages in class attendance:

1)  Failing to attend classes for more than 5 consecutive class days
2)  Absence of class attendance reaching a threshold of greater than 10% (more than 40 hours out of 400 hours)

Intervention strategies and processes

Gamma systematically assesses the student attendance on daily and weekly basis. Soon there is need for intervention, Gamma invites the student
for a chat via email and written correspondence, explicitly mentioning that Intervention Strategy has been activated. Gamma Correspondence will be
initiated by Warning Letters. The warning letters are intended to advise the student of the risk of not maintaining satisfactory attendance.

Gamma will conduct a diagnosis as to what factors Gamma to poor course attendance. For example, the student may feel homesick; the student
might face difficulties relating to accommodation, the student might not understand some aspects of the course etc. So, this step allows the Student
to provide reasons explaining course attendance. Depending on the reasons provided, Gamma College’s staff will help the student until the
student maintains satisfactory attendance.

Intervention and assistance available

If the student responds to warning letters in due time and explains the reasons for falling behind in the course supported by documentary evidence;
Gamma will help you using the following means:

a. Gamma can provide additional trainer/assessor contact. In this case, the CEO, Assessor and the student agree on a method of trainer
[ assessor contact and put together the individualised Support Plan. The Trainer / assessor maintains a log of daily/weekly support in the
individualised Support Plan (log). Finally, the trainer / assessor maintains the Log of the Outcome of Additional Trainer Contact given. This
is used for continuous improvement purpose and whether this kind of support will be useful compared to other support.

b. Gamma can offer extra classes to the identified student (s) while giving the student the exact timetable for extra classes. This will allow
the student to focus on their academic weaknesses while getting individualised help from our trainers and assessors and other support
staff. The Trainer / assessor maintains a log of daily/weekly support in the individualised Support Plan (log). Finally, the trainer / assessor
maintains the Log of the Attendance of Extra Classes provided to the student as support. This is used for continuous improvement

© Gamma Education & Training Pty Ltd | ABN 60609769379 | CRICOS PROVIDER CODE: 03580F 30



—

purpose and whether this kind of support will be useful compared to other support interventions.

Gamma trainers can provide extra off-campus support via maintaining contact. This will allow the student to gain immediate help so that
they can move on in the assessment task. We believe that sometimes, even little external guidance can help the student to finish the whole
work. Slowly, the student can gain momentum in his / her independent task completion. The Trainer / assessor maintains a log of daily/
weekly support in the individualised Support Plan (log). Finally, the trainer / assessor maintains the Log of the extra off-campus support,
Skype and email provided to the student as support.

Gamma can make a study group for the student to encourage more attendance. This is a great way to study while collaborating as the
group. In this case, the CEO, Assessor and the student agree on the timing and duration of Study Group and put together the
Individualised Support Plan. Gamma College trainer maintains the log via individualised Support Plan.

Gamma CEO can alter the Student’s course length by adjusting study load on eCoE. This can only happen based on compassionate and
compelling circumstances and significant documentary evidence:

there are compassionate or compelling circumstances, as assessed by Gamma CEO by verifiable evidence,
Gamma CEO has approved deferral or suspension of the overseas student's enrolment as per the Policy on Deferring, suspending or cancelling the overseas student's

enrolment.
Gamma CEO and trainer/assessors maintain the student progress and outcomes of adjusting study length in individualised Support
Plan.

Gamma staff can provide personal and study counselling to help the student’s class participation. Personal counselling example is:
I having a friendly chat with the student,
Il. helping the student to form a study group,

M. referring the student to specialist external help if a serious condition has been identified,

Gamma staff can assist you with personal issues outside Gamma. For example, student accommodation problems, assistance with
information regarding health professionals etc. Gamma CEO will maintain the outcomes of provided support in individualised Support

Plan by asking the student if their problems are resolved.

Gamma delegated staff member can make transition support available for students who are finding it difficult to adjust to the
Australian environment. This support might include the appointed staff having a chat with the student, forming a group of like-minded
students, referring students to their local communities outside Gamma and around their suburb of accommodation. Gamma CEO will
register theoutcomes of the provided support in Individualised Support Plan by asking the student if they feel adjusted to local life.

Gamma staff can provide all or some of the above in some combination.

Flexible Assessment Options: Students who require additional support may be offered flexible assessment arrangements, such as extended
deadlines, alternative formats (e.g., oral instead of written responses), or modified assessment tasks that align with competency
requirements while accommodating individual learning needs

Transition Support: Gamma College provides transition support to help students adjust to studying in Australia. This may include academic
guidance, cultural adjustment resources, peer mentoring, and referrals to student support services to assist with personal or study-related

challenges

Steps for the Intervention & Assistance processes concerning Attendance
The following Table provides detailed information to Gamma students about the intervention steps.

Table 6
STEP NO. STEPS OF IMPLEMENTING ATTENDANCE INTERVENTION POLICY

1. Student has responded to the college letter (ITR, or warning) | Student is expected to have a chat with the Staff members identified on the
within time frame specified on the letter notice of Intervention.

2. Gamma Staff will Diagnose or identify the issues the student | The Student will provide Gamma staff with detailed reasons and documentary
is facing. Documentary evidence is examined in order to evidence in support of the reasons. Documentary evidence include medical
prepare an individualised Support Plan for the student. The certificate, other evidence of hard ships, evidence of personal or family issues
staff member will gain evidence from the Student and that are beyond the student’s scope of control. Gamma staff willsensitively
anecdotal and attendance evidence from their trainers and listen to the student’s problems.
assessors.

3. Gamma Staff will ask the student as to how Gamma can bring | This is the student’s opportunity to tell the staff about how he / she can be
the student back on track with course attendance. helped. Gamma will create provisions for catch up classes and time table will

be shared with students at intervention.

4. Once, the student provides their expectations as to how This is the student’s time to collaborate with Gamma'’s staff to agree on an
Gamma can help them, Gamma staff will align the available Individualised Support Plan.
support with the support the student expects.

5. Gamma Staff and the identified student make an | A copy of the Individualised Support Plan is provided to the student. For

Individualised Support Plan while collaborating with each
other. However, the type of support will be negotiated with the
student as per their needs and expectations on individual
basis.

example, Individualised Support Plan will include what help is provided, how
the help will be provided, who will provide the help and when the help will
be provided. Individualised Support Plan will also include short-term and
long-term goals for the student and Gamma staff. In short, the Individualised
Support Plan will have Timetable and goals of the plan.
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6. The Individualised Support Plan is executed and Weekly goals and attendance are assessed by the trainer and the student.

implemented.

7. If the Individualised Support Plan works, no amendmentis | Regular goals of the Support are met by the student and assessor till the
made till the Student is on track. student achieves satisfactory course attendance.

8. The student and Gamma Staff make modifications to the The student provides feedback and reasons for not meeting the goals of the
Individualised Support Plan if the goals of the plan are not met | Individualised Support Plan. The reasons are evaluated, and some
for some reasons. modifications are made to the Individualised Support Plan.

STEP NO. STEPS OF IMPLEMENTING ATTENDANCE INTERVENTION POLICY
9 Once, the student has reached all milestones of the Upon achieving satisfactory attendance, student Intervention

Individualised Support Plan, the student is re-assessed | including the Individualised Support Plan will be concluded.
in course attendance.

10. Gamma Staff will alert its trainers and assessors to The Student starts satisfactory attendance as per the eCoE.
make some adjustments to the training and assessment
strategies while adopting helpful strategies from the
Individualised Support Plan.

" The CEO records all notes and re-assessment of Gamma Trainers and assessors and other support staff consistently
attendance percentiles on the Student file and PRISMS | monitor the identified student for class attendance.
(if and when applicable).

Important notes
e Medical Absences: A student’s first absence due to illness does not require a medical certificate, but any further absences in the same term
must be supported by an Australian GP medical certificate.
e Compassionate or Compelling Circumstances: If a student provides verifiable evidence (e.g., medical condition, family emergency), their
attendance record may be adjusted accordingly.
e Course Extensions: If attendance issues prevent a student from completing their course on time, an eCoE extension may be granted under
compassionate grounds.

ACADEMIC COURSE PROGRESS POLICY & PROCEDURE

The Policy contains 3 Sections for students to read and understand.

Section 1
contains information about course progress requirements. The section 1 provides information about various definitions or terminology used.
This section also informs students as to how Gamma College identifies, notifies and assists students at risk of not meeting satisfactory course
progress. Specifically, at what time points Gamma College monitors course progress and what is taken as the student breach, is defined. Finally, the
Section contains many easy to follow questions and answers on the processes involved.

Section 2
contains the diagrammatic description of process in Table to make international students’ obligations very clear. Our motivation is to visually
represent the information to students to amplify their overall understanding.

Section3
contains information on Gamma College Intervention Policy and processes and available support. The section 3 is activated once the studentis
clearly identified at a risk of not achieving course progress. This is pro-active measure not designed to punish the student, but to help in advance
with various support strategies and student-college collaborations.

SECTION 1; POLICY CONTEXT
Australian government ensures that the international student enjoys quality education within a safe and rewarding environment. International student
visa allows the student to study while enjoying many rights. These rights are not limited to, but include:
e access to local consumer protection, appropriate facilities, complaints and appeals, academic support intervention and other ongoing
student support in all PHASE of student journey.
e receiving accurate information about Gamma College course, tuition fees, refunds and appropriate college policies and processes for
complaints and appeals, deferment, suspension, cancellation of enrolment prior to enrolment, student support and course progress.
While Australian government has ensured that the student receives quality education, the National Code 2018 places certain requirements and
obligations on international students.
Therefore, as per National Code 2018 it is the responsibility of Gamma College to clearly inform all incoming and current students about student
visa requirements tapping academic course progress and where applicable, course attendance. Gamma College is obliged to inform and report
student violations to Australian Government.
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DEFINITIONS

Monitoring Course Progress
Monitoring refers to an active checking of course progress as per the eCOE duration and College’s training and assessment strategies.

