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Welcome from the managing director   
 
Welcome to Australian Institute of Commerce and language (AICL). At AICL we value and understand the 
importance of quality education, and we offer all our students excellent and experienced teaching staff, 
enjoyment in learning, progress and achievements. We celebrate the multiculturalism that is shared in our 
classrooms, and offer a wealth of support to our students, both local and international.  Australian Institute of 
Commerce and language proudly supports its academic calendar with an exciting social calendar of events to 
ensure that you enjoy your experience with us here at Australian Institute of Commerce and language.  We 
look forward to sharing good times and great education with you. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
JIM YANG   
Managing Director   
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Mission 

·  To be an enthusiastic provider of quality training and outstanding support. 
·  To encourage and empower students to realize their full potential and provide the means for 

individuals of all cultures to learn in harmony. 
 
 
 

Orientation day  
On the first day at AICL,  

·  Students will attend an orientation assembly and induction.  
·  The Head of Studies will welcome you personally.  
·  The Head of Studies will introduce important information about AICL and all other relevant matters.  

He will explain academic and general administrative matters and answer any questions you may have 
before you sign-off on your Induction. 

·  All college policies and requirements for class attendance and assessment processes will be 
familiarized during orientation hours 

·  Students will be registered to their classroom with specific lecturers.  
·  Class timetables will be handed out and explained if the student has not yet taken one from the front 

desk. 
·  There would be general tour of college so that they can become familiar with all the amenities and 

emergency procedures. 
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Introduction of our management & administration staff   
 
Managing Director  Jim Yang jim@aicl.nsw.edu.au  
Principal/Academic director Natalie Scott natalie@aicl.nsw.edu.au  
Head of Studies 
- Vocational and Technical Education 
(VTE) 

Ranga Totahewa ranga@aicl.nsw.edu.au  

Head of Studies – TAFE/AICL programs John Shen john@aicl.nsw.edu.au 
Director - Marketing  Aristotle Ortanez aris@aicl.nsw.edu.au  
Operations Manager Tony Echevarria  tony@aicl.nsw.edu.au  
Accounts and Administration Manager Marian Yang marian@aicl.nsw.edu.au  
Student Services and Administration 
Supervisor 

Rista Iskandar rista@aicl.nsw.edu.au  

Accounts Officer Mylah mylah@aicl.nsw.edu.au  
Admission Officer  Maricar Pan  

 
admission@aicl.nsw.edu.au 

Student Services Officer Reny Iskandar  
 

sso@aicl.nsw.edu.au 

Receptionist Jermelyn Zabat reception@aicl.nsw.edu.au  
Technical Support Dexter Madrigal dmadrigal@aicl.nsw.edu.au  
 
 

Contact details  
 
PHYSICAL AND POSTAL ADDRESS 

Australian Institute of Commerce and Language 
Level 9, 815 – 825 George Street Flight Centre Building 
Sydney NSW 2000 
AUSTRALIA 

 
TELEPHONE  +61-2-8917-6800 
FAX   +61-2-9212-0069 
 
EMAIL   info@aicl.nsw.edu.au  
WEBSITE  www.aicl.nsw.edu.au  
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1. AICL Policies  
 

� � � � �Deferring a Course 
In general a student is not permitted to defer or alter the start date or end date of their course.  
 
A student can defer, or postpone, their studies for the following reasons ONLY: 
·  Illness (evidenced by a registered medical practitioner) or - exceptional compassionate circumstances 

beyond student©s control.  
 
The College, with the details for deferring, will report this information to DIAC. 
 

� � � � �Recognition of Prior Learning (RPL)  
A student can apply for Recognition of Prior Learning (RPL).  If this application is successful then the number 
of subjects exempted will reduce the duration of the course and DIAC will be informed. 
 
There may be a fee associated with the application for RPL. 
 
Students should, wherever possible, apply for RPL prior to the start of their course. 
 
When a student is granted RPL it is does not impact their workload, only the duration of the visa and the 
duration of their course. Students will be required to sign off on all RPLs granted. 
 
Students are not permitted to take time off commensurate with the subjects having been granted under RPL 
system of any changes to course length as a result of RPL granted. 
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� � � � �Course Progress Policy 

·  AICL regularly monitors, records and assesses the course progress of each student for the course in 
which the student is currently enrolled.   

·  The trainers' feedback, attendance level and more importantly poor performance (i.e. failing to 
successfully complete more than 65 percent of the subject undertaken in the term) are used as 
measures to identify students making unsatisfactory course progress/at risk of making unsatisfactory 
course progress. 

·  AICL formally assesses each student©s progress every ten weeks which is one term and defined as 
one compulsory study period, 

·  At AICL, unsatisfactory progress is defined as not successfully completing at least 65 percent of the 
modules/subjects attempted in a 10 week study period.   

·  AICL also enforces its own internal policy whereby students are required to attend at least 65 percent 
of all classes each term as some assessments have been scheduled so that they can only be carried 
out and assessed during class time. 

·  Students whose attendance is below 65 percent will have greater chance of making unsatisfactory 
course progress requirements. 

·  AICL has higher progress threshold (65 percent) for intervention than that is required under the 
National Code 2007 (50 percent). 

·  The table given below demonstrates course requirements for each study period that AICL uses to 
identify whether he/she has failed to make satisfactory course progress requirements and therefore 
require an intervention measure. 

Subjects/units undertaken in a term Subjects/units required to be complete 
successfully  

1 1 
2 2 
3 2 
4 3 
5 4 
6 4 

Please note pass mark for the subject is still the same, which is 51%. 

on nominal hours required for the subject whereas Certificate IV Hospitality do 14 subjects in one term, 
Advanced Diploma of Hospitality management student do 7-8 Subjects in each term, and Diploma of 
Hairdressing students do 5 subjects in each term.  Please note pass mark for the subject is still the same, 
which is 51%. 

� � � � � Intervention Strategy 

AICL employs the following procedures to comply with the requirements of paragraphs 3.7 ± 3.8 of the 
DEEWR-DIAC Course Progress Policy and Procedures as the CRICOS provider of VET course. 

�
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� � � � � �Procedures for identifying and contacting students at risk of making unsatisfactory course 
progress 
�

1. AICL formally assesses each student©s progress to identify students making unsatisfactory course 
progress/at risk of making unsatisfactory course progress at the end of each ten weeks which is one 
term and defined as one compulsory study period, 

2. AICL uses the following measures to monitor and identify students making unsatisfactory course 
progress/ at risk of making unsatisfactory course progress 

·  The student's weekly Attendance Report  
·  Trainers' feedback on the student performance and participation in the class 
·  Percentage of subjects/units the student has successfully completed in the given term 

3. All at risk students as identified during the assessment will be sent the warning letter. 
4. The warning letter states that the student has not achieved satisfactory course progress and therefore 

required to come for an interview to discuss intervention strategies. The student must contact the 
reception in person or by phone to make an appointment to see the Head of Studies ± Intervention. 

5. If the student fails to come to the interview, AICL will report the student to DIAC and they will have 20 
days in which to access AICL's appeals process, during which time they will still maintain their 
enrolment. 

6. The Head of Studies ± Intervention will interview the “at risk student” using the AICL interview form 
and procedures to identify the reasons for the problem and discuss/negotiate an appropriate 
intervention strategies which may include; 

·  Providing the students with extra classes  
·  Providing the student with English language support 
·  Placing the student in a suitable alternative subjects or advising student to take suitable 

alternative course 
·  Providing the students an opportunity to have the failed subject/units re-assessed where the 

student may have to pay assessment fee of $150 
·  Increasing monitoring of the student in terms of both attendance level and class participation 
·  Providing counselling if the personal situation was behind the student's poor performance.  

7. During the interview, the Head of Studies ± Intervention reiterates the student the consequence of the 
failure of making satisfactory course progress within the set time frame. 

8. The Head of Studies ± Intervention and VET Coordinator will then inform the respective AICL 
personnel (i.e. trainer) of the intervention strategy and advise them to constantly monitor of their 
progress and report back. 

9. The Head of Studies ± Intervention will record the details of the “at risk student” in the Intervention 
Strategy Log on Proxy so that monitoring and recording can be carried out. 

10. The student will be participating in the regular term activities and intervention programs concurrently.  
11. Procedure 1 ± 6 will repeat throughout the next term and every term thereafter.  
12. Any students who have found to be making unsatisfactory course progress (i.e. failing to successfully 

complete 65 percent of the subjects/units undertaking in the given term, for the second consecutive 
term despite going through intervention program will be sent a letter with AICL's decision to report to 
DIAC.  
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� � � � � �Right of appeal 

Under the DEEWR-DIAC Course Progress Policy (paragraph 3.8), the student may appeal against AICL's 
decision to report to DIAC. The appeal will be considered only if it is made under some or all of the following 
grounds and made within 20 working days from the date of AICL' decision to report the student to DIAC.  

·  AICL has not recorded or calculated your marks correctly 
·  There are compassionate or compelling reasons which have contributed to your unsatisfactory 

progress (students must provide documentary evidence such as verified legitimate medical 
certificates, etc) 

·  AICL has not implemented its intervention strategy in accordance with its documented policies and 
procedures 

·  AICL has not implemented other policies such as assessment, feedback etc. which may impact upon 
your results 

·  AICL has not made the course progress policy available to the student. 
 
AICL will provide the student with a written outcome of their appeal in the form of a signed interview form or a 
formal letter outlining the details and reasons for the outcome. 
 
Students also have the right to maintain ongoing enrolment while the appeals process is active. 
�
� � � � � �Right to withdraw or not access appeals process  

Where a student has chosen not to access the AICL Complaints and Appeals processes within the 20 working 
days, withdraws from the process, or the process is completed and results in a decision supporting AICL's 
decision to report the student, AICL will notify the Secretary of DEEWR through PRISMS as soon as 
practicable.  

� � " � " �Reporting student to DIAC 
AICL will notify the Secretary of the Department of Education, Employment and Workplace Relations 
(DEEWR) through PRISMS if; 

·  The student did not lodge an application for appeal against the decision within allowed timeframe. 
·  The student made an appeal with unsuccessful outcome. 

� � � � � �Extension of Duration of Studies 
Some students who have successfully achieved academic progress as a result of intervention may require an 
extension to their duration if they cannot complete the course requirements as specified on the Confirmation 
of Enrolment as a result of; 

·  Compassionate or compelling circumstances (such as illness where medical certificates state that the 
student was unable to attend classes or where the registered provider was unable to offer a pre-
requisite unit) 
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·  AICL implementing it's intervention strategy for students were not able to met satisfactory course 
progress 

·  An approved deferment or suspension of study has been granted under National Code Standard 13. 

Where the intervention strategy has resulted in a variation in the student's enrolment load, which may affect 
the student's expected duration of study in accordance with National Code Standard 9.2, AICL is to record this 
variation and the reasons for it on the student file. AICL will report the student via PRISMS and/or issue a new 
COE when the student can only account for the variation by extending his/her expected duration of study. 
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� � � � � �The flow chart demonstrating the AICL Course Progress Policy and Procedure for “at risk 
students” 
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� � � � �Holidays 
Holidays are timetabled into your course. For holiday dates, the current Principal Dates should be consulted. 
 
The college is closed on all NSW & Federal Government public holidays. 
 
Students are not permitted to have additional holidays unless it is for compassionate reasons. 
 

� � � � �Leave 
Leave for students can only be granted on the grounds of serious illness or urgent family matters involving the 
immediate family (i.e. Mother or Father), provided that the student produces verifiable documents that support 
their case. 
 
All students going overseas are required to provide a copy of their airline ticket. 
 
Students applying for leave should be aware that DEST has the final say as to whether reasons for deferral 
are acceptable. DIAC may also cancel the visa where, for example, the student is granted leave to go home 
but does not leave Australia or does not return by the agreed date.    
 
To apply for leave a Special leave request form is to be completed (available from Student Services) and 
additional documentation is to be attached to the application form.   
 
Processing of the application takes three working days. 
 

� � 	 � �Sick Leave 
A student absent from class due to medical reasons MUST provide medical certificates from a registered 
medical practitioner.   
 
If you are sick for an extended period of time you must notify the college as soon as practicable to reduce the 
likelihood that their absence will be notified to DEST. 
 
In all cases where a student is absent without approval or seeks retrospective approval for an absence, AICL 
will record the student©s actual attendance. This applies to all absences even where medical certificates are 
provided. DEST will take into account any medical certificates when making a decision.  
 
The student must keep the original medical certificate(s) to provide to DEST when required. The college 
maintains copies of the certificates.  
 

� � 
 � �Cost of Living 
It is estimated that it costs around $12,000 Australian Dollars per year plus tuition fees and insurance to live in 
Australia. There is an additional living cost of 35% per year for a student©s spouse and a further 20% per year 
for one child and an additional 15% per year for any other children. 
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On a student visa you are permitted to work up to 20 hours per week. It should be noted that your working 
rights are intended to add to your income rather than be the main supporting factor. 
 
Students should be aware of the likely costs of staying in Australia and should understand that the financial 
capacity to meet such costs is the student©s responsibility. 

� � � � �Payment of Tuition Fees 
Students must be up-to-date with their tuition fee payments in order to be registered for a class.   
 
If a student has not paid their due fees they are deemed to be non-financial. 
 
Non-financial students carry the following penalties: 
Cannot be registered in a class 
Cannot receive attendance (and if they do attend a class, attendance is not given for days prior to receipt of 
outstanding fees) 
 
If a student knows that they will have a problem with payment, please consult Accounts officer in room 917.  
 

� � � � � �Disclosure of Information 
Information about students will not be provided to any other third party without the prior 
written/signed/acknowledged consent of the student with the exceptions of government departments such as 
DIAC, when the information will be provided with or without the consent of the student. 
 
Copies of any information shared with a third party are kept on the student©s file. 
 
 
Information about a student from the student 

·  Students will be given access to all information kept on their file based upon written or verbal 
(interview) request 

·  Email requests from students for documents cannot be processed. Students must write a formal 
letter with their signature on it and then the information/documents will be processed 

 
Information about a student from a third party 

·  Information requests about students form a third party will be denied unless there is written 
consent from the student. 

·  If a student is under 18 years old and the written request comes from their parent(s) with a 
signature that matches the parent(s) signature on the student file, the information will be 
processed. 

·  If a student is under 18 years old and the written request comes from their guardian(s) with a 
signature that matches the guardian(s) signature on the student file, the information will be 
processed. 

 
Information about students will not be provided to any other third party without the prior 
written/signed/acknowledged consent of the student with the exceptions of government departments such as 
DIAC, when the information will be provided with or without the consent of the student. 
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In all cases, conditions of the Privacy & Personal Protection Act 1998 will be followed and adhered to by both 
staff members and students at AICL. 
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2. General administrative matters 

 

2.1 Leave Application Procedure 
Leave application forms are available from Student Services, it is to be completed, supporting documentation 
attached and returned to student services. 
 
Three working days must be allowed for processing of the application and obtaining approval from Head of 
Studies.  
 
Students should check with student services officer to find out if the application was successful.  
 
If the application is NOT approved, you will be marked absent if you take leave. 
 

2.2 Change of Address or Contact Details 
Students must notify AICL of ANY change to their contact details within 7 days.  This is a DIAC requirement.   
 
When either Immigration or AICL issues you a letter that must be addressed within a certain number of days, 
if you have not provided the correct address you would not be able to reply and your visa may be cancelled by 
Immigration. 
 