Monitoring Course Attendance
Monitoring refers to an active checking of the student’s attendance for the course as Gamma College’s training and assessment strategies.

Recording
Recording means that there will be a documented record of the student's academic results and where applicable attendance, of the unit of competency.

Assessing
Assessing requires Gamma College to consider a student's demonstrated achievement, progress or competency at the end of each study period.

Intervention

A proactive action taken by Gamma College to identify, notify and assist the overseas student who is at risk of not completing the course within duration
specified on eCoE (electronic confirmation of enrolment). Intervention is there not to punish the student, but to help a student to achieve satisfactory course
progress.

When will Gamma College Intervene?

The intervention strategy will be activated immediately after the student has been identified of being at risk of not completing the course within due time. Failing
one (1) unit of competency or 3 assessment tasks in a row within the study period will be taken as the student being at risk. At this point, risk is determined
to help the student to catch up with course progress.

Study Period
10 Weeks long

Intervention Strategy Steps

Intervention strategy entails 3 important steps: 1) Gamma College will identify the student of not meeting course progress from the results of assessment tasks, 2
the student will be notified that Gamma College has initiated an intervention strategy so then student can report to Gamma College with reasons of not meeting
COUrse progress,

3) finally, the intervention strategy is used to assist the student in catching up with the course progress using available means as per the Intervention Policy &
Procedure.

Reporting

Reporting in this policy refers to communicating students’ course progress breach to the Secretary of the Department of Education through PRISMS. Not
achieving satisfactory course progress in study period in the course (s), and after the academic intervention strategy has been completed, and after all
complaints and appeals processes have been finalised, the student will be reported via PRISMS under section 19(2) of the ESOS Act

Unsatisfactory course progress
Failing 50% r more unit (s) or Course work within one Study period (10 weeks).

Questions / Answers related to Academic Course progress

To make requirements easy for students, some relevant questions and answers are provided below. These are only relevant to visa requirements
related to matters related to academic course progress. The following questions and answers are provided so that the student understands visa
requirements relevant to Academic Course progress and how Gamma College will identify, notify and assist students at risk of not meeting
satisfactory course progress. The following questions and answers also inform students about Gamma College obligations about reporting the
academic progress breaches to Australian Government.

Students are provided the following Hypothetical Example of eCoE and Course duration.

eCoE example for course start and end dates:

Hypothetical Student Name: John Smith, Male

Course Enrolled: BSB42015 - Certificate IV in Leadership and Management.
Course Start date: 6 May 2019

Course End date: 3 August 2020

Holiday period included: 5 weeks

Q 1. Will Gamma College monitor overseas student’s course progress or class attendance?
Gamma College will monitor both Course progress and attendance it will be used for reporting breaches in PRISMS. Course attendance is also used to
determine the student's class participation and support needs.
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Q 2. What are aims of the Academic Course Progress Policy & Procedure?

1. This Policy helps international students by informing them about their student visa requirements related to Academic Course Progress.

2. The Policy makes it clear the Obligations of Gamma College as per National Code 2018 to ensure that the student finishes the Course
within time frame specified on their eCoE.

3. The Policy aims to identify students very early who are at a risk of not meeting course progress requirements so the students can be
helped in time.

4. The Policy incorporates Intervention Strategy to help students at risk in not achieving satisfactory course progress.

5. The Policy provides information about the student’s rights to appeal Gamma College’s decision (assessment results, unfair process
etc.) within time frame specified.

6. The Policy informs the Student how and when Gamma College will report the Student’s Breach related to academic course progress.

Q 3. What are Overseas student visa requirements?

Overseas students are to ensure all the time in their study progress that students are in a position to complete the course within the expected
duration specified on the overseas student’s eCoE. For example, failing any unit of competency simply implies that the student will not be able to
complete the course within specified time frame.

Q 4. What are the Visa requirements relevant for the course progress?

All students must complete the enrolled course within the approved duration in eCOE (electronic confirmation of enrolment). According to this
hypothetical example, John Smith must start and finish the course as per the COE dates. This is the Student Visa requirement relevant to Course
Progress.

Q 5. How course duration relates to the student’s visa requirement?

Students get visa as per the course duration mentioned in the eCoE. Hence, National Code 2018 demands that Gamma College to monitor the
progress of each overseas student to ensure the overseas student is in a position to complete the course within the expected duration specified on
the overseasstudent’'s CoE.

Q 6. How Gamma College ensures that the student completes the course within time frame specified on eCoE?

Gamma College provides students with information during pre-enrolment and orientation phase about requirements of satisfactory course
progress. Then, Gamma College systematically monitor overseas student’s assessment tasks, participation in tuition activities and results of
academic progress as per what is expected. Gamma College identifies when the student needs additional support if the student does not make
regular progress. Gamma College makes support available so that the student catches up and completes within eCoE duration.

Q 7. How Gamma College knows that the Student is at a risk of not meeting course progress requirements?

Gamma College implements documented policies and processes to identify, notify and assist an overseas student at risk of not meeting course
progress.Gamma College systematically makes results for every assessment task and at the end of each unit. If a student falls behind early in the
study period, Gamma College invites the student for a chat and offers academic support. Types of support available is discussed within Intervention
Policy (Intervention Policy is applicable and discussed in Section 3).

Q 8. When will the student be assessed in breach of course progress? For example, when will Gamma College report John Smith to
Australian government in breach of course progress?
Gamma College follows specific reporting criteria as per the Course that John Smith is enrolled in. The following breach needs to be met before Gamma
College can report John Smith:
l. John Smith is not achieving satisfactory course progress (i.e., failing 50% or more units) in a study periods (1 study period = 10
weeks), and
Il. the internal and external complaints processes have been completed and the decision or recommendation still supports the
student breach, or
M. John Smith has chosen not to access Gamma College’s internal complaints and appeals process within the 20-working day period,

or
Iv. John Smith has chosen not to access the external complaints and appeals process, or
V. John Smith withdraws from the internal or external appeals processes by notifying Gamma College in writing.

Q9. Will Gamma College provide any prior written warning with their intention to report John Smith?

Yes, Gamma College will notify the overseas student that Gamma College intends to report the overseas student for unsatisfactory course progress
along with the reasons for the intention to report. The intention to report correspondence will also advise the overseas student of their right to access
Gamma College’s complaints and appeals process within 20 working days.

Q 10. What if the student is successful in the appeal processes?
If the student wins the appeal, Gamma College will not report the student and take reasonable efforts in reassessing students fairly.
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DETAILED INFORMATION ABOUT COURSE PROGRESS BREACH FOR EACH COURSE

Gamma College will report a course progress breach in PRISMS in accordance with section 19(2) of the ESOS Act as per the following criteria fo
the
enrolled course (s).

o  Not achieving satisfactory course progress (i.e., failing 50% units in 10 weeks) in a study period, and

o theinternal and external complaints processes have been completed and the decision or recommendation still supports the student
breach, or

«  the overseas student has chosen not to access Gamma College’s internal complaints and appeals process within the 20-working day period|
or

«  the overseas student has chosen not to access the external complaints and appeals process, or

«  the overseas student withdraws from the internal or external appeals processes by notifying Gamma College in writing.

How long is a Study Period for each Qualification?
10 weeks is the length of Gamma Study period for your enrolled course.

INTERVENTION INITIATION PHASE
Gamma College intervenes pro-actively and before the study period is over so the student can be assisted to catch up with course progress.
Failing a single unit of competency or 3 consecutive assessments tasks will be taken as judgment to intervene with the student.

COURSE PROGRESS BREACH

A Student failing in 50% more units in 10 weeks (One Study Period).

Or

Failing in 50% or more assessment tasks if a unit of competency goes over 10 weeks.

PROCESSES FOR RECORDING AND ASSESSING COURSE PROGRESS
o  Atthe end of each unit, the student results for the unit of competency will be recorded in the Student File.

SECTION 2 COURSE PROGRESS MONITORING PROCESS

Gamma College has captured the whole procedure on monitoring the overseas student’s Course progress. The aim is to clearly inform how we
identify and assist students proactively for those who are at a risk of not progressing as required. Next Table contains the diagrammatic description
of process to make international students’ obligations very clear. The figure is also given in the student Orientation and Student Offer & Written
Contract slides.

Astep-by-step procedure on monitoring, recording and assessing course progress and reporting breaches after allowing intervention.

College Staff Actions

Course Progress in a study period

Student Options

College Staff has access to Academic course
progress policy & procedure, intervention
Policy and reporting processes and various
templates/ documents to be used.

Systematic Monitoring Progress for Two

Consecutive Study Periods

Student receives course progress policy and processes
and Intervention policy and processes with Student
Offer Written Contract and during orientation.

Assessor records results using unit result
sheet and reports results in student file at the
end of unit. After seeing the student result,
the CEO identifies if the student has failed
the unit and sends written correspondence
via email and/or post inviting the student to
access Gamma intervention and support.

INTERVENTION PHASE 1

Failing a single unit of Competency or 3 Consecutive

Assessment Tasks

Intervention will continue till the student is able to
complete the course within eCoE duration.

If the overseas student fails the 1stunit or 3 Consecutive
Assessment Tasks, the student receives
correspondence to access College intervention as
he/she is at riskof not completing course in expected
duration. If studentattends intervention and catches up
with course, studentwill be removed from being at risk
category. Student mayaccess the complaints and appeal
processes within 20 working days to challenge the
results, and if the outcome is in favour of the student’s
favour, he / she will beremoved from being at RISK
category. Detailed processis provided in Policy.