NOTE:  New students are required to provide their Australian address on Orientation Day.  If you do not know 
your address yet, ensure that you inform the Administration Department as soon as you can. 
 

2.3 Visa Expiry/Extending your Student Visa 
If you need to extend your student visa, you will need to apply for the extension at the DIAC office.  You will 
require the Form 157A (available from Student Services), your attendance record, transcript and a bank 
statement to show that you can support yourself, a reason for extending, the processing fee, a Confirmation of 
Enrolment if you are enrolling in a new course.  Other documentation may also be required. 
 
Please consult our marketing team to find out how to apply or you can also obtain information from 
Immigration©s website at http://www.immi.gov.au/study 
 

2.4 Student Card 
In order to obtain a student card, you need to see Technical Support Person, Dexter who is available in Room 
819.  Dexter will take photo for Student ID and your ID will then be issued within a week. 
 
The student card can be used as a concession card at museums, theatres, cinemas etc. You can also use 
your ID card for printing and photocopying in the college. You need to see Student Service to put money in 
your ID card so that you can use for printing and photocopying. Please note the money once you put on your 
card is not refundable, however you can use it anytime to print or copy the documents. 
 
If you do loose your student card or ask for replacement due to change of course you do need to pay $10. 
 
They are not valid on public transport in Sydney, as international students must pay adult fares. 
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2.5 Medibank Card (Overseas Student Health Cover) 
Student visa holders are required to obtain Overseas Student Health Cover to cover your stay in Australia as 
a student.  In most cases this has been paid for with the enrolment fees. 
 
OSHC membership card is delivered to Student Services after 3 ± 4 weeks student commencement of course. 
See Student Services to inquire about your card's availability. 
 
For queries, the closest Medibank Private office is located at: 

World Tower, George Street, Lower Ground Level 
Sydney NSW 2000 

Hotline: 132331 
 

2.6 Student Mail 
If you wish to get your mail delivered to the school, student©s mail is kept in a tray near the Student Services 
desk.  Students are responsible for collecting their mail ± it will not be delivered to students, and is disposed of 
after a period of time. 
 

2.7 Termination 
Students wishing to terminate their course earlier than the date stated in their electronic Confirmation of 
Enrolment MUST complete a termination form and attend an interview with the Head of Studies.  
 
Additional information (such as an airline ticket, a new COE) is required to be attached to the termination 
form. 
 
If you do not tell us that you have terminated, and as a result of terminating you do not come to class, you will 
be reported to DIAC. 
Students wishing to terminate should note that there are visa conditions that may prevent a student from 
terminating their course. 
 

2.8 Extending Your Course 
Students wishing to extend their course must inform the Administration Department. 
 
Student visa holders will be issued with a new electronic Confirmation of Enrolment.  This can be used to 
extend their student visa with DIAC (note that there is a fee associated with changing a student visa) 
 
If you do not inform AICL, you will not be permitted to enter class and your name will appear on class roll. 
 

2.9 Student Request Form 
In order to obtain the following documentation: 
·  Official certificate 
·  Official transcript 
·  Attendance letter 
·  Reference letter 
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·  Leave approval  
·  Completion letter 
·  Other letters  
A completed Student Request form is required by Student Services.  This is available at the Student Services 
desk.  
 
Please note that Fees may apply for the documents requested. Details are available from Student Services.  
 
The processing of student request takes 3 working days for current students and about 2 weeks for those 
about to complete the course.  

2.10 Campus rules 
 
The following are not permitted on campus: 
·  Alcohol 
·  Chewing Gum 
·  Drugs 
·  Firearms and Knives 
·  Smoking 
 
The following are not permitted in the classroom: 
·  Food and Drink 
·  Using Mobile Phones 
 
As there are a diverse group of people that make up the student body all students and staff are asked to be 
aware of the following: 
·  Speak English at all times 
·  Respect others 
·  Be aware of other cultures 
·  Be respectful of other people's personal space 
·  Please use deodorant 
·  Wash your hands after using the toilet 
·  Do not leave valuables unattended 
 

2.11 Classroom Policy 
In the classrooms and in the computer labs, please adhere to the following: 
·  Turn off your mobile phone switched 
·  Do not write on the classroom desks 
·  Do not consume food or drink in the classrooms 
·  Do not chew gum in the classroom 
·  Smoking is not permitted anywhere on campus (including the lifts, stairwells, canteen and coyer) 
 
In order to maximise your learning and the learning of others in the classroom, it is important that you: 
·  Participate in the lessons and group activities. 
·  Speak English at all times. 
·  Respect the culture of other nationalities. 
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·  Always respect AICL staff. 
·  Follow the trainer's instructions. 
·  Leave the classroom tidy. 
 

2.12 Attendance List Policy 
The Student Attendance list is a record of attendance for each student in College care. The document is 
important for the following reasons: 
·  It is a record of student attendance 
·  It is legal proof of attendance for DEEWR  
·  It may be used in some cases to assist with the grading of student marks 
·  It may be used in the preparation of statements for use in court 
 
Student attendance is taken during each class and it is outlined in the appendices for each of the colleges 
within AICL. 
 
Students are not permitted to update the attendance list; students who have been found to have fraudulently 
updated the attendance list may have disciplinary action taken, up to and including expulsion from the college. 
 

2.13 Student Absence for more than 5 Days 
If a student has been absent for more than 5 days the following process is to be followed: 
·  Head of Studies/Coordinator is made aware that a student has been absent for more than 5 days in the 

following ways: 
- Lecturer reports directly to the Head of Studies/Coordinator 
- Administration automatically prints off a warning letter for the Head of Studies/Coordinator 

when they enter the attendance and the student has 0% attendance for the week 
·  An attendance-warning letter is sent to the student to request an interview with the Head of 

Studies/Coordinator as soon as possible. 
·  Head of Studies/Coordinator may also call the student if there is no response to the letter 
·  If there is still no response, the Head of Studies/Coordinator will send out a second warning letter 
·  If there is still no response, the student's agent will be contacted to assist with getting the student to meet 

the Head of Studies/Coordinator 
·  If the student does not respond or commence within 14 days, they will be reported on PRISM for 

cessation of studies. 
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3. Grievance Procedures 
In the event of a student having a discussion with the Head of Studies, they are entitled to have a personal 
representative present at any stage during the grievance procedure. 
 
Please note Students status will still be active and can still attend all classes during the complaints process. 
There is no cost involved in this process. However, if student seek for external agencies to be involved, 
student may have to pay fee for that. 
 
All consultations with students are considered to be confidential and details will only be divulged to persons 
immediately involved in the problem. 
 
A student interview form will be completed for any consultation; both the staff member and the student will 
sign the form.  The original form will be placed in the student file and a copy will be given to the student. In 
straightforward cases, the co-signed Student Interview Form is used as written evidence of the outcome of the 
grievance including the reasons. However in more complex cases, the student will be provided with a written 
statement of the outcome including the details of the reason for that outcome within 10 working days. 
 
If a student is not happy with the outcome they may contact the relevant governing body (please refer 
Appendix for a list of the governing bodies and their contact details) ACPET, VETAB or other private dispute 
resolution companies can be contacted in the form of a written grievance and sent to their offices for action. 
Once the independent body has received the written grievance, their internal grievance procedures will be 
enacted. Both the student and AICL will have an opportunity to provide input into the grievance to find an 
appropriate solution. 
 
Students participating in AICL internal complaint procedures do not forego their right to complain to an 
independent body at a later time, should they be dissatisfied with the outcome of the internal procedure. 

3.1 Class or Educational Problems 
The following outlines the procedure if a student is having problems in the classroom. 
 
1. Consult your Trainer first 

a. Your trainer is closer to the problem and may have be better understanding of the issue and how 
it can be resolved. 

2. If your problem is not resolved, make an appointment to consult the Head of Studies. 
a. The Head of Studies will take down the details on a student interview form 
b. Subsequent interviews may occur with the student, the trainer and/or other parties involved 
c. The parties involved may be asked to sign the student interview form and copies may be given to 

all parties involved 
3. If there is still a problem, make an appointment to consult the Academic Director 

a. The Academic Director will take down the details of the consultation on a student interview form 
b. The parties involved may be asked to sign the student interview form and copies may be given to 

all parties involved 
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3.2 Financial Problems 
If a student is having difficulty in meeting their financial duties to AICL they should see someone in the 
Accounts department.  An appointment can be made with student services to consult an Accounts officer in 
Accounts Department 
 

3.3 Personal and / or Welfare Problems 
If a student is having difficulty with their personal lives they can discuss their problems with the Head of 
Studies or the Academic Director. 
 
If a student prefers to consult an external counsellor, we can refer you to one (please be aware that the 
external counsellor may charge a fee for this service) 
 

3.4 Immigration/Visa Issues 
If a student has a question or issue about their Visa they may make an appointment to consult Marketing 
Team if you have a visa problem or enquiry. 
 
Please note that AICL is not a registered Immigration consultant and is not permitted to provide information to 
student wishing to immigrate. 
 

3.5 Complaints 
Students who wish to lodge a complaint on any matter can do so in writing to the Head of Studies. 
 
The Head of Studies will interview the student to assess the nature and validity of their case. The complaint 
will then be discussed with relevant staff members and other individuals cited in the letter of complaint. The 
student will then be provided with a response to his/her compliant. 
 
Students are entitled to have a personal representative present at any stage during the complaint procedure. 
 
Any student who victimizes another student or a staff member for lodging a complaint may be expelled or 
subject to some other form of disciplinary action.  
 
Finally, students have the right to bring any grievance to the attention of government fair trading department, if 
the above channels cannot resolve the issue. 
 
Important Note:  

·  AICL students may invite a friend/representative to be with them at any stage of the grievance 
resolution procedure. However, the friend/representative can only be present with the permission of 
the AICL student going through the stages of grievance resolution. 

·  Each complainant or appellant has an opportunity to formally present his/her case at minimal or no 
cost to him/herself. 

·  The process commences within 10 working days of lodgement and finalised as soon as practicable. 

3.6 Agencies 
In Australia, all registered colleges and training organisations offering accredited courses must gain approval 
from relevant government bodies. These government bodies have the responsibility to ensure that colleges 
provide their students with quality education. College staff and students can contact these government bodies 
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on matters relating to the operations and standards of delivery at AICL. The contact details are in the charts 
below: 

 
English Language Students: 
Governing Body NEAS Australia 
Address Suite 1.01 231 Miller St. North Sydney NSW 2060 
Phone Number 02 9954 6077 
Fax Number 02 9954 6153 
Email neas@bigpond.com  
Website www.neas-accred.com  
What They Do Establish and uphold high standards of service provision in English 

Language Teaching in Australia. 
 

Vocational Education & Training Students: 
 
Governing Body VETAB 
Address Level 14, 1 Oxford St. Darlinghurst NSW 2010 
Phone Number 02 9244 5335 
Fax Number 02 9244 5344 
Email vetab@det.nsw.edu.au  
Website www.vetab.nsw.gov.au 
What They Do Foster vocational education & training of high quality and the widest 

possible community access, through a commitment to excellence, integrity 
& partnership. 

 
All students: External Complaints and Appeals Body 
 
Body ACPET 
Address Box Q1076, QVB PO NSW 1230 
Phone Number 02 9299 4555 
Fax Number 02 9299 4221 
Email acpet@acpet.edu.au  
Website www.acpet.edu.au  
What They Do Work with government, education & training providers, industry & 

community organisations to ensure that vocational, higher education & 
training services provide choice and diversity & well-targeted, appropriately 
delivered, high quality courses. 
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4 Students Rights and Responsibilities 
When you sign and date your enrolment form you agree to abide by the rules and regulations set down by 
AICL. 
As a student you have a right to: 
Learn in a safe, supportive environment without harassment or discrimination. 
Be informed of all assessment procedures as well as results from those assessments. 
Lodge a complaint without being victimized. 
 
As a student you also have a responsibility to: 
Treat other students and AICL staff with respect and fairness. 
Obey reasonable directions from trainers and staff. 
Only smoke in a designated smoking area. 
Be honest in your assessment events. 
Follow safe working practices, including wearing footwear and using safety equipment where necessary. 
Not to behave in a way that could threaten, offend or embarrass others. 

4.1 Discrimination and Harassment 
AICL is committed to delivery of training in a non-discriminatory and equitable learning environment.  
 
AICL will not tolerate any form of unlawful discrimination or sexual harassment by any staff member or 
student. 
 
Sexual harassment is a form of discrimination and constitutes any unwelcome behaviour of a sexual nature, 
which humiliates, intimidates or offends another person. 
 
Some instances of sexual harassment are more obvious than others. The best policy is to always be cautious 
and be sensitive to the perceptions of others.  Behaviour that some people find amusing, may offend others. 
 
Some examples of sexual harassment (the following list is by no means exhaustive) are: 
·  Persistently asking somebody out, even though they have declined 
·  Intrusive questioning about a person's private life 
·  Sending emails containing sexist or racist jokes 
·  Displaying pornography 
·  Deliberately brushing up against or touching somebody 
 
Students wishing to lodge a complaint regarding discrimination or harassment should contact the head of 
Studies immediately. 
 
If a complaint of discrimination and/or sexual harassment is made it will be investigated promptly, impartially, 
confidentially and thoroughly. 
 
If a student infringes the discrimination and harassment policy and it is substantiated by the Head of Studies, 
AICL may apply one or more of the following as applicable, depending on the severity of the case: 
·  Give the offending student involved a first and final written warning 
·  Require the offending student to make a written and/or verbal apology (in public or in private) 
·  Require the offending student to undergo counselling 
·  Expel the offending student  
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·  Other disciplinary action may also be taken. 
 
Students should note that AICL might forward harassment complaints of sexual nature to a State or Federal 
Anti-discrimination agency. In very serious cases, criminal charges may be laid. 
 
Students participating in AICL internal complaint procedures do not forego their right to complain to a State or 
Federal Anti-discrimination agency at a later time, should they be dissatisfied with the outcome of the internal 
procedure. 
 
All students should note that if AICL becomes aware of any discriminatory behaviour or harassment, it may of 
its own initiative take disciplinary action against the student involved even though a complaint has not been 
made regarding the students conduct. 
AICL agrees to abide by the Antidiscrimination Act 1977 to protect all AICL staff and students from any form of 
discrimination, harassment or bullying. 
 

5 Emergency Evacuation Procedures 
 
During the event of an emergency that requires the evacuation of the campus, all students should follow the 
instruction of their trainer and the fire safety warden. 
 
Once students have evacuated the building they should meet at Bijou Lane so that the class rolls can be 
checked to ensure that all students have left the building.  Only after the rolls have been checked can 
students be dismissed. 
 
Emergency exits are signposted and there are diagrams located in classrooms, hallways and other areas that 
indicate the appropriate exit to use and the meeting place.  These procedures may be updated from time to 
time. 
 
AICL agrees to abide by the Occupational Health and Safety Act 2000 to protect the health, safety and 
welfare of staff and students through the provision of safe learning environments and equipment. 
 
Please see Evacuation map and street map shown below. 
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5.1 Emergency Procedures: 
 

1. When alarm is raised, gather your things and get ready to evacuate. 
 

2. Wait for the signal by the floor warden (with red or yellow hardhats) to evacuate. 
3. When signal is given, follow your teachers to assembly area using the Fire stairs shown in green.  
4. Wait in the assembly area for further instructions.  Do NOT leave the assembly area until told to do 

so. 
5. A rollcall may be done to account for everyone.  
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6 Copyright 
AICL is committed to compliance with the Copyright Act 1968 and discourage practices undermining the Act. 
 