Assessor records results using unit result The student receives ITR correspondence from Gamma

sheet and reports results in student file at the to access intervention. If student attends intervention

end of every unit for 20-week period. If the and catches up with course, student will be removed

student has failed 50% or more units, the STUDENT BREACH (Intention to Report Letter) | from reporting list. Detailed intervention process is

CEO identifies that the student has breached provided in Policy. If the student does not take

course progress and sends ITR (written 20-week period appropriate steps, and meets reporting criteria as per

correspondence) via email CourseProgress Policy, after the expiration of the

/ post. appeals process the student is reported in PRISMS.
Detailed process is provided in Policy.

Gamma College will report a course progress breach in PRISMS in accordance with section 19(2) of the ESOS Act as per the following criteria
for the
enrolled course (s).

1. Not achieving satisfactory course progress (i.e., failing 50% units in 10 weeks) in a study period, and

2. theinternal and external complaints processes have been completed and the decision or recommendation still supports the student breach, or

3. the overseas student has chosen not to access Gamma College’s internal complaints and appeals process within the 20-working day period, or

4. the overseas student has chosen not to access the external complaints and appeals process, or

5. the overseas student withdraws from the internal or external appeals processes by notifying Gamma College in writing.
The CEO reports the student by using Student is reported via PRISMS. Student receives PRISMS activity via email/post that
PRISMS. The Campus Manager sends explains the student of implications and contacting
PRISMS reported activity via post / email. Student is no longer the accepted student with immigration asap.

The CEO sends the student with Cancellation | GAMMA at this stage.
of eCOE notice along with immigration
obligations of the student and PRISMS notice.

Note: This is a general overview as the whole process is captured in considerable details in our Policies and Procedures on Academic Course Progress and Intervention.

SECTION 3: COURSE PROGRESS INTERVENTION POLICY & PROCEDUREPOLICY
In addition to Academic Course progress policy and procedure, Standard 8 of the National Code 2018 requires Gamma College to have a documented

intervention strategy policy and procedure. The intervention strategy policy has been drafted to identify and assist students at a risk of not
satisfactorily meeting program progress requirements. For coursework students, at a minimum the intervention strategy will be activated where
thestudent has failed 2 consecutive assessments in a study period.

POLICY SCOPE

This Policy only applies to International Students and Gamma College staff identified in the Policy.

Since the Intervention is very important, the following questions and answers are provided so that the Student understands in simple language what
intervention is and when it is activated and how it helps the student. The intervention may have possible implications on study duration, course
completion and student visa.

The Intervention policy will be implemented throughout the course as per Academic Course Progress Policy and procedures and Intervention
Strategy Policy and Procedures.

Question 1: What is the meaning of “intervention Strategy”?
Dictionary Meaning of Intervention: to take part in something to prevent or alter a result or course of events.

Our intervention simply means that Gamma College will intervene if the student has failed a unit of competency. Gamma College directly
intervenes not to punish, but merely to help and assist the student in catching up with the Course. Failing a unit of competency means that the
student cannot complete theentire course within a time frame specified in the eCoE.

Question 2: How will the student will know that Gamma College is implementing its Intervention strategy?

Gamma College systematically makes results for every unit of competency / assessment task. If the student fails the unit or tasks, Gamma College
invites the student for a chat via email and written correspondence, explicitly mentioning that Intervention Strategy has been activated. So, the student
will receive written correspondence.

Question 3: What should the student immediately do after receiving an intervention-related correspondence?

First, the Student must not feel anxious after receiving the letter. The student should immediately get in touch with Gamma College Officer listed on the
Intervention letter. The student can ring the officer or come for a friendly chat at Gamma College campus.
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Question 4: Once the identified student responds to Gamma College how The RTO will help the student in catching up with the study?
First, Gamma College will conduct a diagnosis as to what factors lead to the student’s poor course progress. For example, the student may feel
homesick;the student might face difficulties relating to accommodation, the student might not understand some aspects of the course etc.

So, this step allows the Student to provide reasons explaining course progress. Depending on the reasons provided, Gamma College will designate
a support officer to help the student until the student is back on track. Detailed information is provided in the Intervention Steps.

Question 5: What help is available to students as per Gamma College Intervention Policy & procedure?

Once, the student explains the reasons for falling behind in the course; Gamma College will help students using the following means:

+ Gamma College can provide additional trainer/assessor contact

« Gamma College can offer extra classes to the identified student (s) while giving the student the exact timetable for extra classes. This will allow
the student to focus on their academic weaknesses while getting individualised help from our trainers and assessors and other support staff.

« Gamma College trainers can provide extra off-campus support via phone, Skype and email whenever students feel stuck during a task. This
will allow you to gain immediate help so that you can move on in your assessment task. We believe that sometimes, even little external guidance can
help the student to finish the whole work. Slowly, the student can gain momentum in his / her independent task completion.

+ Gamma College can make a study group for the student. This is a great way to study while collaborating as the group.

+ Gamma College assessors can make reasonable adjustments during assessment processes. Our adjustments are mentioned in our student
handbook. For example, giving extra time to identified students to complete a test, presenting assessments using alternative modality (e.g.,
presenting verbalmaterial visually, reading out assessment orally etc.).

« Gamma College can alter your course length by adjusting study load on eCoE. This can only happen in limited circumstances. List of circumstances:
a) there are compassionate or compelling circumstances, as assessed by Gamma College by verifiable evidence,

b) Gamma College has approved deferral or suspension of the overseas student’s enrolment as per the Policy on Deferring, suspending or
cancelling the overseas student’s enrolment.

+ Gamma College staff can provide personal and study counselling. Personal counselling example is:

U having a friendly chat with the student,

U helping the student to form a study group,

u referring the student to specialist external help if a serious condition has been identified,

« Gamma College can assist students with issues outside Gamma College. For example, student accommodation problems, assistance with
information regarding health professionals etc.

+ Gamma College has transition support available for students who are finding it difficult to adjust to the Australian study environment. This
support mightinclude Gamma College having a chat with the student, forming a group of like-minded students, referring students to their local
communities outside GAMMA and around their suburbs of accommodation.

+ Gamma College Trainers and assessor will provide study tips. For example, study tips to do practical tasks whereby the students will be
assigned simulated roles to give a real feel of the assessment task. Other methods are also employed based on the individual problem identified.

+ All of the above in some combination.

Question 6: How about if Gamma College has made any error in making the student results or marking the student’s assessments?

If the student thinks that there has been an error in preparing student results or some error in marking the Assessment, the Student can APPEAL the
assessment decision within 20 -working days of the result release. Since, human error is possible, Gamma College is happy to re-look at your
results and assessment marking in response to your appeal. Moreover, Gamma College re-examines student results for those who have failed the
unit (s) of competency, ensuring that results are accurate, and students are not disadvantaged due to the error made by the assessor.

Question 7: What members of Gamma College staff students can be contacted without hesitation?

Students can always contact their respective trainers and assessors (using email, phone, Skype). Additionally, the Students can contact the CEO
(Kiran Wirring) during college hours.

Question 8: What if the student does not access Gamma College Intervention after failing a unit of competency?

If the student does not respond to Gamma College intervention and continues to fail, the student is at a risk of not finishing the course within
time frame specified on the eCoE. Eventually, student will be in Breach of Course progress and will be reported (upon the expiration of the
appeals process). Hence, our intervention is not designed topunish a student, but to assist the student.

Question 9: Once, the Student responds to the Intervention letter, what steps are taken as per the Intervention Policy & processes?



STEP NO.
1.

10.

1

INTERVENTION STEPS

Student has responded to the Intervention letter
within time frame specified on the letter

Gamma College CEO will Diagnose or identify
the issuesthe student is facing. Documentary
evidence is examined in order to prepare an
individualised Individualised Support Plan for the
student. The CEOwill gain evidence from the
Student and anecdotal

evidence from their trainers and assessors.

Gamma College CEO will ask the student as to
how GAMMA can bring the student back on track
with courseprogress.

Once, the student provides their expectations as
to how we can help them, Gamma College staff
will align the available support with the support
the studentexpects.

The College CEO and the identified student make
an Individualised Support Plan while collaborating
with each other.

Question 6 covers the extent of support that
GAMMA has in place. However, the type of support
will benegotiated with the student as per their needs
and expectations on individual basis.

The Individualised Support Plan is executed and
implemented.

If the Individualised Support Plan works, no
amendment is made till the Student is on track.

The student and Gamma College CEO make
modifications to the Individualised Support Plan if
the goals of theplan are not met for some reasons.
Once, the student has reached all milestones of the
Individualised Support Plan, the student is re-
assessed in the unit of competency. If the student
achieves competent grade upon re-assessment, the
student Intervention will be concluded.

Gamma College CEO will alert its trainers and
assessors to make some adjustments to the training
and assessment strategies while adopting helpful
strategies

from the Individualised Support Plan.

The CEO records all notes and re-assessment
results on the Student file and PRISMS (if and when
applicable).

Student will have a chat with the Staff members identified on the notice of
Intervention.

The Student will provide Gamma College staff with detailed reasons and
documentary evidence in support of the reasons. Documentary evidence
includes medical certificate, other evidence of hard ships, evidence of
personal or family issues that are beyond the student’s scope of control.
Gamma College staff will sensitively listen to the student's problems.

This is the student’s opportunity to tell the staff about how he / she can
be helped. We believe that the student is the best judge of how they can
be helped.

This is the student’s time to collaborate with Gamma College’s staff to
agree onan Individualised Support Plan.

A copy of the Individualised Support Plan is provided to the student.
For example, Individualised Support Plan will include what help is
provided, how the help will be provided, who will provide the help and
when thehelp will be provided. Individualised Support Plan will also
include shortterm and long-term goals for the student and Gamma
College staff. In short, theIndividualised Support Plan will have Timetable
and goals of the plan.

Weekly goals are assessed by the Assessor and the student.

Regular goals of the Support are met by the student and assessor till the
student achieves satisfactory course progress.

The student provides feedback and reasons for not meeting the goals of
the Individualised Support Plan. The reasons are evaluated, and some
modifications are made to the Individualised Support Plan.

Upon achieving the competent grade, student Intervention including the
Individualised Support Plan will be concluded.

The Student is back on track and progresses as per the eCoE. However,
Gamma College trainers and assessors will modify their style so that the
studentis always on the track.

Gamma College Trainers and assessors and other support staff
consistentlymonitor the identified student.
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EVIDENCE RECORDING & RETENTION

International Students are notified that when an intervention strategy is activated, documentation or notes will be kept in the student’s file (VETTRAK,
electronic or hardcopy) for all follow-up meetings, the provided support and strategies undertaken by the overseas student and trainer/assessor
notes. If the Intervention affects study duration, all changes will be notified in PRISMS and students will be given the new eCoE (s). Students who
fail to attend intervention or do not respond, will be treated as per Course Progress Policy & procedure and evidence is recorded in student file
(VETTRAK, electronic or hardcopy).

STUDENT ORIENTATION

Orientation is conducted on the first day of your course commencement. The purpose is to fully inform new students of the salient information that
the student is required to know to complete their study successfully at the RTO. Orientation also covers information on the campus facilities, work
health and safety, student support, libraries around the campus, places of interest nearby to the RTO, costs of living, transportation, facilities,
banking and accommodation and introduction to policies and procedures affecting you. In addition, the student will be introduced to the local area
(e.g., shops, Cafes, transport, libraries, interesting get together spots, waterfront, cinemas, organic shops). Students will be given ample
opportunities to ask questions. Orientation session will also cover information about the RTO and student’s obligations. It is essential that students
attend the orientation program otherwise they may miss out on information that affects their study, visa or enjoyment of the stay in Australia.

We will revisit important parts of this Handbook and also cover topics to help you adjust to Student Life such as:

e  Why Speak English on Campus? — Speaking English on campus helps you improve your communication skills, feel more confident, and
prepare for the workplace. It also ensures everyone feels included, no matter their background.

e Student Behaviour & Expectations — During Orientation, we'll go through what's expected of you at Gamma College, including
professionalism, respect for others, and classroom etiquette. These expectations help create a positive learning environment for everyone.

e Health, Mental Health Support, and Social Services — We'll provide details on local doctors, mental health support, and social services
available to you. This includes who to contact, where to go, and what services are free or discounted for students.

e Food, Transport & Travel Information — We'll explain how to get around, including public transport options, student discounts, and travel
safety tips. This will help you navigate your new city with confidence.

e Campus Facilities & Social Activities — You'll get a tour of the campus and learn about the facilities, study spaces, and student activities
available. It's a great way to meet people and get involved in college life!

e Important Local Contacts — we’ll detail who to call at each campus for help on just about anything. You'll have a copy of the Orientation
Workbook to take home with you so you'll always have the details handy

BRISBANE

Key Nearby locations (Walking Distance)

Fortitude Valley

Brunswick Street Mall
Daytime action in Fortitude Valley focuses on and around Brunswick Street Mall, a pedestrianised strip dotted with pavement pubs, cafes and
eateries. There are many drinking and eating options within walking distance including many and varied cultures and menu options. Check out the
in-ground plaques honouring Brisbane's rock 'n' roll elite.

Chinatown
Punctuated by a replica Tang dynasty archway at its western end, Duncan St is Brisbane's small tribute to Chinatown. The pedestrianised strip
(and the stretch of Ann St between Duncan St and Brunswick St Mall) is home to a handful of Asian restaurants and grocery stores, The area is at
it's most rambunctious during Chinese New Year.

Train Station & Food
5 minutes’ walk from the campus inside Valley Metro is one of Brisbane’s largest train stations where you can explore the vibrant collection of
shopping and dining options. It has free wifi, essential services like Woolworths, banking, chemists, & popular eateries and a gym

SYDNEY

Key Nearby locations (Walking Distance)

Opera House & Circular Quay Precinct
This iconic area combines stunning views of the Opera House and Harbour Bridge with a lively atmosphere. You'll find waterfront cafes, street
performers, and the beautiful Royal Botanic Garden.
Grab a coffee at the Opera Bar or explore the Botanic Garden for a peaceful study break with a view. It’'s also a great place for photos and cultural
experiences.

Paddy’s Markets & Haymarket
A bustling market offering affordable shopping, souvenirs, and a multicultural food court. It's the go-to for fresh produce, unique finds, and a
diverse culinary experience.
Sample local and international street food or pick up fresh fruits and snacks for later. Paddy’s is a cultural gem in the heart of Sydney.

Darling Harbour & Barangaroo
A vibrant waterfront area filled with eateries, bars, and entertainment options, perfect for students looking to relax after class.
Visit the Australian National Maritime Museum or stroll along Barangaroo Reserve. The area is full of scenic spots and is a social hub, especially
at night.
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https://www.lonelyplanet.com/pois/1556137
https://www.lonelyplanet.com/pois/1223696

MELBOURNE
Key Nearby locations (Walking Distance)
Queen Victoria Market
The Queen Vic Market provides an authentic shopping experience in the heart of the city. Home to hundreds of small businesses, it's the largest
open air market in the southern hemisphere.
As well as a large range of fresh produce, you can shop for specialty cheeses in the Dairy Hall, enjoy a meal at one of the many cafes, or grab a
coffee and croissant to go.
The huge range of speciality shopping opens from 9am every Market day and includes locally made art, clothing, homewares, jewellery, skincare,
plants, books, pet supplies and flowers.
The market is proudly plastic bag and straw free. But if you forget to bring your own bag or basket, reusable bags are available for purchase.
Shopping trolleys are also available for hire.
State Library of Victoria
Established in 1854 the SLV is Australia’s oldest public library, one of the first free public libraries in the world and as of 2023 - the third busiest
library globally!
This massive but elegant and welcoming structure contains over 5 million items and is recently expanded and refurbished. The library is
accessible to anyone.
The trip from our campus takes about 10 minutes; a five-minute walk down the rambunctious Flinders Lane, then a short ride on Melbourne’s free
tram network along the pedestrianised Swanston Street
Flinders Street Station
The Most recognizable tourist attraction in Melbourne CBD is Australia's oldest railway station. A few moments promenade from the Gamma
College campus and kitchen
o Construction was completed in 1910 with high floors dedicated to gyms, library, and lecture halls (later ballrooms).
¢ One of the busiest suburban railway stations in the southern hemisphere with more than 1500 trains passing every day.
o Consists of a prominent dome structure with a yellow wall fagade, tower, clocks, and an arched entrance to attract the attention of passers-by.

INFORMATION ON LIVING IN AUSTRALIA

Students can visit: https://www.studyinaustralia.gov.au/

There is more detail in the Student Orientation too, and opportunity to ask questions

Australia
Australia is the world’s sixth-largest country by total area and has a population of approximately 24 million people, with most people staying in the 5
major cities of Sydney, Adelaide, Melbourne, Brisbane and Perth.

Live in Australia

Living in Australia will be a new experience, but there are support services in your institution as well as from other organisations to help make
adjusting to life in Australia easier.
Australia is among the happiest countries in the world (World Happiness Report 2017) and we have four of the 30 best cities in the world for students
(QS Top University Rankings 2017), you are sure to enjoy your time here.
No matter what type of study you are doing in Australia, whether you are here for a few months or a few years, some research and planning will help
you have a safe and rewarding study experience. Important considerations and planning includes:
e  Planning your departure.
Arriving in Australia.
Accessing support services.
Remaining visa compliant.
Working while you study.
Living costs and finding accommodation.
Health and safety.
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The country is split into states and territories being: NSW, New South Wales, Queensland, Northern Territory, Western Australia, South Australia and
Tasmania.
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Australia has many attractions for international students including the high-quality education system, climate, great lifestyle, sports, beaches and
strong industries.

Electricity
The electrical current in Australia is 220 240 volts AC. The Australian three pin plug is extremely safe. Adaptors are usually required for most foreign
appliances. A transformer may be required if you bring an appliance from overseas that operates on a different voltage.

Telephones

Australia has a modern telecommunications system with mobile and Internet access generally available at a low cost. Public telephones are
available at all Post Offices, shopping complexes and are often situated on street corners. Public pay phones accept a variety of coins and Phone-
cards. Phone-cards are pre-paid for use in public pay phones and can be bought at a large number of retail outlets in denominations of $Aud 5,
$Aud 10,

$Aud 20 and $Aud 50. Credit phones take most major credit cards such as American Express, Visa, MasterCard and Diners International and can be
found at international and domestic airports, central city locations and hotels.

Australia has more than 120 national sporting Organisations and thousands of state, regional and club bodies. It is estimated that 6.5 million people,
about a third of the population are registered sports participants. While there are over 120 sporting Organisations, Australians also take part in
bushwalking, fishing, boating and water sports.
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Working in Australia

Immigration laws allow students to work for a limited number of hours whilst studying on a student visa in Australia. Students can currently work 40
hours per fortnight during the Institute study time and full-time during breaks. However, work is not always easy to find and under no circumstances
can students rely on income earned in Australia to pay course fees. Students are not permitted to work if it interferes with their study.