Restrictions applicable under the Copyright Act 1968 include the amount of photocopying of copyrighted 
material that is restricted to 10% or one chapter, which ever is the lesser.  
 
Copyright owners are entitled to take legal action against any individual who infringes copyright. Unless 
otherwise permitted by the Copyright Act 1968, it is an infringement to copy the work of another author. 
 

7 Lab Policies and Procedures 
All students and staff will treat the AICL computing environment with responsibility and respect. Australian 
Institute of Commerce and Language is committed to legal norms in the area of software usage; software and 
commercial documentation cannot be copied, as it will violate AICL policy and Federal copyright statutes.  
 

7.1 Code of Conduct - Computer Lab  
In order for a student to use the computers in the computer labs they are required to obtain a user name and 
password from the Computer Technician. 
 
Students are required to have their Student ID each time they enter the computer labs. Not having a current 
and valid AICL student ID may result in access to the computer labs being denied.  
 
The Computer Technician/Staff has the authority to ask for your student ID even while you are working on a 
computer. 
 
Smoking, drinking or eating is not permitted in any of the computing labs. Food or drinks are not permitted in 
the computer labs.  Students and instructors cannot bring food and/or drinks into the labs.  
 
Residue from food and drink can affect the working condition of the keyboard/mouse components and creates 
an undesirable working environment.  
 
All students must be considerate of other users. Privacy and concentration are important in the computer labs. 
If you need to talk to somebody, please do so in a way that does not disturb other lab users. 
 
The Computer Technician is not permitted to debug a students program, interpret class assignments, or help 
with homework. The Computer Technician is there to help with using the technology so that you may 
complete your work. 
 
The computing labs are an academic resource. The following is not permitted in the computer labs: 
Games 
Internet chat 
 
It is the responsibility of the student to take care of their belongings left in the computer labs. Please make 
sure you take your diskettes with you when you leave. If a diskette becomes stuck or jammed in any drive, it 
will be removed. Data recovery may be attempted for the convenience of the user. 
Changes to the hard drive configurations of the computers are not permitted. 
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You are not allowed to copy or install applications to the computer hard drive.  
 
Academic documents may be temporarily saved to the "C:\My Documents" directory or if necessary space 
allocated by trainer of that subject in consultation with Computer Technician and Head of studies 
 
Software that is downloaded from the Internet is not to be installed on any lab computer for any purpose. 
 
Students are responsible to ensure that their work is appropriately backed up. 
 
Attempting to damage or destroy information on the computers will not be tolerated.  
 
You are expected to leave your computer workstation in the same condition as you found it. This includes 
putting chairs back in place and logging off the computer when they leave the room. 
 
Sexual Harassment of any type will not be tolerated. Examples of sexual harassment may include, but are not 
limited to: displaying rude or offensive sites, verbal harassment or abuse etc. 
 
You are responsible for reading and abiding by all signs posted in the labs. 
 
The computer labs are operated in conjunction with the Commerce College. For example, an academic unit 
may provide course-specific assistance on specialized software applications.  
 
Hardware and software is installed and maintained by the AICL Technical Support.  
 
The door of each lab posts lab operating hours, reservations and general usage times. 
 
The computer labs are open from 8:00am to 8:30pm, Monday to Friday, on the days that the campus is open. 
AICL technical Support may close labs without notice in cases where the lab requires emergency repairs.  
 
On scheduled maintenance times, notices would be posted ahead of closure whenever possible. 
Please consult student service officer at front desk if the lab is not open.  
 

7.2 Code of Conduct - Computing  
Users of computing and networking resources are expected to conduct themselves in a manner that does not 
abuse or interfere with individual or institutional activities. Theft or other abuse of computer time and/or 
network services includes but is not limited to:  

·  Use of another person©s identification and password.  
·  Unauthorised entry into a file to use, read, or changes its contents.  
·  Unauthorised transfer of a file.  
·  Use of computing facilities to interfere with the work of another student or staff.  
·  Use of computing facilities to send obscene or abusive messages or messages that contain profanity.  
·  Use of computing facilities to interfere with normal operations of AICL computing systems.  
·  Use of libellous of slanderous language (defaming another person©s character or reputation)  

 
These disciplinary actions may be taken against violators: 

·  Temporary suspension of computing privileges and violation documented in student©s records. 
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·  Permanent removal of computing privileges and violation documented in student©s records. 
·  AICL suspension, which includes the termination of enrolment for a specified period of time. 
·  AICL expulsion, which includes the termination of enrolment for an indefinite period of time.  

 

7.3 Problem Reporting 
For serious, immediate problems with the computer lab systems, contact Computer Technician. 
 

7.4 Security  
All security concerns should be reported immediately to AICL Managers.  
AICL Technical Support monitors the labs on a random basis. 
 

7.5 Network Authentication 
If your course, workshop, or seminar requires the use of Internet programs such Internet Explorer the 
instructor and all students must authenticate using a valid User ID and password before they will be allowed to 
use any of these programs.  
 
These IDs will be issued only for the duration of a student's course and will be disabled when the students are 
non-financial.  
 
Please consult Technical Support & Accounts department in order to ensure that your login and password are 
working.  
 

7.6 Lab Software 
Each of the computer labs has the following software installed on each computer as a minimum: 

·  MS Office for word processing, spreadsheets, presentations, database applications  
·  Internet Explorer  
·  Compression and de-compression software 
·  Adobe Acrobat Reader 
·  Antivirus software 

 
In addition to the above software, the Multimedia computer lab also has the following software installed: 

·  Dreamweaver 
·  Flash 
·  Fireworks 
·  Photoshop 
·  Illustrator 
·  Sound editing software 
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8 Terms and Conditions of Enrolment  
 
Visa requirement 
Students must pass 65% of the subject they have studied in each term. Academic performance is calculated 
per term. 
 
Expulsion 
The Institute reserves the right to expel students for any serious breaches of discipline. 
 
Accommodation 
The minimum period of accommodation is four weeks and all accommodation fees must be paid for in 
advance. The Institute arranges the accommodation but must have a minimum of four weeks notice in 
advance. A cancellation fee will apply where home stay is cancelled. Refer to AICL©s Home stay Application 
Form for further details. 
 
Contact Details 
You must notify AICL of any change to your contact details within seven days according to Immigration 
requirements. Any personal details provided to AICL may be made available to Commonwealth and State 
Agencies as per the ESOS Act 2000 and the National Code of Conduct. 
 
 
Enrolment and Tuition Fees 
Payment of your tuition fees will not be accepted unless a signed enrolment form accompanies it. 
 
  

8.1 Cancellation and Refund Policy 
 

·  All applications for refunds must be made in writing to the Accounts Manager. 
·  Refunds will be provided in accordance with ESOS ACT 2000  
·  Within 14 days, if AICL is unable to run an advertised course due to provider defaulting, students can 

transfer to another AICL course or receive 100% refund.      
·  Within 28 days after receiving a written claim from the student  
·  Tuition fees, OSHC, and Material fee will be refunded in full if visa application is rejected provided that 

all documents from DIAC or Australian Embassy are supplied. Administration fee of A$250 applies 
upon refund application.  

·  The course starts on the agreed starting day but the student does not start the course on that day, 
50% of tuition fees and 70% of material fees will be refunded.  

·  No refund on tuition fees and material fees will be made to students who cancel the course after it has 
commenced. This includes students enrolled in a package course.  

·  Enrolment fee, airport pickup and accommodation placement fees are not refundable under any 
circumstances.  

·  Non-student visa tuition fees are strictly NON REFUNDABLE nor transferable under any 
circumstances.  

·  AICL will not authorize tuition fee transfer to any other institution or to other students. 
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·  This agreement and the availability of complaints and appeals processes, does not remove the right 
of the student to take action under Australia's consumer protection laws 

·  AICL's dispute resolution processes do not circumscribe the student's right to pursue other legal 
remedies. 

 

8.2 Course Requirements and Payment Policies 

·  Prospective students must achieve 5.5 IELTS or equivalent to commence the principal course. Those 
who have not reached this level must study in AICL's General English Program until they are deemed 
proficient by the ELICOS Director of Studies to commence the principal course. 

·  Change of course incurs a $100 administration fee, except for ELICOS courses.  
·  Student enrolled in a packaged course (General English plus principal course) 
·  Must complete the minimum of 6 months in the principal course. No refund will be given in the event 

of cancellation of the principal course. 
·  Can have 65% of their unused English tuition fee transferred to the principal course in the event of 

early completion.  
·  If a student has nominated an agent, AICL will honour the agent until the completion of the enrolled 

course.  
·  Tuition fees are payable for 6 months period in advance except for Certificate II and ELICOS courses 

and where applicable.  
·  Student's enrolment can be cancelled due to unsatisfactory course progress, non-attendance or 

misbehaviour.  
·  For more detailed enrolment and payment policies, please refer to AICL website. 

9 Registration  

9.1 Registration details  
You must register for classes every term by ticking the subject code of your choice on the registration sheet.  
 
If you have outstanding fees, bad attendance or are registering late, you will not be registered and be able to 
put on a class roll until you have resolved your problem. 
 
Please see the following departments to discuss your problem; 

Non-financial students Accounts Department 
Students with Low attendance Head of Studies- TAFE 
Late registering students Head of Studies- VET 
Change of address Student Services Officer/Reception 
Re assessment/Missed Unit/NYC  Head of Studies- VET 

 
When fees are paid, attendance issues have been discussed and/or you are registered after being late, you 
will be added to the class roll only if there is room. 
 
In order to be added to the roll and allowed in class, an internal Confirmation of Enrolment document must be 
obtained from student services. This is to be taken to the trainer of the class to be added to the class roll and 
attendance taken. 
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No attendance prior to the day the internal Confirmation of Enrolment is handed to the trainer will be given.  
The student is deemed to be absent for any days prior to handing over the internal Confirmation of Enrolment 
to the trainer. 
 
When you register late the teacher will help you as much as possible, but if you cannot catch-up you may fail 
the subject and have to do it again in which case you will pay to repeat the subject or may be even reported to 
DIAC for unsatisfactory course progress. 
 

9.2 Registration Dates 
Check for updates on the College notice board to see what times and dates for registration before the start of 
the new term. 
 

9.3 Late registrations 
Students who register late will be marked absent on each day for non-attending up to the day they register.   
 
There will be no registration after the first week of a study block. 
 

9.4 Change of Program/Session  
No change of program is permitted once student is enrolled in a particular session 
(Morning/Afternoon/Evening).   Change of session application incurs a $100 administration fee. 
 

9.5 Transferring to another provider  
 
All students are required to complete 6 months of their principle course with AICL. The only exceptions to 
students gaining a release letter before fully completing the six months of their principle course are as follows: 
 

·  AICL has ceased to be registered or the principle course in which a student has been enrolled has 
ceased to be provided 

·  AICL decides to provide a written letter of release. Students may apply for a release letter, however, 
release will not be automatically granted and must comply with grounds that are consistent with the 
National Code of Practice and ESOS Act. 

·  If AICL has had a sanction imposed on registration by a relevant Federal or State Government 
authority that prevents AICL students from continuing their principle course 

·  Any government sponsor of a student considers the change to be in the best interest of the student 
and has provided written support of that change. 

·  Students may refer to the AICL International Student Transfer Between Registered Providers Policy 
and Procedure on the AICL website for more information. 

 

9.6 Process for Transferring to another provider  
 
Students applying to transfer to another provider must use the following process: 

·  The student must go to reception to fill in the Termination Request Form 
·  On the Termination Request Form, students must complete all sections in particular the reason and 

circumstances for the transfer to another provider with documentary evidence 



� � � � � � � � 	 
 � � � � 
 � 	 � � � � �

� � � � � � � � 	 
 � � � � 
 � 	 � � � � � � � 
 � � � � � � � � � � � � 	 � � � � 
 � 
 � ! � � � � � � � � �

·  Students who have NOT completed six months of their principle course MUST NOT provide a 
Confirmation of Enrolment from another provider as evidence. Students who pay tuition fees to 
another provider in the first six months of their principle course without requesting termination from 
AICL first breaches section 7.1 of the National Code. Students who have already completed six 
months of their principle course MUST provide a Confirmation of Enrolment from another provider as 
part of their evidence to transfer to another provider. 

·  The student must then make an appointment to meet with the Head of Studies to discuss the transfer 
request 

·  The Head of Studies will discuss the circumstances that constitute reasonable grounds for refusal or 
acceptance of the student's request including when a transfer may be considered detrimental to the 
student. 

·  A reasonable timeframe will be provided for assessing and replying to the student transfer request 
taking into account regard for the restricted period. 

·  In straightforward requests, students will be provided with an immediate signature from the Head of 
Studies during the interview either accepting or rejecting the transfer and termination letter request. 

·  In cases where other evidence needs to be provided and considered, all requirements will be noted 
on a Student Interview Form and signed by both the Head of Studies and student with required future 
actions. 

·  In all cases, students who have not had their termination request approved may access AICL's 
Grievance Policy and Procedure 

·  Students may refer to the AICL International Student Transfer Between Registered Providers Policy 
and Procedure on the AICL website for more information. 

 

9.7 Granting a Letter of release  
 
AICL must grant a Letter of Release where a student has: 
 

·  Provided a Letter from another registered provider confirming that a valid offer has been made 
·  Students under 18 show evidence that 

- The registered provider has written confirmation that the student's parents or legal guardian 
supports the transfer 

- Where the student is not being cared for in Australia by a parent or suitable nominated 
relative, the valid enrolment offer also confirms that the registered provider will accept that 
responsibility for approving the student's accommodation, support and general welfare 
arrangements as per Standard 5 of the National Code. 

·  Students may refer to the AICL International Student Transfer Between Registered Providers Policy 
and Procedure on the AICL website for more information. 
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Assessment  

9.8 Assessment Guidelines 
The role of the Assessment Guidelines is to provide the principles and guidance to ensure that assessment is 
fair, valid, consistent and to industry standard. 
 

9.9 Assessment Procedures 
The Training Package User Guides provide guidance on the design of assessment materials and advise that 
close attention be paid to the performance criteria, range statements and evidence guides. 
 
Assessors use methods that enable the gathering of valid, sufficient, accurate, consistent, current and 
authentic evidence for assessment decisions. The process must also be valid, reliable, flexible, fair and cost-
effective, the basic criteria for ensuring the effectiveness of assessment for the industry. 
 
Valid 
The assessment actually assesses what it claims to assess, integrating knowledge and skills with their 
practical application. 
 
Reliable 
The assessment process must be able to produce consistent results, no matter who does the assessment or 
when the assessment is done. 
 
Flexible 
The assessment should be able to be conducted in a variety of situations.  It should allow for diversity in how, 
where and when competencies have been acquired. 
 
Fair 
The method chosen must not disadvantage any person, with reasonable adjustments made to assessment 
procedures for people with special needs.  Assessment tasks should be determined with the participation of 
the persons being assessed. 
 

9.10 Competency Based Training 
 

·  Competency-based training (CBT) 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. 

·  Competency-based training programs are comprised of units broken into segments called elements 
and  their performance criteria, which are based on standards set by industry, and assessment is 
designed to ensure each student has achieved all the outcomes (skills and knowledge) required by 
each unit. 