Family members may also be entitled to work if accompanying students. Please contact the immigration department or the Institute for further
details. International students tend to secure jobs in the service-based industries although there are no limits to the industry in which you can gain
employment. For visa information and work rights please visit Department of Immigration and Border Protection website https://www.homeaffairs.
gov.au/travivisa-1/500-

https://www.homeaffairs.gov.au/trav/visa-1/500-?modal=/trav/stud/more/work-conditions-for-student-visa-holders

Tax File Number

All workers in Australia need a Tax File Number (TFN). When starting a new job, you need to inform your employer of your TFN by completing a Tax
File Number Declaration form. International students pay tax on their earnings. For further information, please visit the website: www.ato.gov.au.
At the end of each financial year, international students need to apply for their tax return through an accountant or using online service.

Money and banks

Australian currency is the only legal tender in Australia. When you first arrive, money from other countries can be exchanged at the exchange
facilities located at international airports, banks and major hotels. Traveller Cheques are easier to use if already in Australian dollars, however, banks
will cash traveler Cheques in most currencies. Major hotels and some shops, depending on individual store policy, will cash travellers Cheques.

Itis a good idea to set up an Australian bank account. You will need to provide your passport (photo ID), visa and evidence of residency. Banking
services in Australia are extremely competitive. Over 20 local and numerous international banking groups are represented in Australia. All major
banks have a branch in cities and regional areas. Most shopping complexes have Automatic Teller Machines (ATM) facilities. These machines can
be used for deposits and withdrawals 24 hours a day. Many department stores, supermarkets and specialist shops have electronic transfer terminals
(EFTPOS) where cash withdrawals can also be made in addition to purchasing goods.

International students can access free banking from most of the main banks. It's easy and straightforward to open an account by popping into a
branch with the required documents. The main Australian banks are ANZ, Westpac, Commonwealth and NAB. Suncorp is also another bank. These
can be found throughout the city and suburbs. Once you open an account you will be provided with a bank card so you can access your money via
ATMs located throughout the city.

http://www.westpac.com.au/

http://www.anz.com.au/personal _/http://www.nab.com.au/  http://www.commbank.com.au/

Normal bank trading hours

9.00 am - 4.00 pm Monday to Thursday
9. 00 am - 5.00 pm Friday

Some banks are open Saturday mornings

Credit cards
Credit cards are widely accepted around Australia. The most commonly accepted credit cards are American Express, Bankcard, Diners International,
MasterCard, Visa and their affiliates.

Currency
Australia uses a dollars and cents system of decimal currency with 100 cents in a dollar. The bank notes in use are $5, $10, $20, $50 and $100.
Coins used are the silver colored 5-cent, 10-cent, 20-cent and 50-cent and the gold colored $1 and $2 coins.

Australia’s development of the polymer (plastic) banknote heralds the introduction of advanced banknote technology for the new millennium and
rewrites world standards in design. Not only does this leading-edge polymer technology offer immense security benefits but its concepts of
cleanliness, environmental responsibility and recyclability set an example for the world to follow.

Budgeting
You should work out a budget covering accommodation, food, transport, clothing and entertainment. For parents with children, childcare costs should
also be taken into account.

The average international student in Australia spends about $360 per week on accommodation, food, clothing, entertainment, transport, basic travel,
and telephone and incidental costs. School students in Australia typically spend a little less about $265 a week on accommodation and food,
entertainment, transport and associated items. While this is a realistic guide, it is important to remember that individual circumstances will vary by
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location, course and lifestyle.

Accommodation

The Institute is able to assist you in finding short-term accommodation prior to your arrival if and when requested. Please contact the Institute email
for further details.

Accommodation costs can vary significantly depending on the level of accommodation and proximity to Fortitude Valley. Students can expect to pay
between approximately $250 $350 per week for a room in a share house close to the CBD.

The Institute does not offer accommodation services, however the Institute is able to refer students to appropriate accommodation services and are
always available to discuss any issues or concerns a student may have with their current accommodation arrangements.

All students are encouraged to have accommodation organised prior to their arrival in Australia.
The following types of accommodation are available for International students:

1. Full Board (Home stay) AU$180 AU$270 per week

2. Student house AU$150 AU$200 per week

3. Half Board AU$150 AU$200 per week (plus expenses).

4. Leasing a House/Flat AU$200 AU$350 per week (unfurnished)

This accommodation can be booked prior to arrival. Two-weeks advance notice is required before you depart for Australia. Further details can be
obtained from the International Student Welfare Officer.

Some useful Internet sites for housing are:
You can also access information on share accommodation at the following links:
Student Housing Australia http://sha.com.au/

Share Accommodation http://au.easyroommate.com/?gclid=CLnI9-SDUMMCFZcmvQodAmEAmMw

Study in Australia http://www.studyinaustralia.gov.au/global/live-in-australia/accommodation
www.realestate.com.au

www.gumtree.com.au

www.flatmatefinders.com.au

http://www.domain.com.au

Medical Issues

From time to time people may get sick and require to access medical professionals, hospitals, dentists and other health related services. Al
International Students must have Overseas Student Health Cover (OSHC) before they enroll with us. Students may arrange this for themselves with
any of the health insurance providers.

Overseas Student Health Cover (OSHC)'

International students are required by the Government to join a private health insurance scheme. The OSHC premium cover must be paid before a
student visa is issued. You will need to pay the OSHC premium at the same time as the course fees. The OSHC entitles you to free hospital cover
and 85% of standard doctor’s fees.

Links to their websites are:

« www.nib.com.au

« www.ahm.com.au

« www.medibank.com.au

Itis a visa requirement that all overseas students possess OSHC while they are studying at the Institute.
We can arrange this for you prior to your arrival with our provider OSHC NIB. For further details or if you wish to arrange your own OSHC contact
BUPA direct at www.nib.com.au.

Cost of Living, Food and Shopping

The Australian government recommends that the cost of living in Brisbane for an international student will be approximately $20,290 per year
(Reference: https://www.expatistan.com/cost-of-living/brisbane]. If a student wishes to bring a partner the Department of Home Affairs indicate that
an additional $7,100 per year of study will be required for a partner. Married students with dependents will require approximately $3,040 per
dependent. This may vary significantly from person to person depending on their individuals taste and requirements.
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Fruit, vegetables and meat are available fresh and at a reasonable price. Clothing and personal effects are usually good quality and available at a
wide variety of prices.

Shopping

The Central Business District of Brisbane and the surrounding areas have many shopping malls, department stores, discount stores, markets and
supermarkets that can be reached easily by public transport. For more information on shopping and prices of products use any of the following links:
www.coles.com.au

www.woolworths.com.au

www.aldi.com.au

Or type “cheap shopping” into your Google browser

School-aged dependents

Schools fees apply to most dependents of temporary residents in Queensland. International student visa holders have certain obligations involving
school-aged children if they are coming to Australia with school-aged dependents. There are some exceptions, for further information visit the
website: https://www.studyinaustralia.gov.au/explore-australia/qld/brisbane.

Contact details
For policies and procedures that affect you:
+  Speak with Gamma College

Go to your provider's website: www.gamma.edu.au
+  Department of Home Affairs

For visa matters:
+  http://homeaffairs.gov.au

LEGISLATION, CODES OF CONDUCT AND BEHAVIOUR EXPECTATIONS

ESOS Act

The National Code 2018 is a legislative instrument of the ESOS Act and applies to providers of education for students on student visas in all
sectors. The National Code 2018 requirements are in addition to the standards for specific sectors.

ESOS Enquiries
General enquiries: Phone: 1300 615 262

Online: https://internationaleducation.gov.au/Regulatory-Information/Education-Services-for-Overseas-Students-ESOS-Legislative-
Framework/Pages/ESOSEnquiry.aspx.

Forimmigration and visa enquiries, please visit: https://immi.homeaffairs.gov.au/

Breach of Code of Conduct

This Student Code of Conduct applies to all students of Gamma College, across all courses. A student breach of conduct occurs when a student
behaves in a manner described below:
o  Attacks, attempts to attack or threatens a person on Gamma College premises.
e Acts against the Equal Opportunity practices of Gamma College which is committed to the prevention and elimination of discrimination on the
grounds such as but not limited to the following:
o Age
Impairment
Industrial activity
Lawful sexual activity
Marital status
Physical features
Political belief or activity
Pregnancy
Race
Religious belief or activity
Sex
o Status as a parent or a carer
Disobeys or disregards any lawful direction given by an officer of The Institute.
Acts dishonestly or unfairly in connection with an assessment conducted by Gamma College.
Deliberately prohibits any teaching activity, assessment or meeting of Gamma College.
Engages in any conduct or activity damaging to the management and good governance of Gamma College.
Willfully damages or wrongfully deals with any Gamma College property.

O O O O O O O O 0 O
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Attends Gamma College whilst under the influence of alcohol or affected by drugs.

Carries or uses such items as firearms, knives, syringes, etc. as a weapon.

Fails to pay fee on time

Fails to comply with Work Health and Safety (WHS) /Occupational Health and Safety (OHS) regulations or willfully places another person in a
position of risk or danger.

o  Constantly interrupts class time through the use of mobile phones/other electronic devices

Uses abusive language

The following are the expectations from the expectations from the Student:

The expectation that students will not engage in cheating or plagiarism or collusion.

The expectation that students will submit work when required.

The expectation that students will at all imes meet the requirements, terms and conditions in the student agreement including payment of fees.
The expectation that students will maintain consistent attendance by attending all required classes and assessments.

The expectation that students will undertake all reasonable efforts to maintain satisfactory course progress.

The expectation that students “at risk” of not meeting course progress requirements will participate in all aspects of the intervention strategy
developed by the Institute in consultation with the student.

Follow any reasonable direction from a member of Gamma College.

Avoid swearing, drinking and eating in classrooms and other learning areas

Behave responsibly by not being under the influence of drugs or alcohol.

Avoid using mobile phones or any other electronic devices that may disrupt classes.

e  Attend all scheduled classes

Student rights:

All students have the right to:

o Be treated fairly and with respect by Gamma College staff and other students

Rights of consumer protection

Learn in an environment free of discrimination and harassment

Learn in a supportive and stimulating environment in which to pursue their goals

Have access to counseling, if desired or required

Privacy concerning records that contain personal information, subject to statutory requirements

Be given information about assessment procedures at the beginning of the subject/competency/module and progressive results as they occur
Lodge a complaint / appeal without fear of retaliation or victimization

The right to have any disputes settled in a fair and rational manner (this is accomplished by the Complaints and Appeals Procedure).

The right to be treated with respect from others, to be treated fairly and without discrimination, regardless of religious, cultural, racial and sexual
differences, age, disability or socio-economic status

The right to be free from all forms of intimidation

The right to study in a safe, clean, orderly and cooperative environment

The right to have personal property (including computer files and student work) and the RTO's property protected from damage or other misuse.
The right to express and share ideas and to ask questions.

The right to be treated with politeness and courteously

Academic Misconduct

Students are also required to adhere to the Institute code of conduct. If a student is found to have acted in a way that the Institute deems to be
misconduct, it may impact their successful completion of the course. As outlined in the Code of Conduct, students are expected to approach learning
and assessment activities in an ethical manner. At the Institute, our students almost always conduct themselves with integrity and do not engage

in cheating, plagiarism or collusion. Cheating, plagiarism and collusion can occur over confusion about their meanings. While most students are
familiar with cheating, the fundamental confusion occurs when students do not reference another author’s ideas or words resulting in plagiarism. The
following information is intended to provide guidance and prevent their occurrence.

Cheating
Actions that are defined as cheating during the assessment process:

Referring to unauthorized information, phones and other electronic devices during a closed book assessment

Gaining assistance from an unauthorized person during the assessment process

Providing assistance to another person in an assessment (where this is not permitted)

Falsifying documentation submitted to gain an unfair advantage e.g., in applications for Recognition of Prior Learning and or Credit Transfer
Other people providing false Third-party reports for assessment purposes

Cheating in any form during assessments will result in the student’s assessment submission being rendered invalid.



Plagiarism

Plagiarism is the submission of somebody else’s work as your own. This may include copying all or part of another person’s thoughts or ideas and
representing them as your own. If a student fails to identify the original source of some or all of the submission, this also constitutes plagiarism. If a
Student copies another Student’s work and passes this of as their own, this is also a form of plagiarism and cheating.

During the assessment process you will read about ideas and gather information from many sources. When you use these ideas in assignments you
must identify who produced them and in what publications they were found. If you do not reference the original author, you are plagiarizing. Although,
it is advised to reference Harvard Style, but other legitimate styles are also accepted as long as authorship is acknowledged. If students are including
other people’s work in submissions, for example, passages from books or websites, the reference should be made to the source.

For further information on what constitutes plagiarism please refer to: www.gamma.edu.au

Submitting plagiarized work during, as completed assessments will result in the student’s assessment submission being rendered invalid.

Collusion

Collusion is the presentation of an assignment by a student as his / her individual work, which is in fact, might be the result of unauthorized
collaboration with other students or persons. Collusion involves the cooperation of two or more students in plagiarism or other forms of academic
misconduct or cheating. Both collusion and plagiarism often occur in-group work.

Unauthorized collusion during assessments will result in the student’s assessment submission being invalidated.

Cheating and/or plagiarism and/or collusion during assessments will be treated as a breach of the student Code of Conduct. It is deemed ‘Academic
Misconduct’ and may lead to the student being removed from the course and their student visa being cancelled. No refund is available to the student
in such circumstances.

If you have been found to have cheated or plagiarised, there are penalties and processes that are followed, you may be penalised by any of the
following ways as:

be reprimanded

be required to repeat the assessment or complete a new assessment task
fail all or part of the assessment

be suspended from studies

have your enrolment cancelled

be refused an entry in other institutions within Australia as it is taken seriously.

For updated information regarding the use of Al refer to the most current Orientation process. (Al Changes daily)

SUPPORT
24- hours Support Contact

The following staff members can be contacted 24-hours if the overseas student faces any serious problem on campus and outside campus. This
could involve any violence, traffic accident, robbery at house or while commuting, incident at home, crisis mental situation, medical situation. During
Fire, ambulance and police emergency, the Student MUST call Phone 000. Students can also text the following staff for a return call if you do not
have enough phone balance.

STUDENT EMERGENCY COLLEGE CONTACTS

Kiran Wirring [0433530589] 24-hour phone number - Brisbane
Raihan Saikat 0470 373 509] 24-hour phone number - Sydney

Paul Stephenson [0423391186] 24-hour phone number - Melbourne
Harpreet Wirring [0433572424] 24-hour phone number

el

Note: Above contacts are available 24 hours for Sydney & Brisbane campuses.

Other useful numbers

e Child Protection Helpline 132 111 (24 hours/7 days)

e healthdirect Australia 1800 022 222

e  Kids Helpline 1800 55 1800

e Lifeline 1311 14

o National Sexual Assault, Domestic Family Violence Counselling Service 1800 737 732 (1800RESPECT)
e  Surgery Access Line 1800 053 456

e Victims Access Line 1800 633 063
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Helpful contacts for students (some services may attract fees and are payable by the student on their own)

Fire, ambulance and police emergency

Phone 000

Translating and Interpreting Service

Phone 131 450

Lifeline 24-hour Counselling, Advice
and Referral Services

Phone 131 114

Police Centre

Brisbane (07) 3737 5757 | Sydney: 192 Day St, Sydney NSW 2000 Phone:(02) 9265 6499

Doctor

Brisbane Campus

Valley Metro Shopping Centre

Valley Metro, 31/230 Brunswick St

(07) 3852 2030

Sydney Campus

Ultimo Medical Practice Medical Center 82 Mountain St (02) 9212 1400
Melbourne Campus

Melbourne City Medical Centre 68 Lonsdale St, Melbourne VIC 3000

Dentist

Brishane Campus

Fortitude Valley Dentist

2/117 Warry St, Fortitude Valley QLD 4006

(07) 3666 0726

Sydney Campus

Dental Connect Broadway

Sydney 107/1 Bay St (02) 9211 238

Melbourne Campus

Melbourne Dental Clinic 720 Swanston Street, Melbourne VIC 3010

Clinical Psychologist

Brishane Campus

Dr Jane Zhao-O’Brien

Psychologist

Suite 30, Ballow Chambers, 121 Wickham Terrace, Spring Hill QLD 4000
0411 408 866

Sydney Campus

Talking Minds Psychologist 74/330 Wattle St (02) 9114 997

Melbourne Campus

Inner Melbourne Psychology Location: Melbourne CBD.

Community Centre

Brisbane Campus

Common House

Address: 74B Wickham St, Fortitude Valley QLD 4006
Phone: (07) 3161 2936

Sydney Campus

Ultimo Community Centre

40 William Henry St, Ultimo

NSW 2007

Phone: (02) 9298 3111

Melbourne Campus
Multicultural Hub, 506 Elizabeth St, Melbourne VIC 3000, 03 9092 1500




Counsellor

Brisbane Campus

The Australian Institute of Professional Counsellors

47 Baxter St, Fortitude Valley QLD 4006

(07) 3112 2000

Sydney Campus

Address: 74/330 Wattle St, Ultimo NSW 2007 Phone: (02) 9114 9977
Melbourne Campus

Counselling & Psychological Services at the University of Melbourne
Location: University of Melbourne

Free Legal Services

Brisbane Campus

Legal Aid

44 Herschel St, Brisbane City QLD 4000

1300 651 188

Sydney Campus

Phone: (02) 9698 7645 or Translating and Interpreting Service on 131 450.
Melbourne Campus

Legal Aid Level 9 570 Bourke St Melbourne VIC 3000, 1300 792 387

Legal assistance

Brishane Campus

Hynes Legal

108 Wickham St, Fortitude Valley QLD 4006

(07) 3193 0500

Sydney Campus

Mercantile Legal Services 99 Jones St (02) 9211 9980

Melbourne Campus

Inner Melbourne Community Legal, 2/508 Queensberry St, North Melbourne
VIC 3051, (03) 9328 1885

External appeals body (see complaints
and appeals information)

Overseas Students Ombudsman
websitewww.0s0.gov.au or phone 1300 362 072

Pharmacies

Brisbane Campus

TerryWhite Chemmart Valley Metro Chemist

Shop 25 29 Valley Metro, 230 Brunswick St, Fortitude Valley QLD 4006
(07) 3252 8034

Sydney Campus

Varsity Pharmacy Chemist 145 Broadway (02) 9212 3513

Melbourne Campus

Flinders Lane Pharmacy : 253 Flinders Lane, Melbourne
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Physiotherapist Brisbhane Campus

St Pauls Terrace Physiotherapy

438 St Pauls Terrace, Fortitude Valley QLD 4006

1300 709 076

Sydney Campus

113/330 Wattle St, Ultimo NSW 2007 Phone:(02) 9212 5283
Melbourne Campus

Melbourne CBD Physiotherapy

Location: 517 Flinders Lane, Melbourne VIC 3000

Study in Australia https://www.studyinaustralia.gov.au/
Youth Central https://www.csyw.qgld.gov.au/youth

Study in Brisbane http://www.choosebrisbane.com.au/Study
Study in Sydney http://lwww.study.sydney

Study In Melbourne https://studymelbourne.vic.gov.au/

External Counselling/Personal

e  Support Lifeline: 13 11 14 or www.lifeline.org.au

o  Relationships Australia 1300 364 277 http://www.relationships.org.au
e  MensLine Australia — (For men of any age) 1300 78 99 78

¢ Kids Helpline (For young people aged 5-25) — 1800 551 800

Work Health and Safety Act 2011
The Work Health and Safety Act 2011 (the WHS Act) provides a framework to protect the health, safety and welfare of all workers at work. It also
protects the health and safety of all other people who might be affected by the work.
All workers are protected by the WHS Act, including:
e employees
contractors
subcontractors
outworkers
apprentices and trainees
work experience students
volunteers
employers who perform work

Health and Safety and Hazard Identification

All staff and students’ health safety and comfort will be maintained in accordance with the relevant legislation. All operations of the RTO will meet the
requirements of Occupational Safety and Health in respect of the activities involved, the equipment used, the people involved and the environment in
which the activities will take place.