·  Ideally, progress within a competency-based training program is not based on time. As soon as 
students have achieved or demonstrated the outcomes required in a unit, they can move to the next 
unit. 

·  Competency means being capable of completing tasks to industry or workplace standards. The 
trainee being assessed will be required to provide evidence that they can use the acquired knowledge 
and skills to meet identified standards or criteria as evidenced in their performance of trained tasks. 
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9.11 Continuous Assessment 
Within a competency based training environment the focus is on continuous assessment as opposed to 
concentrating the assessment to a minimum number of major assessment tasks (unless the subject 
specifically requires this form of concentrated assessment). Assessment tasks may be selected from a wide 
range of techniques and applied at regular intervals throughout the training period. 
 

9.12 Integrative Assessment Techniques 
It is recommended that learning outcomes/competency units be assessed in an integrative or collaborative 
manner with 1 task assessing a number of learning outcomes/competency units at 1 time. 
 

9.13 Flexible Assessment Strategies 
Students are assessed using varying number of assessment tasks per subject. These tasks should be flexible 
incorporating a number of strategies that assess learning outcomes or competencies in an integrative manner.  
 
Assessment strategies that can be used include: case studies, essay, group assessment, group discussions, 
integrated activities, journals, multiple choice, observations, role play, simulations, oral presentations, 
portfolios, practical displays, reports etc. 
 

9.14 Learning Needs Analysis 
 
It is imperative that the learning needs of trainees be assessed at the start of any training session. In this way 
the trainer can pitch the training at a level that is suitable to the trainees and avoid either wasting time on 
concepts/practices that are understood or omitting information that is needed. 
 
This assessment may be both formal and informal and involve any of the techniques listed below. 

9.15 Assessment Techniques 
Learning outcomes/competency units may be assessed separately or in an integrative manner. Assessment 
may include any of the following strategies:  

·  Oral presentation 
·  Simulations 
·  Role-play 
·  Written presentation 
·  Individual/group assignments 
·  Projects 
·  Formal exams 
·  Short answers 
·  Multiple choice 
·  Long answers 
·  Calculations 
·  Practical exercises 
·  Case studies 
·  Journals 
·  Observations 
·  Portfolios 
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·  Practical display 
·  On-line assessment 
·  Excursion reports 

 
Trainers must adopt a range of strategies that are suitable for the subject matter and the learning objectives 
as per the syllabus documents 

9.16 Learning Outcomes/Competency Units 
By the conclusion of the training session assessment strategies must have covered all of the listed learning 
outcomes/competency units. 
 
 
 

9.17 Assessment - Results/Grades  
Students in general are assessed in Vocational Education Training (VET) sector for each element of 
competency addressed as: 

C = Competent 
NYC = Not Yet Competent 

 
Another grading is used within the college to indicate academic achievement and as required by university 
standards. Grades are given on the basis of assignments results, test results, practical, attendance, 
participation and the absence of re-tests. 
 
The following grades apply: 
 

Grade  Grade Symbol  Competency  Value (%)  
FAIL  F NYC 0-50 
PASS  P C 51-64 
CREDIT  CR C 65-74 
DISTINCTION  D C 75-84 
HIGH DISTINCTION HD C 85-100 

 
All assessment tasks must be attempted for Students to be deemed competent 
 
Student assignments, projects, exams, and other assessable materials will be kept until the appeals (if any) 
and reassessment process is completed i.e. three weeks after the completion of a term.  After this time they 
may be collected from the Head of Studies (exam papers cannot be returned to students).  
 
Final results will be posted on the college student notice board.  Results will be show the following 
information: 

·  C (Competent) & NYC (Not yet Competent) 
·  F (Fail), P (Pass), Cr (Credit), D (Distinction), HD (High Distinction) 
·  The mark for the subject 

 
A student is unable to repeat a failed subject more than once. When a student does not meet satisfactory 
academic performance he/she will be reported to DIAC as soon as practicable after it occurs. Satisfactory 
academic performance is akin to being competent in at least 65% of the subjects enrolled and assessed. 
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Students who have received an "NYC"(not yet competent) in any subject should contact the Head of Studies 
to organise for another assessment as soon as possible. Further more students are not allowed to extend 
their course to complete subjects for which they have received an "NYC". All Subjects for which students have 
received NYC should be attempted and passed before the course end date. To apply to be reassessed for a 
subject for which a student has received "NYC", relevant form is available from Student Services and handed 
to the Head of Studies. For second reassessment, a charge of $100.00 may be applicable. 
 
 

9.18 Reassessment/Appeal for Subject grade  
 
Students are able to appeal the recording of an ©NYC© for any competency unit or learning outcome provided 
they had good attendance for that subject and had reasonable participation in all assessments. Students are 
responsible to follow up their failing grades. 
 
What are the criteria(s) for Appeal Against Assessment Grades? 
 
Students may appeal against an Assessment grade shown on their Assessment Notice under special criteria. 
 
Criterion I: Subject requirements and assessment procedures were not published /told or were changed 
without notification in the beginning of subject. 
 
Criterion 2: You claim that a mistake has been made in calculating the mark/grade for this subject.  An appeal 
under this criterion does NOT normally mean that a complete re-mark of a candidate©s paper will be made. It 
is a detailed check to ensure that no part of a student©s performance has been overlooked. 
 
Criterion 3: You have verifiable information regarding relevant and unavoidable circumstances, which directly 
and significantly affected your performance in a subject. As a consequence, you believe that the result does 
not fairly reflect your academic competence.  Note:    A student can repeat failed subject only once. 
Subsequent failure will result in breach of your VISA Condition (ESOS act 2000).  
 
Criterion4: Non-submission due to Illness or misadventure  
 
SECTION 40 OF THE NATIONAL CODE  
When an overseas student is required to take extra units to complete a course of study, and the remaining 
unites do not constitute a full-time load, this Code does not require the provider to enrol the student in full-time 
study. This paragraph applies to overseas student who are required to repeat units of study, however, the 
provider must not allow them to repeat any unit more than once.  
 

9.19 Procedure for Making an Appeal 
Students are required to follow the TWO STAGE procedure below: 
 
STAGE 1 
Step I: If you believe that the result awarded for a subject, as displayed on your end of Term Notice of 
Assessment, does not fairly reflect your competence in that subject then you should consider which Criterion 
may be used as a basis for an appeal. If a Criterion applies to your case, then you should compete the Appeal 
Against Assessment Grade form as to: 
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The facts, as you see them, related to your appeal. Ensure you clearly demonstrate how your case conforms 
to the Criterion     on which it is based. You may only make a Criterion 3 appeal if you can demonstrate that 
you satisfy the conditions as set out above.  Attach any relevant documents that support your case. 
 
Step 2: Take your completed form to the student coordinator /Lecturer as soon as possible and discuss the 
reasons for   your result. If you can reach an agreement with student coordinator / Assessor, i.e. the student 
coordinator /Assessor agrees to change your mark/grade or to set an alternative piece of assessment or you 
are satisfied with the outcome of the discussion then YOUR APPEAL IS COMPLETE. If not, you must 
complete Stage 2 in order to lodge an Appeal. 
 
STAGE 2 
Where the student coordinator /Assessor declines to take any action then you may formally lodge a STAGE 2 
Appeal.1 Step Only: Photocopy the entire Application for your records and LODGE THE ORIGINAL BY THE 
DUE DATE. Applications may be lodged at Head of studies office who would then contact you for your 
progress of your appeal. 
 
DUE DATE: Appeal against Term Results - lodge 2 weeks after the date of results displayed on Notice board.   
 
Notes for students 
All Re assessment /appeals against assessment grades MUST be made on the prescribed appeal FORM. 
 
The appeal must be based on one or more of the criterion for appeal listed overleaf. Tick the appropriate 
criterion on the appeal form. 
 
The procedure must be followed. Most appeals will be resolved at STAGE 1 by visiting the student 
coordinator, IF you unable to contact the coordinating examiner, then contact Head of studies that may be 
able to help you. 
 
Only where the student coordinator or nominee declines to take any action, or was not contactable, a formal 
STAGE 2 appeal may be lodged with Head of studies. 
 
Notes for student coordinator or Nominee  
If it appears that an error has been made in assessing a student©s result (i.e. clerical errors, omission of 
marks, misapplication of criteria, etc) it is not necessary for stage 2 appeals to proceed in order to change the 
result. Results can be amended by informing student service officer. 
 
The student©s appeal cannot be upheld (even though supported be a student coordinator or Nominee) if it 
does not clearly conform to one of the prescribed criteria.  
 
The appeal form should be completed by the student presenting all the reason on which the appeal is being 
based  
 

9.20 Assignments 
It is important that the standard of work and presentations be maintained at AICL 
To this end, all assessment tasks must be submitted on time.  
According to standard AICL policy  
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9.21 Standard Policy for Assignments    
All assessment tasks must be typed. 
 
All assessment tasks must include a standard AICL cover page. 
 
All assessment tasks must be submitted on A4 paper. 
 
All assessment tasks are submitted should be in hard copy format. 
 
Trainers have the prerogative to refuse acceptance of any assessment task that does not confirm to standard 
AICL policy. 
 
Students will have one week to resubmit an assessment task that has been refused due to substandard 
presentation. 
 
If refused assessment tasks are not resubmitted within the week an ©NYC© will be recorded. 
 

9.22 Assessment Results Recording 
Students will be assessed in terms of their competence with the assessment criteria used for each learning 
outcome/competency unit  
 
Assessment results must be recorded as either a ©C© - competent or ©NYC© - not yet competent for that learning 
outcome/ competency unit. Alongside relevant marks would be given too.  
 
Assessment recording is done on the standard AICL Assessment Recording Sheet. Assessment results must 
be recorded for each learning outcome/competency unit even if integrative assessment tasks are adopted. 
 

9.23 Competency in Subject 
Students must achieve a ©C© (competent) result for each learning outcome/competency unit to receive a ©C© for 
the subject. 
 

9.24 Assessment Monitoring 
All assessment techniques applied by lecturers must be monitored by the HEAD OF STUDIES for validity (is 
the assessment technique assessing what the trainer thinks is being assessed) and reliability (if the technique 
is applied to another similar group of students will similar results be obtained) 
 
This monitoring should be carried out at the start of each subject before the lecturer outlines the assessment 
strategy to the students or in trainers meetings  
 

9.25 Missed Assessment Tasks 
If a student misses an assessment task for any reason they must provide the college with an explanation. If 
the reason is ©sick© a medical certificate must be provided. For any other circumstances it remains the 
responsibility of the student to provide an explanation that the college finds acceptable. 
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If the student provides a sick certificate or an acceptable explanation alternative assessment arrangements 
will be made at the time the explanation is provided. 
 
If the student does not provide an acceptable explanation an ©NYC© will be recorded. The student does 
however maintain the right to appeal the ©NYC© at the conclusion of the subject. Fees may apply for the re- 
assessment. 
 

9.26 Re-assessment of Assignments 
The appeals process does not allow for the resubmission or late submission of assignments. Assignments 
may be re-marked by another assessor if the result is disputed and an agreement has not been reached by 
negotiation between the student and the lecturer/student coordinator or teacher who originally assessed the 
assignment. Fees may apply for the re- assessment. 
 
 

9.27 Plagiarism 
Assignment work must be substantially student own work and it is unacceptable to: 
Collaborate with fellow students to the extent that the work of the assignment is partitioned amongst group of 
students, assembled and presented by each participating student, effectively claiming it to be all his or her 
own work. This does not prohibit Student from discussing the nature and underlying theory of the assignment 
with other students or academic staff. However, ultimately the work a student submits must be substantially 
his/her own.  
 
Plagiarism is someone else©s solution to the assignment, either wholly or partially. Attempts to disguise such 
plagiarism by cosmetic changes will be detected and considered as plagiarism. In particular it is an offence to 
be in possession of someone else©s file or printout, with or without the permission of the owner of that file or 
printout. Students who permit others to have access to their assignment material is equally guilty of 
plagiarism. 
 
Where it is suspected that a student is cheating, the supervising lecturer will take note of the form the 
misconduct takes. If the cheating is by way of notes, the notes will be confiscated and the student will be 
asked to leave the exam room. The student will be advised that they have failed that component of the 
assessment.  
 
A letter will be sent to the student to formally notify them of the failure and that any further breaches will result 
in the student being expelled 
 
If the student attempts to use programmable organizers, etc. they will also be confiscated and the same 
procedure followed 
 
The Head of studies will be informed, if not already aware, and a zero (0) result will be made on the result 
sheet for that module for that student. 
 
Evidence confiscated or notes taken by supervisor will be kept on the student file. This is so that if any further 
instances occur, appropriate action can be taken. Where more than one instance of cheating is noted, the 
College reserves the right to expel the student. 
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9.28 Feedback on assessments 
AICL's assessment cover sheet includes the feedback section thorough which assessor provides feedback to 
the students on their assessment tasks.  Sample feedback section, which includes on each assessment, is 
given below. 
 
 
Feedback to Student  

 
STUDENT'S PERFORMANCE WAS 

SATISFACTORY ASSESSMENT DETAILS 
YES NO 

 �  �  
 �  �  
 �  �  
 �  �  
 
Feedback to student: 
 

 
 

 
 

____________________________________ 
          SUBJECT RESULT  

The student's overall performance is: 

����  COMPETENT 

 
 
����  NOT YET COMPETENT  
Please obtain an Assessment Appeals 
Form and consult with HOS for Re-
Assessment 

Student 
Signature  

 
______________________________          Date: ______________ 
 
STUDENT SIGNATURE 
�  The result of my performance in this unit has been discussed and explained to me. 
 

Assessor’s 
Signature  

 
ASSESSOR’S DECLARATION:  
I hereby certify that the above student has been assessed by myself and all assessments are 
carried out in accordance with AICL's Assessment Policy & Procedure. 
 
 
_____________________________          Date: ______________ 
ASSESSOR SIGNATURE 
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10 Learning Strategies  
A range of teaching /learning strategies is used to cater for the difference in learning styles, learning interests 
and needs of the students.  
 
The trainer ensures that learning is learner centred, using the skills and experience of individuals to focus 
issues relevant to their own experiences.  
 
Cross industry, cross organisational and cross cultural comparisons should also be encouraged with an 
emphasis on recent or current examples is drawn from the learner©s experience, case studies, journals, 
newspaper and media articles. 
 
Experiential activities that integrate theory with practice is used. 
 

10.1 Learning through Involvement  
Learning is best achieved when the student is involved with the task at hand in a communicative and 
supportive environment. The importance of involvement and dialogue in the learning process is further 
increased when the student body is international with English as a second language. 
 

10.2 Learner Focused 
The delivery is learner focused and learners are encouraged to provide scenarios from their own experiences 
where appropriate 
 

10.3 Learning through Communication 
Learning involves a significant component of dialogue and communication activities supplemented by board 
work, handouts and written exercises. Discussion through questions and answers with feedback time is 
provided for in lecturers.  
 