Hazards identification
According to Occupational Safety and Health potential hazards are:

o eliminated, isolated and minimized.

e Any potential and actual hazards are identified.

e Any potential and actual hazards are effectively managed.

e  Emergency procedures are established to deal with identified hazards.
Students must report any hazard to the RTO staff using any means convenient.

Students will be inducted to the Campus Safety guidelines during the orientation and during their classes.

Contact details

For policies and procedures that affect you and you want to know more:
e  Speak with The Institute
e  Gotoyour provider's website, www.gamma.edu.au

Your responsibilities
As an overseas student on a student visa, you have responsibilities to:
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e  Satisfy your student visa conditions

e Maintain your Overseas Student Health Cover (OSHC) for the period of your stay

o Meet the terms of the Student Offer written agreement.

¢ Inform your provider if you change your address, phone, emergency contact and email.
e  Maintain satisfactory course progress

e  Follow appropriate and accepted conduct

e  Maintain student visa conditions

Tips on what to do Upon Arrival in Australia:
e Call home informing that you have reached safely
Settle into your accommodation
Contact the RTO and inform the RTO about your arrival
Purchase household items and food
Enroll children in school (if applicable)
Attend student orientation
Request for a student ID card
Advise health insurance company of address & get card
Open a bank account
Attend course specific orientation sessions
Get Learning Materials from RTO
Start classes
Apply for a tax file number if seeking work
Getinvolved in student life and associations (e.g., music, sporting and cultural clubs).

Change of Address information from students

Upon arriving in Australia, you are required to advise Gamma College of your residential address and telephone number and of any subsequent
changes to your residential address. This is extremely important. Under the Education Services for Overseas Students (ESOS) Act 2000, Gamma
College is obliged to serve a notice at your last known address for important correspondence. Therefore, it is your responsibility to ensure that you
always update your address details at the RTO and other places.

Student Identification Card
Each student will be issued with a Student Identification Card as soon as practicable during first week of class attendance.

Building Security
Gamma College will ensure only staff and students are able to access the premises. This will include a reception area that is always manned or locked
with appropriate access only.

Classrooms

Classrooms are fully equipped with a capacity to cater up to 15 to 25 students. All classrooms are furnished with appropriate classroom furniture,
projectors, whiteboards and audio equipment, chairs, Skype aids, desks, electrical points for student laptops and Wi-Fi Internet to facilitate effective
learning. Collectively, all the technology including the available laptops (available for borrow) will be used to simulate workplace conditions (e.g.,
business meeting, Skype conference, presentation) in classrooms.

Lap-top Borrowing

Our lab enables access to computers and Internet for student use. The usage is limited to 2-hours ensuring all students can use the facility and
Internet access. However, students can borrow a lap-top for use by signing the inventory register. All students can also obtain a Wireless Fidelity
(WIFl)access from the RTO reception staff to connect their portable computer devices without any cost. Collectively, computer facility, lap-top
borrowing and a free WIFI access will enable students to conduct their research and access e-mail. Students are not to indulge in any downloading
where copyrights are at place (e.g., downloading movies from Torrents, songs, MP3s & other copyrighted protected intellectual information).
Students are also afforded audio-visual equipment and data projectors for in class presentations.
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Education Services for Overseas Students (ESOS) framework

Gamma College shares the Following information about the ESOS framework, including official Australian Government material or links to this
material online. It is noteworthy that the information is provided by Australian Government [https.//internationaleducation.gov.au]

International education: ensuring quality and protecting students

Australia welcomes international students

The Australian Government wants international students to have a rewarding and enjoyable experience when they come to Australia to study.
Australia offers high quality education services and protects the rights of international students to ensure you make the most of your time here. This
fact sheet contains important information for student visa holders about living and studying in Australia, including your consumer rights and
responsibilities as an international student and key things you should know before and during your study.

Australian laws protect international students

As a student on a student visa, you benefit from Australian laws that ensure high standards of education, facilities and support services while you are
in Australia. You also have rights to information about your course and the institution you wish to study with before and during your enrolment. The
Education Services for Overseas Students (ESOS) framework offers you financial protection in case your education institution does not deliver what
it has promised you. You can find out more about the framework at
https://internationaleducation.gov.au/regulatoryinformation/pages/regulatoryinformation.aspx.

Before you begin your studies

Choosing a course to study

As an international student, you can only study a course with an education institution listed on the Commonwealth Register of Institutions and
Courses for Overseas Students (CRICOS). All institutions registered on CRICOS have met the quality standards set out in Australian law, which
ensures you receive the best possible education services.

CRICOS is a good place to start when you want to find a course or education institution to study with, and, can be found at http://cricos.education.
gov.au.

Using an education agent

International students do not have to use an education agent. You can enrol directly with an Australian education institution. Information about what
education institutions offer is usually on their websites.

If you want to use an education agent, it's best to pick one used by the institution you want to study at. You can find a list of education agents on the
institution’s website.

The law requires institutions to use only education agents that act honestly and with integrity. Agents must give you accurate advice about the
courses on offer, including entry requirements, and information about living in Australia. You should still be careful and alert when dealing with
agents to ensure you enrol in a course that is suitable for you and will help you achieve your learning goals.

In Australia, education agents cannot give you information on visa and immigration matters — only migration agents can do this. You can find out
more about using migration agents at the Department of Immigration and Border Protection’s website at www.border.gov.au/Trav/Visa/Usin. If you
think your education agent might be behaving dishonestly or unethically, you should stop using them immediately and contact your education
institution directly.

Written agreements or contracts between the student and institution

Under Australian law an education institution must have a written agreement with you outlining the services they will provide, all the fees you are
required to pay, and conditions for refunds of money you pay for the course.

The written agreement is a legal contract. You should read it carefully and make sure you fully understand what it says before signing it. You and
your education institution must follow whatever is set out in the written agreement once you have accepted it, so you should keep a copy of it. Should
you ever make a complaint about your institution, you will need to refer to your written agreement. You can find out more about making complaints on
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this fact sheet under the heading: Making complaints and getting help.

Your rights before you enrol
Even before you enrol with an education institution, under Australian law you have the right to:

. receive current and accurate information about the courses, entry requirements, all fees and modes of study from your institution and
your institution’s agent before you enrol

. sign a written agreement with your institution before or at the time you pay fees. You do not have to pay the institution any money or fees
until you accept the agreement

. seek a refund in certain situations for course money you have paid. Information about refund arrangements must be included in your
written agreement

. get the education you paid for. The law includes tuition protections that will allow you to be placed in another course or receive a refund if

your institution is unable to teach your course (known as a provider default), visit https://tps.gov.au/ for more information
. access complaints and appeals processes
. request to transfer to another institution and have that request assessed by your institution.

Paying your tuition fees

From 14 December 2015, changes to Australian law give international students more choice about how they pay their fees. Previously you could
not pay more than 50 per cent of your fees before you started a course. Now you can choose to pay more than 50 per cent of your tuition fees
before you start. For example, you or the person who is paying your fees may decide this is a good idea if the Australian dollar exchange rates
meanyou will save money by paying more of your fees early.

Your education institution may ask you if you would like to pay more than 50 per cent of your fees before you start your course. This is your choice.
Your institution cannot require you to pay more, unless you are doing a short course of 25 weeks or less. If your course is longer than 25 weeks,
you cannot be asked to pay more than 50 per cent of your tuition fees before you start.

Your institution may wish to organise a payment plan so you can start regularly paying the rest of your tuition fees once you start the course. Your
written agreement should include an itemised list of all the fees you will be charged for your course, including your tuition fees and how they will be
paid, and refund arrangements.

In Australia there are also very strong protections for students’ fees, which you can learn more about on this fact sheet under the heading:
Protecting your tuition fees.

What happens if you can’t start the course because your visa is refused?

If you have paid fees to an education institution and your visa is refused, you are entitled to a refund. Under Australian law, the institution is allowed
to keep either 5 per cent of the tuition fees you paid or $500, whichever is the lowest amount, and must refund you the rest.

If your visa is refused after the course was due to start, the institution can keep tuition fees for the number of weeks that have passed since
commencement, and must refund you the rest of the fees.

What happens if you decide you don’t want to start or continue the course?

If you change your mind and do not want to start the course, you may be entitled to a refund. If you have a written agreement with the institution,
the amount of your refund will depend on the written agreement, which should tell you what will or will not be repaid to you.

If you do not have a written agreement, you have the right to receive some of your fees back. Under Australian law, the institution is allowed to
keep either 5 per cent of the fees you paid or $500, whichever is the lowest amount, and must refund you the rest of the tuition fees you paid them.

During your studies

Support services for you in Australia Under Australian law your education institution must offer you support services to help you adjust to study and
life in Australia, achieve your learning goals and maintain satisfactory progress in your learning. This support is available because we recognise
that Australia may be a new environment for students, with different laws, culture and customs. Your education institution must give you advice on:
support and welfare services available at the institution

legal services

emergency and health services

facilities and resources

complaints and appeals processes

any student visa condition that relates to the course you are studying

services international students can access for information on their employment rights and conditions, and how to resolve workplace issues, such as
through the Fair Work Ombudsman (from 1 January 2018).

Many education institutions also offer career advice services. You should ask them whether they can help advise you on working and careers.

Welfare for students under 18 years of age

If you are under 18 years of age, you will only be granted a visa if there are adequate arrangements in place for your accommodation, support and
general welfare. This is for your personal safety and applies for the length of your student visa or until you turn 18.

If you are under the age of 18 your visa application must demonstrate that you will be accompanied by a parent, legal custodian or an eligible
relative. If you will not be living with one of these people, your education institution can agree to be responsible for approving your accommodation,
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support and general welfare arrangements while you are in Australia on a student visa.

If your education institution has approved your living and general welfare arrangements, but you wish to change them, you must have the approval
of your institution before you do so. This is because your institution must advise the Department of Immigration and Border Protection as soon as
possible about changes to living and welfare arrangements for students under 18.

If you don’t have your institution’s approval, this may be reported to the Department of Immigration and Border Protection. If this happens, you will be
in breach of student visa condition 8532 and your visa may be cancelled.

For more information about visa requirements for students under the age of 18, visit: http://www.border.gov.au/Busi/Educ/Educ/Welfare-require-
ments-for-student-visa-applicants-under-18 and http://www.border.gov.au/Trav/Stud/More/Visa-conditions/visa-conditions-students.

Your responsibilities as an international student in Australia
As an international student on a student visa, you must:

. comply with your student visa conditions
ensure you have and continue to maintain your Overseas Student Health Cover (OSHC) for as long as you stay in Australia on a student visa
. tell your institution if you change your address or other contact details
. meet the terms of your written agreement with your education institution
. maintain satisfactory course progress and attendance.

Information about visa conditions for student visa holders is available on the Department of Immigration and Border Protection’s website at:
www.border.gov.au/Trav/Stud/More/Visa-conditions/visa-conditionsstudents, or call 131 881 on Monday — Friday from 8.30am to 4pm inside Australia
(except public holidays).

Academic integrity and misconduct

The Australian Government and education institutions take issues of academic integrity very seriously. Education institutions have many ways of
detecting cheating or plagiarism in exams and assessments.

Using ghost writing services, asking someone to take an exam in your place, or any other kind of academic misconduct will result in serious action
being taken against you. Your enrolment or student visa could be affected, or cancelled altogether.

If you are struggling with your studies, it's best to ask your institution what support services they can offer you.

Your consumer rights and protections

Protecting your tuition fees

Australia is widely recognised as a world leader in protecting the tuition fees of international students through its Tuition Protection Service (TPS).
The TPS assists international students whose education institutions are unable to fully deliver their course of study, and ensures that international
students are able to either:

. complete their studies in another course or with another education institution, or

. receive a refund of their unspent tuition fees.

In the unlikely event your education institution is unable to deliver a course you have paid for, they have obligations to offer you an alternative course
or, if you do not accept the alternative course, pay you a refund of your unspent prepaid tuition fees. If your institution is unable to meet these
obligations for some reason, the TPS will assist you in finding an alternative course or getting a refund if a suitable alternative is not found.

For more information on the TPS, visit www.tps.gov.au. If you are a student whose provider is unable to fully deliver your course, you can call (02)
6271 3440 for assistance.

Working in Australia

Australian workplace laws provide basic protection and entitiements for all workers in Australia, including workers from overseas. International
students have the same entitlements to minimum wages and conditions as Australian workers, as well as superannuation and workers’
compensation under Australian workplace laws.

The minimum wages and conditions to which an employee is entitied are set out in awards (also known as modern awards). Awards apply to
employees depending on the industry they work in or the job that they do. Awards don’t apply when a business has an enterprise agreement or
other registered agreement that covers the employee’s working conditions. For more information on awards and agreements, visit
www.fairwork.gov.au/ awards-and-agreements.

Australian laws also protect you from being discriminated against at work, for example because of your race, when you are applying for a job, about
to begin a job, or any time during your employment. For more information about discrimination at work, visit: https://www.fairwork.gov.au/employ-
eeentitlements/protections-at-work/protection-from-discrimination-at-work or https://www.humanrights.gov.au/.

The Fair Work Ombudsman (FWO) helps employers and employees to understand their rights and responsibilities at work. The FWO can also
investigate suspected breaches of workplace laws. To find out what you should be paid and learn more about your minimum workplace entitiements
you can visit www.fairwork.gov.au. You can also call 13 13 94 from 8am to 5.30pm Monday to Friday inside Australia (except public holidays).
Getting help to resolve a workplace issue will not automatically affect your student visa.

You are limited to 40 hours of work per fortnight when your course is in session, and unlimited hours in out of session periods. This is to ensure you
are mainly focused on your studies. Work conditions for student visa holders can be found on the Department of Immigration and Border Protection
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website at: www.border.gov.au/Trav/Stud/More/Work-conditions-for-Student-visa-holders

Changing education institutions or courses

If you are not satisfied with the course you are doing and wish to transfer to another education institution, before you make the decision to enrol with
another institution you should be aware that there are rules about what you can or cannot do.

From 1 January 2018, if you are a school student and want to change to another education institution before finishing the first six months of your first
school course, you must seek permission from your original education institution to transfer. Six months after you start your first school course, you
can change to another education institution without asking your original education institution for approval.

For all other students, if you haven't completed six months of your principal course (the main course of study you are undertaking), Australian
legislation says that you can only change education institutions if:

. your original institution can no longer provide the course you enrolled in, or
. your original institution says they will release you, or
. you have a government sponsor and that sponsor writes a letter saying they support your change of course.

In other words, you will usually need your institution’s permission if you want to transfer before you have completed six months of your principal
course.

Your original institution can only provide a letter of release if:

. you have a letter from another institution saying they have made you an enrolment offer

. where you are under 18, you have the support of your parent or legal guardian, or the institution wishing to enrol you says they will take
responsibility for your welfare.

You should read and understand your institution’s transfer policy, as it should clearly state the reasons that you may or may not be granted a transfer.
Your education institution must assess or consider your request to transfer against this policy. If you are not satisfied with your institution’s decision,
you can appeal through their internal appeals and complaints handling process. If you are not satisfied with the outcome of that internal appeal
process, your options are outlined in the NEXT section Making complaints and getting help. If you are thinking about changing your course, you
need toensure that you continue to meet the conditions of your student visa. Further information about the impact of changing courses or education
institutions is available on the Department of Immigration and Border Protection’s website at: http://www.immi.gov.au/Study/Pages/changing-
courses.aspx.For more details about the legislative requirements around transferring courses, you can visit:
https://internationaleducation.gov.au/Regulatory-Information/Education-Services-for-Overseas-StudentsESOS-Legislative-Framework/National-
Code/nationalcodepartd/Pages/ExplanatoryguideD7.aspx

Making complaints and getting help

If you have a complaint about your institution, you should talk to them first. Your education institution must have complaints and appeals processes in
place to help students resolve their issues.

If you cannot resolve your complaint with an institution, there are other actions you can take. You will need to find out whether your institution is a
private or government type by searching them and looking at the Institution type field on the CRICOS website at http://cricos.education.gov.au/Institu-
tion/InstitutionSearch.aspx. If your institution is a private (non-government) organisation, you can take your complaint to the Overseas Students
Ombudsman (OSO0). Refer to the Overseas Students Ombudsman website at http://www.ombudsman.gov.au/about/overseas-student-ombuds-
man-landing-page for more information about how the OSO can help students, or call 1300 362 072. If you are studying with a government education
institution, which includes most universities and TAFEs , the external appeal body will most likely be the ombudsman for the state or Commonwealth.
Your education institution can give you the best information about the appropriate external appeals process for their institution. You can find the
contact details of all Australian ombudsmen at: www.ombudsman.gov.au/about/our-history/state-and-territory-ombudsmen.

Questions?

If you have any questions or concerns that haven't been answered in this fact sheet, you can submit an enquiry at https://internationaleducation.gov.
au/Regulatory-Information/Education-Services-for-OverseasStudents-ESOS-Legislative-Framework/ESOSenquiries/Pages/Default.aspx.

Find out more and connect on social media

Study in Australia is the official Australian Government website for international students. You can connect with it through:

. Website: https://www.studyinaustralia.gov.au/

. Facebook: https:/lwww.facebook.com/studyinaustralia
. Twitter: https://twitter.com/futureunlimited

. YouTube: http://lyoutube.com/afutureunlimited

The Fair Work Ombudsman gives you information and advice about your workplace rights and obligations. You can connect with it through:
. Website: https://www.fairwork.gov.au/

. Facebook: https://www.facebook.com/fairwork.gov.au « Twitter: https://twitter.com/fairwork_gov_au
. YouTube: http://www.youtube.com/user/FairWorkGovAu
. Subscribe to email updates at https://www.fairwork.gov.au/Website-information/staying-up-todate/subscribe-to-email-updates

International Students may visit the following weblink to obtain more information: https://internationaleducation.gov.au/regulatoryinformation/pages/
regulatoryinformation.aspx

*END OF AUSTRALIAN GOVERNMENT MESSAGE*
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