10.4 Group Work 
Group work as a learning strategy is very important. It will develop students' ability to properly communicate in 
the workplace.  The trainer's role is to provide assistance and guidance to groups  
 

10.5 Learning Strategies per Subject 
Trainers refer to the relevant syllabus document for the learning strategies as recommended for each 
subject/competency  
 

10.6 Our trainers use following teaching strategies 
 
Modified lecturers 
Student led presentations 
Involvement in simulations and case studies 
Role-play activities  
Discussions through debates 
Discussions through questions and answers 
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Student involvement in practical exercises, demonstrations and calculations 
On-line learning activities 
Excursions 
Games 
Audiovisual presentations 
Videos 
Guest Presenters 
Group activities 
Workshops 
Technical workshops 
Multimedia 
Pair work 
Journals 
Books and magazines 
 

11 Recognition of Prior Learning (RPL)   

11.1 Policy on Granting Exemptions - Important Legislation  
"If the RPL (Exemption) is granted before visa grant, the registered provider (AICL) must indicate the actual 
net course duration (as reduced by RPL) in the eCoE (Electronic Confirmation of Enrolment) issued for that 
student for that course".  
  
"If the RPL is granted after visa grant, the registered provider (AICL) must report the change of course 
duration...º  
 
"it is a condition of their (the student©s) visa that they be enrolled in full-time study. If they finish their course 
early, the student must either enrol in another CRICOS-registered course or depart Australia immediately 
unless ... given authorisation by DIAC.  
 
If an RPL "leads to a reduced study load, i.e. contact hours per week, the provider must not allow a student to 
study less than a full-time load..."  
"The minimum amount of full-time study shall be 20 contact hours per week...º 

11.2 What Is Recognition Of Prior Learning? 
Recognition of Prior Learning (RPL) as it is commonly called is a system designed to enable you to match 
your knowledge and skills against the learning outcomes of a module in a course of study or a set of 
measurable competency standards. If your prior learning shows you can achieve the learning outcomes of a 
module you may be assessed on that learning and given credit for that module in the course. 
 
Unlike the usual requirements for entry to a program of study, RPL takes into account not only the formal 
study you have completed, but also any relevant learning you have done through work, community 
involvement, home, formal training and life experience. 
 
The RPL process is designed to meet the needs of a diverse range of people and can be adapted to specific 
groups or individuals, it does not rely on the written word and is an interactive process between the applicant 
and the assessor. 
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11.3 Who Can Apply For RPL? 
Anyone wishing to undertake a whole course or individual modules can apply for RPL. In deciding whether 
you may be given credit for a module, the following will be considered: 

·  Is your prior learning relevant to the course?  
·  Is your knowledge and skill current? (Some fields of study change so rapidly that a skill achieved in 

the past may no longer be relevant or acceptable.)  
·  Is it transferable? A skill should be applicable to a number of settings and situations.  
·  Is it authentic? You have to provide evidence, or demonstrate, that you have the knowledge and skill.  
·  Is your knowledge and skill appropriate to the level of the module or course?  

 

11.4 When Can You Claim RPL?  
RPL is available at the beginning of a course. AICL recognizes equivalent statements of attainment and 
qualifications issued by other Registered Training Organizations (RTO©s) Australia wide. 
 
In addition, we also recognize overseas qualifications provided The National Office of Overseas Skills 
Recognition (AEI-NOOSR) could substantiate the qualifications  
 

11.5 How Do You Claim RPL?   
There are three stages in the RPL process - providing evidence, assessment of your claim and gaining credit, 
notification and post assessment guidelines   for the module. 
STAGE 1. PROVIDING EVIDENCE. 
  
Step 1. Gathering information about RPL. 
You are now beginning to gather information about the process as your initial inquiry. This kit outlines the 
basis of RPL but you will need to consult with Head of studies who is familiar with the details of the course in 
which you are interested. It is preferable that you identify those modules/units of competencies that you feel 
you possess previous learning in, and that you may be able to address the relevant learning outcomes.  
 
Step 2. Obtain Learning Outcomes of the modules you want to apply for RPL.  Once you have identified the 
modules in which you have prior learning, obtain the learning outcomes for that module from the Head of 
studies. 
 
Step3. Complete an RPL Application Form  
Match the module learning outcomes/unit of competency for which you are applying for RPL with your skills 
and knowledge on the application form. You must provide an authenticated transcript from the educational 
institution.  Overseas qualifications must be submitted to NOOSR to obtain an Australian equivalent degree; 
the overseas qualification must be certified and translated into English. 
 
Step4. Collect references and evidence. 
Make copies of these and have them certified by a Commissioner of Oaths/Justice of peace to include in your 
application form. 
 
Step5. Make an appointment with the Head of studies for assessment/consultation.  
 
Step 6. If you cannot provide the documentation, you may apply for an RPL test.  RPL tests are administered 
by the trainer of that subject and are designed to test a student©s competency in that subject.  
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STAGE 2. Assessment Of Your Claim  
Assessment of your claim for Recognition of Prior Learning is done by Head of studies of the College .If there 
are any queries, you may be asked in interview to clarify your evidence or to submit more information. 
 
Head of studies will examine your application form and all the evidence you have. He will then make an 
assessment as to whether or not you have shown that you have the knowledge and skills to match the 
Learning Outcomes of the modules you are applying for RPL for. He will then decide if you will be granted 
credit for those modules/subjects.  
 
STAGE 3.  Gaining Credit, Notification and Post Assessment Guidance. 
You will be notified of a decision about the success of your application for RPL during consultation with Head 
of studies where he discusses and records the consultation notes.  A copy of discussion notes would be 
provided to you where you verify and sign the minutes of meeting(s).    
 
If you are assessed as competent for the modules you have applied for RPL for, these results will be placed 
on your records entered into AICL©s database.  
 
Once you are granted RPL, you are exempted from attending that module/subject (but you must still attend 
other designated classes on your curriculum for 20 hours per week). 
 
Your course duration may also be shortened (eCOE), and DIAC is to be notified if you leave AICL early or any 
change in course duration.  A new eCOE is then issued 
 
You may wish to enrol in other subjects offered at AICL, as long as the total number of subjects you attempt 
does not exceed the number of subjects set for your course. 
 
Once RPL is granted it will show on the academic transcript as Exempt (E). 
 

11.6 Fees and Charges for RPL 

·  Application fee for RPL is $100  
·  On top of application fee, student is also required to pay $150 dollar for each term being exempted. 

For example if student is exempted for up to 2 terms (six months) then they need pay $300 dollar   
plus application fee $100. 

·  Head of Studies-TAFE program will determine how much student need to pay for RPL, which 
depends up on number of subjects been exempted. For example if student is exempted for 4 subjects 
in Diploma of Accounting, student need to pay $300 dollar for RPL plus  $100 application fee. 

·  If the student has completed any qualification from another provider and wants to study higher AQF 
level qualification at AICL, students need to pay $100 application fee only provided they present the 
Testamur and official final transcript obtained from other provider. 

 

11.7 What Evidence Should You Provide?  
In most cases you will be assessed for RPL on the basis of two types of evidence:  

·  A statement from your workplace supervisor or trainer  
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·  Documentary evidence you supply to support your application  
 
In addition you may be asked to attend an interview.  
Examples of each type of evidence are:  

·  Statement from your workplace supervisor or trainer - This provides evidence from someone who can 
vouch for your expertise and capabilities. 

·  Documentary evidence - This may consist of copies of previous qualifications, or examples of what 
you have produced, performance appraisals, training records, etc. The supporting documents should 
demonstrate how you have achieved the modules learning outcomes. 

 

12 Training Packages 
A Training Package is a set of nationally endorsed standards, guidelines and qualifications used to recognise 
and assess the skills and knowledge people need to perform effectively in the workplace. Training packages 
are developed by industry to meet the training needs of an industry or group of industries. Training Packages 
are a key resource for registered training organisations (RTOs) in the delivery of structured, accredited 
training. 
 
A Training Package states what competencies need to be achieved but does not prescribe how an individual 
should be trained. National Training Packages currently been used AICL for various courses are   ICA05, 
BSB01 , FNS04, WRH06 and THH02. 
  
All training packages contain mandatory or ªendorsedº components: 

·  Units of competency, which express the industry competency standards and include elements of 
competency, performance criteria, a range of variables and an evidence guide 

·  Assessment guidelines, which set out conditions for establishing that competency has been met 
·  Qualifications, explains each qualification and relationships between them. 
  
Training packages may also contain a range of materials designed to assist with training and assessment. 
These are not mandatory and are known as ªnon-endorsed componentsº. 
 

13 Australian Quality Training Framework (AQTF) 
The Australian Quality Training Framework (AQTF) was developed by the National Training Quality Council 
(NTQC) of the Australian National Training Authority (ANTA) Board in conjunction with States and Territories, 
the Commonwealth and industry and endorsed by Ministers for vocational education and training on 8 June 
2001. 
  
The key objective of the Australian Quality Training Framework is to provide the basis for a nationally 
consistent, high quality vocational education and training system. The Standards of the Australian Quality 
Training Framework are in two parts: 

·  Standards for Registered Training Organisations; and 
·  Standards for State and Territory Registering/Course Accrediting Bodies. 
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The AQTF seeks to ensure nationally consistent and quality provision of vocational education and training by 
registered training organisations.  It comprises nationally agreed quality arrangements, which all States and 
Territories use when registering training organisations. 
 
Commonwealth Register of Institutions and Courses for Overseas Students (CRICOS) 
 
The Commonwealth Register of Institutions for Overseas Students (CRICOS) lists all providers registered to 
offer courses to people studying in Australia on student visas and the courses offered. If a course is not listed 
on CRICOS, it must not be offered or provided to overseas students. 

Important Phone Numbers 
The following is a list of some important phone numbers that students may find useful during their time at the 
college. 
 

Australian Institute of Commerce and Language 8917-6800 
Police and Ambulance and Fire 000 
Medibank Private 1800 188 188 
Department of Immigration and Citizenship (DIAC) 131881 
Health Services Australia (Medical Examination) 8396 0600 
Public Transport Information Line (Timetables, routes etc) 131 500 
Telephone Directory Service 12455 
International Directory Service 1225 
Lifeline Counselling Service (Telephone Counselling) 131 114 
Translating and Interpreting Service (24 hours) 131 450 
Domestic Violence Line (24 hours) 1800 656 463 
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14 Timetables 

Academic Calendar 2008 & 2009 
Year 2008 
Start Date End Date Weeks Term /Intake 
04 February 11 April 10 1st   
12 April 27 April 2 Holiday 
28 April 04 July 10 2nd   
05 July 20 July 2 Holiday 
21 July 26 September 10 3rd  
27 September 12 October 2 Holiday 
13 October 19 December 10 4th  
20 December  01 February  6 Holiday 

 
Year 2009 
Start Date End Date Weeks Term /Intake  
02 February 10 April 10 1st   
11 April 26 April 2 Holiday 
27 April 03 July 10 2nd   
04 July 19 July 2 Holiday 
20 July 25 September 10 3rd  
26 September 11 October 2 Holiday 
12 October 18 December 10 4th  
20 December  31 January  6 Holiday 

 
NOTE:  Start dates are on Monday. 
 

·  Every first Monday of each new term is an orientation day for new students. 
·  There will be no classes for continuing students on the first Monday of a new term  

14.1 Timetable Details 
* When you enrol in a course, you will have to complete a list of subjects. These subjects have been designed 
to allow you to progress through your studies providing all the learning you need to complete the certificate or 
diploma you have enrolled in. 
 
* You must complete a minimum number of subjects to qualify for your certificate or diploma.  
 
* Students are advised their timetable details during the orientation. 
 
* At times the above timetables may vary slightly. All students will be aware of the timetable, as they will be 
published on notice boards and in the classrooms. 
 
* Students must attend 20 hours per week (minimum) of supervised tuition on premises 
 
* AICL reserves the right to alter timetable details without any prior notice at anytime 
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15 Course Outlines- Commerce College 
 

15.1 Business 
The following table indicates which subjects are included in each of the Business courses.  More detail on the 
individual subjects is available on the following pages. 
 

 Certificate Diploma 
 

II III IV 
Business 
Management 

BMC 1 Ö    

BMC 2 Ö    

BM01 
±  
BM05 

 Ö Ö Ö 

BM06 
- 
BM10 

  Ö Ö 

BM11 
- 
BM20 

   Ö 

 
Certificate II in Business 
Course Code:  BSB20101 
Duration:   8 Weeks 
CRICOS Course Code:  046817A 
 
BMC1  BUSINESS COMMUNICATION 
 
This unit covers the skills and knowledge required to communicate in the workplace. It covers the activities of 
gathering, conveying and receiving information together with completing routine written correspondence.  
Further it covers areas related to working in-group environment such as promoting team commitment and 
cooperation and supporting team members. Units of Occupational Health and Safety requirements in 
business organizations are also studied.  
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BMC2  BUSINESS COMPUTING 
 
This unit introduces the fundamentals of computers and information systems. 
It covers preparation and production of short routine letters, notes, memos and records using word processing 
software.  It will cover basic computer terminology, structure of a computer and its operation, computer 
peripherals, implications of computers on various aspects of day-to-day activities, creating and using simple 
spreadsheets and charts through the use of spreadsheet software. Also covered is the creation of simple data 
tables, forms, reports and queries to create a simple database that is used for storage and retrieval of 
information. 
 
15.1.1 Certificate III in Business 
Course Code:  BSB30101 
Duration:   26 Weeks 
CRICOS Course Code:  046818M 
 
BM01  BUSINESS COMMUNICATION 
Communication occurs across industries.  Students are trained in communication skills to write complex work 
place documents, apply for suitable employment and evaluate individual performances in the job application 
process. 
 
BM02  BUSINESS COMPUTING 
This unit introduces the fundamentals of computers and information systems.  It will cover basic computer 
terminology, structure of a computer and its operation, computer peripherals, development of information 
systems, basic concepts of operating systems, implications of computers on various aspects of day-to-day 
activities.  Also included in the subject are the following topics: 

·  An overview of occupational health and safety concerns related to the use of computers 
·  An introduction to MS Windows operating environment 
·  How to operate Microsoft Office 2000 components such as Word (word process), Excel 

(spreadsheets), PowerPoint (presentations) and Access (database) 
 
BM03  ACCOUNTING 
This unit aims to give people without an accounting background: 

·  A working knowledge of recording processes used by accountants 
·  An understanding of the information that is provided by an accounting information system 
·  An introduction to utilizing accounting information for problem solving. 

 
BM04  WORK PLACE MANAGEMENT 
Provides the student with the knowledge and skills to identify the impact individuals, groups and 
organizational structures have on behaviour within organisations, in order to respond to change and improve 
organizational effectiveness. 
 
BM05  MARKETING FUNDAMENTALS 
This unit covers marketing from the point of view of the marketing personnel.  It defines marketing, how the 
marketing process works, and the importance of marketing as a central function of organisation effort in an 
increasingly complex and competitive business environments.  The critical importance of the marketing plan is 
emphasized.  Analytical tools such as marketing segmentation, target marketing and positioning, and 
developing a differential advantage are covered. 
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15.1.2 Certificate IV in Business Management 
Course code:  BSB41101 
Duration:   52 Weeks 
CRICOS Course Code: 046819K 
 
All subjects that make up Certificate III in Business Management are included in the curriculum for the 
Certificate IV in Business Management. 
 
BM06  HUMAN RESOURCE 1 
This unit will concentrate on the theory and practice of effective Human Resources Management. The aim of 
this unit is to explore the various HRM functions of planning, staffing and appraising, compensating, 
improving, establishing and maintaining, and to fully appreciate their inter-relationship and impact on the 
achievement of organizational objectives, strategies and long-term economic survival. 
 
BM07  MANAGING ORGANIZATIONS 
The unit adopts a managerial perspective introducing the practical applications of the concepts and theories. 
Emphasis is laid on the trends of this decade and those of next will lead to major changes in management 
structures and practices. These changes, which are a response to the constraints of a changing global, 
regional and national economy and accelerating new technologies, will impact on the way managers must 
operate. Overall an introduction to ways of describing, analysing, explaining and managing the problems and 
issues faced by managers.  
 
BM08  COMMERCIAL LAW 
This unit develops an understanding of commercial law applications to contemporary business practices; legal 
frameworks; tortuous liabilities; business entities; negotiable instruments; contracts; mortgages and specialty 
contracts; cash transactions report act and situations where business claims are commonly rejected. 
 
BM09  CONSUMER BEHAVIOUR 
The study of how and why people enter into purchase transactions essential to marketing. In this unit, 
students study models of consumer decision-making and the effects that various individuals and external 
influences may have on their actions and decisions. 
 
BM10  MANAGING OPERATIONS 
This module seeks to introduce students to the changing, challenging dynamic world of management at the 
dawn of the 21st century. Multinational markets and global competition; the explosive force of technology; the 
cultural and social diversity of an increasingly educated and aware work force; social responsibility and ethical 
managerial behaviour; are radically changing the world of business and its management. In such a dynamic 
environment only those organizations whose managers learn from their experiences and adapt to suit their 
dynamic environment will be the most successful.  
 
15.1.3 Diploma in Business Management 
Course Code:  BSB50401 
Duration:   104 Weeks 
CRICOS Course Code: 046820F 
 
All subjects that make up the Certificate III in Business Management and the Certificate IV in Business 
Management are included in the curriculum for the Diploma of Business Management. 
 



� � � � � � � � 	 
 � � � � 
 � 	 � � � � �

� � � � � � � � 	 
 � � � � 
 � 	 � � � � � � � 
 � � � � � � � � � � � � 	 � � � � 
 � 
 �##� � � � � � � �

BM11  MANAGING PERFORMANCE 
This unit covers the ability of managers to manage the performance of the staff that report to them directly. 
Development of key result areas and key performance indicators and standards, coupled with regular and 
timely coaching and feedback, provide the basis for performance management.  
 
 
BM12  INFORMATION SYSTEMS MANAGEMENT 
This unit endeavours to develop an integrated view of the information system process as it affects the 21st 
century enterprise. Throughout, the emphasis will be on demonstrating student capability for original approach 
to problem/challenge solutions, which encompass the student's background and experience while 
incorporating local geographical and cultural issues.  Further this unit will enable students to obtain, record, 
evaluate and store information for action; selection and evaluation of information systems; application of 
information systems to business related tasks; information sources and gathering processes; written reports; 
data management and storage systems, security and easy retrieval of data 
 
BM13  HUMAN RESOURCE MANAGEMENT II 
This unit will identify the development of HRM in organizations. By utilising various conceptual frameworks, 
students will have the opportunity to compare, contrast and integrate the patterns of HRM practice in 
significant countries of the Pacific Rim. Students will also focus upon the HRM functions; recruitment, 
selection and induction; performance appraisal systems; training programs; salary systems; OH&S; industrial 
relations systems; awards and agreements; resolution of industrial disputes 
 
BM14  CHANGE MANAGEMENT 
This unit provides students with the knowledge, skills and attitudes required to manage innovation in 
entrepreneurial situations. 
 
BM15  MANAGNG CUSTOMER SERVICE 
This unit provides students knowledge and techniques required to establish and maintain a working 
relationship with clients; types of client interaction; personal selling function; effective selling activities; 
effective sales calls; management plan for a sales territory and managing key accounts 
 
BM16  INTERNATIONAL MANAGEMENT 
This unit will introduce students to business management across national boundaries; internationally oriented 
management practices; micro and macro environmental forces; global trade and investment; global monetary 
systems; appropriate strategies and structures for developing an international business plan 
 
BM17  FINANCIAL MANAGEMENT  
On completion of this unit students will be able to: 

·  Use financial mathematics for various financial decisions 
·  Understand and critically evaluate finance articles appearing in the financial magazines 
·  Contribute in financial decision making in organizations 

 
BM18  MARKETING MANAGEMENT 
This unit is designed to provide students with knowledge and practical skills in the identification, application 
and evaluation of marketing strategy. Aspects that are covered include: conducting a marketing audit, 
identifying and selecting a suitable marketing strategy, setting goals, selecting strategies, identifying suitable 
tactics and evaluating your selections. Students are required to complete a marketing strategy document as 
part of the unit assessment. 
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BM19  PROJECT MANAGEMENT 
In this subject students learn the procedures, forms and techniques for estimating, planning, scheduling and 
controlling each stage in the development of any project.  
                                                      
BM20  RESEARCHING A BUSINESS OPPORTUNITY 
This unit will provide students with the skills and knowledge required to identify desirable business 
opportunities and to evaluate the feasibility of those opportunities in terms of personal goals, marketing legal, 
operational, and financial considerations; identify a business opportunity that fulfils personal/business goals; 
market profile; marketing plan; human resource requirements; legal issues relating to the business, 
procurement rights, to products/services, and insurance requirements; financial viability and business funding. 
This unit will provide students with knowledge and skills required to identify and research issues related to the 
production, marketing and distribution of a product or service and to construct a business related individual 
research project presenting the findings of this research. 
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15.2 Information Technology 
The following table indicates which subjects are included in each of the IT courses.  More detail on the 
individual subjects is available on the following pages. 
 

 
Certificate II 
in IT 

Certificate III 
in IT 

Certificate IV in IT 
(Networking) 

Diploma in IT 
(Networking) 

Advanced 
Diploma in IT 
(Network 
Security) 

CII01A Ö     

CII02A Ö     

IT01± 
IT08  Ö Ö Ö Ö 

IT09 ± 
IT17 

  Ö Ö Ö 

IT18± 
IT23 

   Ö Ö 

IT24- 
IT30     Ö 

 
 
15.2.1 Certificate II in Information Technology 
Course Code:  ICA20105 
Duration:   8 Weeks 
CRICOS Course Code: 060551E 
 
CII 01A COMPUTER FUNDAMENTALS 
This intensive course will offer the student a perfect introduction to the world of Information Technology. It 
includes the basic such as an introduction to basic computer packages (including operating systems and 
basic office applications), occupational health and safety issues, integration of computers and the workplace 
and working in an Information Technology environment. 
 
CII 02A NETWORK ESSENTIAL AND TROUBLESHOOTING 
This module builds on students' knowledge of installing operating system software and make adjustment as 
means of optimizing the systems to accommodate business and client needs. 
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15.2.2 Certificate III in Information Technology 
Course Code:  ICA30105 
Duration:   26 Weeks 
CRICOS Course Code: 060463E 
 

AICL 
Module 
Code 

AICL Module 
Title 

Cluster  
Module Description 

 
Competency Covered 

National  
Code 

Follow workplace safety 
procedure 

BSBCMN106 
A 

Design organizational 
documents using computing 
packages 

ICAD2012A 

Operate a personal 
computer 

ICAU1128A 

Operate computer hardware ICAU2005A 
Operate computing 
packages 

ICAU2006A 

Integrate commercial 
computing packages 

ICAU2013A 

Use computer operating 
system 

ICAU2231A 

Work effectively in a IT 
environment 

ICAW2001A 

IT 01 
 

IT 
fundamentals 

Prerequisite This module offers 
introduction into 
information technology. It 
includes fundamentals of 
the operating systems, 
office applications, and 
occupational health and 
safety issues and how to 
work and communicate 
effective in information 
technology workplace. 

Communicate in the 
workplace 

ICAW2002A 

Install and manage network 
protocols 

ICAI3101A 

Install and optimize 
operating system software 

ICAI3020A 

Provide basic system 
administration 

ICAS3024A 

IT 02 
 

Networking 
Essentials 

Core  This module builds on 
students’ knowledge of 
installing operating 
system software and 
make adjustment as 
means of optimizing the 
systems to accommodate 
business and client 
needs. 

Provide network systems 
administration* 

ICAS3032A 

Configure and administer a 
network operating system* 

ICAS3120A IT 03 Network 
Operating 
System 
Basics 

Core/ 
Electives 

This module builds on the 
students’ knowledge on 
network hardware.  
Module also introduces 
the students how to 
configure and administer 
various network 
operating systems.   

Install network hardware to a 
network 

ICAI4029A 
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IT 04 Install and 
configure a 

network 

Electives This module will equip 
students to plan and 
carry out the installation 
of network hardware and 
software and initial 
configuration according 
to organizational 
guidelines. 

Install and configure a 
network* 

ICAI4097A 

IT05 Install 
software to 

the networked 
computers 

Electives This module defines the 
competency required to 
plan, manage and 
support the installation of 
new or upgrade software 
to networked computers 
according to vendor and 
organizational 
specifications.. 

Install software to networked 
computers 

ICAI4030A 

Run standard diagnostic 
tests 

ICAT3024A 

Complete database back-up 
and recovery 

ICAS4108A 

Administer network 
peripherals 

ICAS3121A 

 IT 06 Network 
Troubleshooti

ng 

Core/ 
Electives 

This module introduces 
the skills need to 
determine and resolve 
the various network 
problems by using 
various diagnostic tools. 
This module also teaches 
how to back up a recover 
database. 

Determine and action 
network problems* 

ICAS3034A 

Provide advice to clients ICAS3031A IT 07 Provide 
advice to 
clients 

Core This module teaches 
skills needed to write 
user documentation that 
address specific user 
requirement and shows 
provide effective and 
efficient advice and 
support to the client. 

Create user documentation ICAD3218A 

Apply occupational health 
and safety procedure 

ICAU3004A        IT 08  Computer 
Hardware 

Core This module defines the 
competency required to 
manage the selection, 
maintenance and sitting 
of hardware by 
considering 
organizational OHS 
principle and practices. 

Care for computer hardware ICAS3234A 

 
*Indicates unit has prerequisite requirements. 
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15.2.3 Certificate IV in Information Technology (Networking) 
Course Code:   ICA40405 
Duration:   52 Weeks 
CRICOS Course Code: 060464D 
  
All subjects that make up the Certificate III in Information Technology are included in the curriculum for the 
Certificate IV in Information Technology (Networking). 
 
 

AICL 
Module 
Code 

AICL Module 
Title 

Cluster  
Module Description 

 
Competency Covered 

National  
Code 

Develop and present 
feasibility report 

ICAD4043A IT09 Develop and 
present 

feasibility 
report 

Core This module defines the 
competency required to 
research and present a 
range of feasibility 
scenarios to the client. 

Contribute to the personal 
skill development and 
learning 

BSBCMN304A 

IT10 User need 
analysis 

Core This module teaches 
the skills required to 

determine client 
business requirements 
and verify the accuracy 

of the information 
gathered. 

Determine and confirm client 
business expectation and 
needs 

ICAA4041A 

IT11 Technical 
documentatio

n 

Core This module defines 
the competency 

required to create 
technical 

documentation that is 
clear to the target 

audience and easy to 
navigate. 

Create technical 
documentation 

ICAD4217A 

Automate processes ICAB4225A IT12 Create script 
for networking 

Core This module will equip 
student to undertake 
scripted programming 
tasks for networking 
related activities. 

Create script for networking* ICAB4220A 

Support system software ICAS4127A IT13 Network 
management 

basics 

Core This module defines the 
competency required to 
apply systematic 
principles to fault finding 
in any field of IT. 

Locate equipment, system 
and software faults 

ICAT4221A 
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Build an intranet* ICAI4099A IT14 Build and 
intranet 

Core This module defines the 
competency required to 
design, build and 
implement intranet for a 
client. 

Install and maintain  a 
server* 

ICAI4188A 

Manage simple projects PSPPM402B IT15 Manage 
simple 
projects 

Core This module covers 
management of generally 
low risk projects that may 
be small scale and 
managed by one person 
or a person with a team. 

Maintain ethical conduct ICAW4214A 

Determine and apply 
appropriate development 
methodologies  

ICAA4233A 

Translate business needs 
into technical requirements* 

ICAA5158A 

Gather data to identify 
business requirements* 

ICAA5151A 

IT16 Business and 
IT 

Elective This module defines 
competency required to 
identify, analyse business 
requirement and then 
translate them into 
technical requirements. 

Match IT needs with the 
strategic direction of 
enterprises* 

ICAP5039A 

Monitor and administer 
network security* 

ICAS4124A IT17 Manage 
network 
security 

Core/ 
Elective 

This module teaches the 
skills required to 
implement and manage 
security functions 
throughout the network. 

Manage network security* ICAS5123A 
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15.2.4 Diploma in Information Technology (Networking) 
Course Code:  ICA50405 
Duration:   78 Weeks 
CRICOS Course Code:  060465C 
 
All subjects that make up the Certificate III in Information Technology and the Certificate IV in Information 
Technology are included in the curriculum for the Diploma of Information Technology (Networking) 
Fundamentals. 
 
 

Design a server* ICAA5140A IT 18 Build and 
configure a server 

 
Elective 

This module will equip 
student to build, configure 
and test a server. 

Build and configure a 
server* 

ICAB5160A 

Prepare disaster recovery 
and contingency plans 

ICAA5056A  

Produce network 
architecture design* 

ICAA5045A 

IT 19 Network strategy 
and Design  

Core 
 

This module will equip 
student to design required 
network architecture, and 
install and manage 
complex networks. 
Module also identifies the 
risk analysis, disaster 
recovery and contingency 
planning for ht project. 

Install and manage complex 
networks* 

ICAI5098A 
  

IT 20 Internet Basics Core This module defines the 
competency required to 
design and implement an 
infrastructure for internet 
services. 

Build an internet 
infrastructure* 

ICAI510A 
 

Determine best fit topology 
for local network 

ICAA5144A IT21 Network 
topologies 

Elective This module teaches the 
skills required to 
determine the most 
appropriate way of 
networking computes to 
meet user needs and 
business requirements. 
Module also identifies the 
best way computers and 
LAN can be connected to 
make WAN. 

Determine best fit topology 
for WAN 

ICAA5145A 

Install and configure a 
router* 

ICAI5176A 

Install software application ICAI2015A 
Install and configure single 
segment LAN switch* 

ICAI5173A 

IT 22 Routing and 
Switching basics 

Core/Elective This module will equip 
students to install and 
configure routers and 
switches. 

Install high-end switch in 
multi switched LAN* 

ICAI5174A 
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    Ensure privacy for users ICAS5202A 

Manage project quality BSBPM505A 

Manage complex 
 projects 

PSPPM502B 

Recruit, select and 
induct 
 staff 

BSBMGT506A 

IT 23 Project 
Management 

Core/ 
Elective 

This module will teach 
students all functions of 
the project management: 
integration, cost, quality, 
time and HRM. 

Establish and  
maintain  
client user liaison 

ICAS5102A 

 
 
 
15.2.5  Advanced Diploma of Information Technology (Network Security) 
Course Code:  ICA60205 
Duration:   104 Weeks 
CRICOS Course Code: 060466B 
 
All subjects that make up the Certificate III in Information Technology, the Certificate IV in Information 
Technology (Networking) and the Diploma of IT (Networking) are included in the curriculum for the Diploma of 
Network Engineering. 
 
  

Install and maintain valid 
authentication process 

ICAI5197A 

Configure an internet 
gateway* 

ICAS5192A 

IT24 Network 
Security 

Fundamentals 
 

Elective 
 
 
 

This module will equip 
students to develop, 
install and maintain an 
authentication process, 
configure an internet 
gateway and build 
security shied for LAN 
and WAN. 

Build a security shield for a 
network 

ICAB5159A 

Develop system 
infrastructure design plan* 
 

ICAA5044A 
  

IT25 
 
 

System 
infrastructure 

design  

Core 
 

This module defines the 
competency required to 
specify the hardware, 
network, software and 
infrastructure required to 
support the system. The 
module also helps to 
evaluate the security 
requirements for a new 
system and plan for 
control and contingencies. 

Design an IT  
security  
framework* 

ICAA6052A  

 IT 26 Advanced 
Network 
security 

Elective 
 

This module  
expands  
Students'  
knowledge 

Build a high  
performance  
security 
 perimeter 

ICAB5237A 
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Build a highly  
secure 
 firewall 

ICAB5238A    On build high level 
 security 
And network 
 functionality 
Into a network by  
Configuring a  
secured 
Firewall  
appropriately. 
Module also  
ensures 
 Secure encryption 
Is applied and  
monitored. 

Implement secure  
encryption  
technologies 

ICAI5196A 

Develop basic design 
concept 

ICCPP211A 

Develop detailed design 
concept* 

ICPPP311A 

IT27 Undertake 
complex design 

brief 

Core 
 

This module covers 
advanced graphic design 
from the negotiation of 
design briefs through to 
the production of complex 
finished artwork with the 
worker taking 
responsibility for 
fulfillment of the brief. 

Undertake a complex design 
brief* 

ICPPP411A  

Design system security and 
controls 
 

ICAA6053A IT 28 Design System 
security and 

controls 

Core 
 

This module expands 
students' network and 
operating systems skills to 
include planning, 
implementation, and 
auditing of the system's 
security. 

Identify technical  
security  
requirements 

PRSTS301A 

Prepare security risk  
management plan  

PRSSM504A IT 29 Risk 
management 
and controls 

Core 
 

This module  
provides the  
Students with the  
Foundation of  
security 
, risk,  
management, and 
control in  
information 
technology  
industry. 

Implement risk  
Management 
 processes 

ICAI5152A 

Promote continuous 
improvement 

BSBFLM509A 

Implement change  
Management  
processes 

ICAI6187A 

IT30 Change 
Management 

Core/Elective 
 

This module defines the 
competency required to 
apply techniques that 
facilitate the planning, 
implementation and 
monitoring of information 
technology change. 

Facilitate and capitalize on 
change and innovation 

BSBFLM510A 
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15.3 Accounting  
The following table indicates which subjects are included in each of the Accounting courses.  More detail on 
the individual subjects is available on the following pages. 
 

 Diploma 
 

Accounting Advanced  

DA1A 
- 
DA10A 

Ö Ö 

DA11A 
- 
DA15A 

 Ö 

 
15.3.1 Diploma of Accounting 
Course Code:  FNS50204 
Duration:   52 Weeks 
CRICOS Course Code: 063991A 
 
DA1A Business Communication 
This module covers the competency required to use technology in the workplace effectively and efficiently by 
employing health and safety working practices. The module also covers how to communicate in the workplace 
by applying principles of professional practices in the financial services industry. 
 
DA2A  Bookkeeping 
This module covers the competency to maintain the financial records for a business, which includes activities 
such as the maintenance of daily financial records, including reconciling debtors© and creditors© systems and 
preparing a maintaining a general ledger and preparing a trial balance. Activities associated with the 
monitoring of cash control for accounting purposes. Processing of payroll from provided data in manual or 
computerised payroll systems and functions associated with the maintenance of records for fixed assets and 
inventory. 
 
DA3A  Computer Accounting Systems 
This module covers the competency to establish and operate under supervision, a computerised accounting 
system. Describes the functions involved in preparing and banking financial receipts and in processing 
financial journal entries. 
 
DA 4A Financial Reporting 
This module covers the competency to record general journal adjustment entries and preparing end-of-period 
financial reports such as revenue statements and balance sheets for a non-reporting entity. Identify skills and 
outcomes associated with the development of financial reports for non-corporate organizations, which are not 
reporting entities. Functions involved in preparing a range of reports for management. 
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DA5A  Financial Accounting 
This module covers the competency about Functions involved in researching information on specified financial 
products and strategies for use in the financial planning process. Analysis and report a broad range of 
financial and business performance information. To calculate and record the job costs of products and 
services 
 
DA6A  Office Tax procedures 
This module covers the competency to maintain the taxation accounting records and process lodgements and 
returns in accordance with Australian Taxation Office requirements. Prepare income tax returns for individuals 
in accordance with statutory requirements 
 
DA7A  Budgeting 
This module covers the competency to produce operational budgets for non-manufacturing entities. Prepare 
and manage complex budgets and forecasts. 
 
DA8A  Company Accounts 
This module covers the competency to Develop and prepare financial reports for reporting entities with one 
wholly owned subsidiary 
 
DA9A Internal Control 
This module covers the competency to Implement and maintain internal control procedures, establish and 
maintain accounting information systems. 
 
 
DA10A  Management Accounting principles 
This module covers the competency to Calculate and record the costs of products and services 
 
 
15.3.2 Advanced Diploma of Accounting 
Course Code:  FNS60204 
Duration:   78 Weeks 
CRICOS Course Code: 063992M 
 
All subjects that make up the Diploma of Accounting are included in the curriculum for the Advanced Diploma 
of Accounting. 
 
DA11A Organisational Management 
This unit covers the competency to determine the performance of an organisation©s business operations, 
analyse and estimate an organisation©s financial position and performance. 
 
DA12A Monitor corporate governance activities 
This unit covers the competency to develop and implement processes and procedures for meeting corporate 
governance obligations. 
 
DA13A Internal Audit 
This unit covers the competency to evaluate the efficiency and effectiveness of information systems, assess 
the organisation©s risks and risk responses and develop plans for implementing improved systems and also to 
supervise an audit of financial systems and prepare the appropriate reports. 
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DA14A Prepare Complex tax returns and lodgements 
This unit covers the competency to analyse taxation related data and prepare complex taxation returns and 
lodgements. 
 
DA15A Implement tax plans and evaluate tax compliance 
This unit covers the competency to implement tax plans and evaluate tax compliance. 
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16 Course Outlines- Service and Hospitality College  

16.1 Hospitality 
The following table indicates which subjects are included in each of the Hospitality courses.  
 
 
16.1.1 Certificate III in Hospitality (Commercial Cookery) 
Course Code: THH31502 
Duration: 52 weeks 
CRICOS Course Code:  052515J 
Delivery Location: TAFE NSW- Sydney Institute 
 
 

Certificate III in Hospitality Subjects 
Code  National Code Module Name Module Description  

4571A THHCOR01B 
THHCOR02B 
THHGGA01B 

Hospitality 
Colleagues and 
Customers 

This unit deals with the cultural 
awareness that is required by all 
people working in the tourism and 
hospitality industries. It includes the 
cultural awareness required for serving 
customers and working with colleagues 
form diverse backgrounds. 

4571B THHCOR03B 
THHHCO01B 

Hospitality 
Industry 

This unit deals with the skills and 
knowledge required to access, 
increase and update knowledge the 
hospitality industry including different 
industry sectors and relevant industry 
legislation. 

9542H THHGHS01B Workplace 
Hygiene 

This unit deals with the skills and 
knowledge required to follow key 
hygiene procedures, which apply in 
hospitality and tourism enterprises. It is 
particularly relevant to kitchen, 
housekeeping, food and beverage and 
tour operations involving the 
preparation of food. 

9545A THHBCC11B Food Safety 
Implementation 

This unit refers to the following of food 
safety procedures in the workplace as 
part of a food safety program or plan. 
These procedures relate to a food 
safety program based on the HACCP 
method. 

 
Core 

 
 
 

Core 
 
 
 

Core 
 
 
 

Core 
 
 
 

Core 
 
 

Core 
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9543B THHGCS02B Hospitality 
Products and 
Services 

This unit deals with the skills and 
knowledge required to promote 
products and services to customers. It 
relates to situations where the sales 
function is not the primary focus of 
work activity 

9543A THHGCS03B Hospitality Conflict 
Resolution 

This unit deals with the skills and 
knowledge required to handle difficult 
interpersonal situation- both with 
customers and colleagues. The unit 
covers the conflict resolution skills 
which may arise in day-to-day work 
activities.  

7009B THHGTR01B Coach Job Skills This unit deals with the skills and 
knowledge required to provide on-the-
job coaching to colleagues.  

2672C THHBKA04B Clean and 
Maintain Kitchen 
Premises 

This unit deals with the skills and 
knowledge to clean and maintain 
kitchens, food preparation and storage 
areas in commercial cookery or 
catering operations. 

2672D THHBKA02B Present Food  This unit deals with skills and 
knowledge required to efficiently and 
professionally plate, present and serve 
food in a commercial kitchen or 
catering operation. 

2672E THHBKA03B 
THHGGA06B 

Receive and Store 
Kitchen Supplies 

This unit deals with the knowledge to 
receive and store supplies in 
commercial cookery or catering 
operations. It focuses on general stock 
handling procedures required for food 
and kitchen-related goods. 

2676G THHBCAT01B Nutrition 
Applications in 
Food Service 

This unit refers to the preparation and 
cooking of foods to meet both basic 
and specific dietary and cultural needs 
generally under instruction form others. 
It covers the ability to apply basic 
nutritional principles as well as deal 
with special dietary and cultural 
requirements normally encountered in 
a variety of hospitality and catering 
establishments.  

2676E THHBCC13B Catering Planning 
and Control 

This unit deals with basic planning, 
preparing and controlling of menu-
based catering within established 
enterprise systems. 

 
 

Core 
 

Core 
 
 

Core 
 
 

Core 
 
 
 

Core 
 
 
 
 

Core 
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2674D THHBCC10B Buffet Preparation This unit deals with the skills and 
knowledge required to plan and 
prepare foods for buffet situations. 

Core 

 2674E THHCCH02A Prepare Cook & 
Serve Food for 
Menus 

This unit deals with the processes and 
activities required to organise, produce 
and serve food for menus. It 
incorporates all aspects of organizing, 
preparing, cooking and serving a 
variety of food items for a service 
period in a hospitality enterprise, using 
a range of cooking methods and team 
coordination skills.  

2672B THHBKA01B Organise and 
Prepare Food 

This unit deals with the skills and 
knowledge required to organise and 
prepare a variety of foods for the 
kitchen of a hospitality or catering 
operation. It focuses on general food 
preparation techniques. 

2672F THHBCC01B Use Basic 
Methods of 
Cookery 

This unit deals with the skills and 
knowledge to use a range of cookery 
methods to prepare menu items for the 
kitchen of a hospitality or catering 
operation.  

2673B THHBCC02B Prepare 
Appetisers and 
Salads 

This unit develops the skills and 
knowledge required to prepare and 
present for service a range of classical 
and contemporary appetizers, savories 
and salads. 

2673C TTHBCC00B Sandwiches This unit deals with the skills and 
knowledge required to prepare and 
present a variety of sandwiches in a 
commercial kitchen or catering 
operation. 

2673D THHBCC03B Prepare stocks 
soups and sauces 

This unit develops skills and knowledge 
required to prepare and present for 
service a range of classical and 
contemporary stocks, sauces and 
soups 

2673E THHBCC04B Prepare 
vegetables, egg & 
farinaceous 

This unit is designed to develop the 
skills and the knowledge required to 
prepare and present for service a 
range of classical and contemporary 
vegetables and fruits, eggs and 
farinaceous dishes 

 
Core 

 
 
 
 

Core 
 
 
 

Core 
 
 

Core 
 
 

Core 
 
 

Core 
 
 

Core 
 
 
 

Core 
 
 

Core 
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2673F THHBCC05B Prepare & Cook 
Poultry & Game 

This unit has been designed to develop 
skills and knowledge required to select, 
prepare, cook, present and store 
poultry and game in a commercial 
kitchen or catering operation.  

2674A TTHBCC06B Prepare & Cook 
Seafood 

This module has been designed to 
develop skills, understanding and 
knowledge in the identification, 
preparation, storage and cooking of 
typical fish and shellfish products used 
in a commercial kitchen operations.  

2674B TTHBCC07B Select,  Prepare & 
Cook meat  

This unit is designed to develop the 
skills and  
knowledge to be able to select, 
prepare, cook and present a range of 
meat cuts, used in commercial cookery 
operations, to an appropriate enterprise 
standard.  

2673H THHCCH01A Prepare, Cook 
and Serve Food 

This unit deals with the processes and 
activities required to prepare, cook and 
serve food items for a food service. It 
incorporates aspects of preparing, 
cooking, and serving a variety of food 
items for a service period in a 
hospitality enterprise, using a range of 
basic cooking methods and working as 
part of a team. 

2673G THHBCC09B Prepare Pastry, 
Cakes and Yeast 
Goods 

This unit has been designed to provide 
the learner with the skills and 
knowledge required to produce and 
present a range  
of pastries, cakes and yeast goods in a 
commercial kitchen or catering 
operation.  

2674C THHBCC08B Prepare Hot and 
Cold Desserts 

This unit applies to the preparation of a 
range of hot, cold, and frozen desserts 
in a commercial kitchen or catering 
operation. 

Core 
 
 
 

Core 
 
 
 
 

Core 
 
 
 

Core 
 

 
 
 



� � � � � � � � 	 
 � � � � 
 � 	 � � � � �

� � � � � � � � 	 
 � � � � 
 � 	 � � � � � � � 
 � � � � � � � � � � � � 	 � � � � 
 � 
 � � � � � � � � � � �

 
16.1.2 Certificate IV in Hospitality 
Course Code: THH41302 
Duration: 68 weeks (including Certificate III in Hospitality) 
CRICOS Course Code:  052516G 
Delivery Location: AICL 
 
All subjects to make up Certificate III in Hospitality (Commercial Cookery) course are included in Certificate IV 
in Hospitality (Commercial Cookery) course. 
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Certificate IV in Hospitality (Commercial Cookery) Subjects 
 
Code  National 

Code 
Module 
Name 

Module Description  

2672N THHGGA07
B 

Control and 
Order Stock 

This unit deals with the skills and knowledge 
required to control stock in a range of tourism 
and hospitality enterprises.  
 

Core 

2677K 
 

THHS2CC1
B 

Monitor 
Catering 
Revenue & 
Costs 

This unit deals with the skills and knowledge 
required to establish and monitor the costs 
involved in operating a food service operation. 
 

Core 

2677B 
 

THHS2CC2
B 

Catering 
Quality Control 

This unit deals with the skills and knowledge 
required to ensure that the high standards of 
food quality are established and maintained in 
a commercial kitchen environment.  
 

Core 

7027M  
 
 

THHGLE01
B 

Monitor Work 
Operations 
 

This unit deals with the skills and knowledge 
required to oversee and monitor the quality of 
day-to-day work operations within a tourism or 
hospitality context. As such it includes the 
fundamental knowledge of management roles 
and responsibilities.  
 

Core 

7027K  THHGLE08
B 

Lead and 
Manage 
People 

This unit deals with the skills and knowledge 
required by managers, supervisors and team 
leaders to lead and manage teams of people in 
the workplace including volunteers where 
appropriate. This unit focuses on leadership, 
motivation and teamwork. 
 

Core 

7026J THHGFA06
A 

Interpret 
Financial 
Information 

This unit deals with the skills and knowledge 
required to interpret the types of financial 
information used by operational supervisors 
and managers in their day-to-day work 
activities. It focuses on understanding of key 
financial terminology, different types of financial 
reports and on how financial information is 
used in the management of a business. 
 

Core 

9544B THHGLE02
B 

Hospitality 
Health, Safety 
& Security 

This unit deals with the skills and knowledge 
required to implement health, safety and 
security procedures in the workplace, which is 
often carried out by team leaders and 
supervisors. 

Core 

9545B THHS2CC3
B 

Food Safety 
Programs 

This unit refers to the development, 
implementation and evaluation of a food safety 
program for a hospitality or catering operation 
where food is stored, prepared and served. 

Core 
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3223A THHGHS03B Senior First 
Aid 

This unit deals with the skills and knowledge 
required for the provision of essential first aid in 
recognizing and responding to emergency 
using basic life support measures. 

Elective 

6103A THTFME03A On site Event 
Management 

This unit deals with the skills and knowledge 
required to coordinate the final preparation and 
set-up of a major event comprising multiple 
components and to manage all aspects of the 
on-site operation. 

Elective 

6104A THTFME04A Develop an 
event concept 

This unit describes the skills and knowledge 
required to develop the overall concept, theme 
and format for a major event comprising 
multiple components. 

Elective 

6108A THTPPD08A Event 
proposals 

This unit deals with the knowledge and skills 
required to plan and develop proposals and 
bids for the staging of meetings and events. 

Elective 

6205A THTFME09A Develop and 
Update 
knowledge of 
protocol 

This unit deals with the skills and knowledge 
required to develop and apply knowledge of 
protocol to a range of tourism and hospitality 
related activities. It is particularly relevant to 
those involved in the management and 
operation of events. 

Elective 

6206A THTFME06A Manage Event 
contractors 

This unit describes the skills and knowledge 
required to manage the staging and operation 
of a major indoor event comprising multiple 
components and focuses on the key 
knowledge and skills required to oversee the 
process from an organizational and contractor 
management perspective. 

Elective 
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16.1.3 Advanced Diploma of Hospitality Management 
Course Code: THH60202 
Duration: 110 weeks (including Certificates III & IV in Hospitality) 
CRICOS Course Code:  052514K 
Delivery Location: AICL 
 
All subjects to make up certificate III and Certificate IV in Hospitality (Commercial Cookery) are included in 
Advance Diploma in Hospitality Management Course. 
 
Advanced Diploma in Hospitality Management Subjects 
 
Code National Code Module Name Module Description 

ADHM 1 THHGLE03B Operational Plans This unit deals with the skills and 
knowledge required to undertake 
workplace planning. It focuses 
the skills needed by frontline 
managers to develop and 
implement a range of planning 
initiatives. The unit focuses on 
key planning skills and underpins 
a range of other leadership units 
which deal with planning in 
specific contexts. 

ADHM 2 THHGLE11B Managing 
Customer Service 

This unit deals with the skills and 
knowledge required to manage 
customer service quality in the 
workplace within a tourism or 
hospitality context. It focuses on 
the need to develop pro-active 
approaches to service quality 
issues with some strategic focus. 

ADHM 3 THHGLE04B Workplace 
Security 

This unit deals with the skills and 
knowledge required to manage 
health, safety and security issues 
within a tourism or hospitality 
context. It focuses on the 
establishment and monitoring of 
frameworks, systems and 
procedures. 

 
 
 

Core 
 
 
 
 
 
 
 
 

Core 
 
 
 
 
 

Core 
 
 
 
 
 

Core 
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ADHM 4 THHGLE14B Finance I This unit deals with the skills and 
knowledge required usually by 
managers and supervisors to 
prepare and monitor budgets. 
While the nature of the budget 
may vary, the unit focuses on the 
key managerial skills of 
analysing financial information to 
inform the budget development 
process, drafting a budget and 
the vital role of monitoring budget 
performance over time. 

ADHM 5 THHGLE13B Finance II This unit deals with the skills and 
knowledge required to take 
responsibility for budget 
management where others may 
have developed the budget.  

ADHM 6 THHGLE20B Business 
Compliance 

This unit deals with the skills and 
knowledge required to ensure 
business compliance with 
legislation governing the tourism 
and hospitality industries as 
applied to senior personnel and 
managers.  

ADHM 7 THHGCS08B Forming Business 
Relationships 

This unit deals with the skills and 
knowledge required to manage 
business relationships with 
customers or suppliers within a 
tourism or hospitality context. It 
focuses on the relationship 
building and negotiation skills 
required by specialised sales and 
marketing personnel and 
managers in the industry 

ADHM 8 THHGLE05B Managing Staff I This unit deals with the skills and 
knowledge required to develop 
staff rosters. 

ADHM 9 THHGLE06B Managing Staff II This unit deals with the skills and 
knowledge required to monitor 
staff performance, within the 
framework of established 
performance management 
systems. It includes the skills to 
conduct structured performance 
appraisal and formal counselling 
sessions. 

 
 
 
 
 

Core 
 
 

Core 
 
 
 
 
 
 

Core 
 
 
 
 
 
 

Core 
 
 

Core 
 
 
 
 
 
 

Core 
 
 

Core 
 
 
 
 

Core 
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ADHM 10 THHGLE07B Managing Staff III This unit deals with the skills and 
knowledge required to recruit 
and select staff within the 
framework of existing human or 
staffing resource plans or 
policies. 

ADHM 11 THHGLE09B Workplace 
Diversity 

This unit deals with the skills 
and knowledge required to 
provide leadership in a diverse 
workplace where customers 
and staff are from a wide range 
of backgrounds, and reflects 
the importance of managing 
diversity in the tourism and 
hospitality industry 

ADHM 12 THHGLE15B Finance III This unit deals with the skills and 
knowledge required to oversee 
the day-to-day financial 
operations of a small tourism or 
hospitality enterprise or a 
department within a larger 
organisation. The unit includes 
the awareness of accounting 
issues and concepts needed by 
managers for effective 
communication with accountants 
or other specialists on financial 
matters. 

ADHM 13 THHGLE16B Physical Assets This unit deals with the skills and 
knowledge required to manage 
the physical assets within a 
tourism or hospitality enterprise. 
It focuses on the skills needed by 
mainstream managers to pro-
actively plan for and manage the 
acquisition and maintenance of 
physical assets. 

ADHM 14 THHGLE12B Marketing 
Strategies 

This unit deals with the skills and 
knowledge required to develop 
and manage marketing plans 
and strategies within a tourism 
and hospitality context. It focuses 
on planning, monitoring and 
evaluation. 

 
 
 
 

Core 
 
 
 
 
 

Core 
 
 
 

Core 
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ADHM 15 THHGLE19B Business Plans This unit deals with the skills and 
knowledge required to develop 
and monitor a business plan, 
which incorporates a range of 
subsidiary plans or strategies. As 
such, this unit is holistic in nature 
and brings together skills and 
knowledge found in other units 
dealing with planning and 
operational management. 
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Hairdressing 
16.1.4 Certificate III in Hairdressing 
Course Code: WRH30106 
Duration: 52 weeks 
CRICOS Course Code:  060556 M 
Delivery Location: TAFE NSW±Sydney Institute 
 
Certificate III in Hairdressing Subject Descriptions 
 

Competency 
Code 

Competency Name Unit Description  

WRHCS201A Prepare Clients for 
salon services 

This unit describes the skills and knowledge required 
to prepare clients for a range of salon services. This 
unit of competency may apply to a range of roles in 
the workplace. 

Core 

WRHCS202A Maintain tools & 
equipment 

This unit describes the skills and knowledge required 
to care for and maintain workplace hairdressing tools 
and equipment. 

Core 

WRHCS204A Maintain and 
organise work areas 

This unit describes the skills and knowledge required 
to maintain and organise work areas in service 
environments. 

Core 

WRHCS205A Follow personal 
health and safety 
routines at work 

This unit describes the self-care skills and 
knowledge involved in developing and integrating 
personal health and safety measures as part of 
routine work practices in a hairdressing salon 
environment. 

Core 

WRHHS301A Apply the principles 
of hairdressing 
science 

This unit describes the skills and knowledge required 
to apply the principles of skin and hair biology and 
cosmetic chemistry to hairdressing services. This 
unit of competency will apply to a range of 
hairdressing services and roles in the workplace. 

Core 

WRHHS302A Consult with clients 
and treat hair and 
scalp conditions 

This unit describes the skills and knowledge required 
to apply and interpret skin test reactions prior to 
colour and lightening services, to recognise a range 
of normal and abnormal conditions of the hair and 
scalp, and to propose and perform treatments from 
the salon range. 

Core 

WRHHC301A Design haircut 
structures 

This unit describes the skills and knowledge required 
in the two-dimensional application of interior and 
exterior lines and angles to develop visual 
representations and plans for haircut structures. 

Core 

WRHHC302A Apply one 
length/solid haircut 
structures 

This unit describes the skills and knowledge required 
to design and apply one length/solid haircut 
structures. 

Core 

WRHHC303A Apply graduated This unit describes the skills and knowledge required Core 
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haircut structures to design and apply graduated haircut structures. 
WRHHC304A Apply layered haircut 

structures 
This unit describes the skills and knowledge required 
to design and apply layered haircut structures. 

Core 

WRHHC305A Apply over-comb 
techniques 

This unit describes the skills and knowledge required 
to apply over-comb techniques. 

Core 

WRHHD303A Design and apply 
short to medium-
length hair design 
finishes 

This unit describes the skills and knowledge required 
to apply the elements and principles of design to 
create classic and current short to medium-length 
hair design finishes on a range of clients.This unit of 
competency will apply to a range of hairdressing 
services and roles in the workplace. 

Core 

WRHCL302A Colour and lighten 
hair 

This unit describes the skills and knowledge required 
to select products and perform hair colour and 
lightening services. 
This unit of competency will apply to a range of 
hairdressing services and roles in the workplace. 

Core 

WRHCL303A Design and perform 
full and partial 
highlighting 
techniques 

This unit describes the skills and knowledge required 
to design and apply foiling and quick colour full and 
partial highlighting applications for current 
commercial colour and lightening effects. 

This unit of competency will apply to a range of 
hairdressing services and roles in the workplace. 

Core 

WRHCL304A Perform colour 
correction 

This unit describes the skills and knowledge required 
to select and apply techniques to change unwanted 
hair colour and tones to achieve the desired base 
colour and tone. 
This unit of competency will apply to a range of 
hairdressing services and roles in the workplace. 

Core 

WRHCR302A Perform chemical 
curling and 
volumising services 

This unit describes the skills and knowledge required 
to design and perform chemical curling and 
volumising services to add curl or body to short or 
medium length hair. 
This unit of competency will apply to a range of 
chemical reformation services and roles in the 
workplace. 

Core 

WRHCR303A Perform chemical 
straightening and 
relaxing services 

This unit describes the skills and knowledge required 
to design and perform chemical straightening and 
relaxing services to reform natural curl or wave in the 
hair. 
This unit of competency will apply to a range of 
chemical reformation services and roles in the 
workplace. 

Core 

WRBCS203B Provide service to 
clients 

This unit describes the competencies required to 
deliver service to clients, including receiving clients, 
making appointments and responding to client 
complaints. This competency may apply to a range 
of roles in the workplace. 

Core 
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This unit is equivalent to and replaces WRB08A 
Provide Service To Clients, as packaged in WRB99 

WRBCS201B Conduct financial 
transactions 

This unit describes the skills and knowledge required 
to conduct operations at the point of sale area. This 
competency may apply to a range of roles in the 
workplace. 
This unit is equivalent to and replaces WRB07A 
Conduct Financial Transactions, as packaged in 
WRB99. 

Core 

WRRCS1B Communicate in the 
workplace 

This unit encompasses the skills, knowledge and 
attitudes required for effective communication with 
clients and other staff in the workplace.  It involves 
establishing contact with clients, processing 
information, working in a team, maintaining personal 
presentation, following routine instructions, reading 
and interpreting retail documents and using 
numbers in the workplace. This competency may 
apply to a range of work roles in the workplace. 
This is a customised version of a unit of competency 
endorsed in the Retail Training Package and the title 
and national code of that source unit have been 
retained. This customised unit is not available on the 
NTIS, which will reflect the original version 

Core 

WRRER1B Work effectively in a 
retail environment 

This unit encompasses the skills, knowledge and 
attitudes required to work effectively in a retail 
environment.  It involves acting responsibly and in a 
non-discriminatory manner, and identifying the 
relevant award/agreement. This competency may 
apply to a range of work roles in the workplace. 
This is a customised version of a unit of competency 
endorsed in the Retail Training Package and the title 
and national code of that source unit have been 
retained. This customised unit is not available on the 
NTIS, which will reflect the original version. 

Core 

WRRLP1B Apply safe working 
practices 

This unit incorporates the National Occupational 
Health and Safety Commission (NOHSC) guidelines 
for occupational health and safety.  It encompasses 
the skills, knowledge and attitudes to maintain a safe 
work environment for staff, clients and others.  It 
involves observing basic safety and emergency 
procedures. This competency may apply to a range 
of work roles in the workplace. 
This is a customised version of a unit of competency 
endorsed in the Retail Training Package and the title 
and national code of that source unit have been 
retained. This customised unit is not available on the 
NTIS, which will reflect the original version. 

Core 
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WRRS1B Sell products and 
services 

This unit involves the skills, knowledge and attitudes 
required to sell products and services in a retail 
environment.  It involves the use of sales techniques 
and encompasses the key selling skills from 
approaching the client to closing the sale. It requires a 
basic level of product knowledge. This competency 
may apply to a range of work roles in the workplace. 
This is a customised version of a unit of competency 
endorsed in the Retail Training Package and the title 
and national code of that source unit have been 
retained. This customised unit is not available on the 
NTIS, which will reflect the original version. 

Core 

Elective Units    
WRHHC306A Combine haircut 

structures on women 
This unit describes the skills and knowledge required 
to combine haircut structures for finished haircut 
designs on women. 

Elective 

WRHCL305A Perform on scalp full 
head and re-touch 
bleach services 

This unit describes the skills and knowledge required 
to select products and perform on scalp and re-touch 
bleach services. 
This unit of competency will apply to a range of 
hairdressing services and roles in the workplace. 

 

WRHHC307A 
 

Combine haircut 
structures for 
traditional and 
classic designs on 
men 

This unit describes the skills and knowledge required 
to combine haircut structures for traditional and 
classic finished haircut designs on men. 

Elective 

WRHHD304A Design & apply long 
hair design finishes 

This unit describes the skills and knowledge required 
to apply the elements and principles of design to 
create classic and current long hair design finishes 
on a range of clients. The unit will apply to a range of 
hairdressing services and roles in the workplace. 

Elective 

WRRS2B Advise on products 
and services 

This unit builds on unit WRRS1B Sell products and 
services. It requires a greater depth of specialist or 
general product knowledge and a greater need for 
experience and skill in offering advice to customers. 

Elective 

17385A Skills development 
module - Cutting 

This module will enable the learner to submit 
workplace/simulated work environment evidence of 
the successful application of the knowledge and 
skills specific to hair cutting required for the 
Certificate III in Hairdressing in preparation for work 
placement.  

Elective 

17385B Skills development 
module - Colour 

This module will enable the learner to submit 
workplace/simulated work environment evidence of 
the successful application of the knowledge and 
skills specific to hair colouring required for the 
Certificate III in Hairdressing in preparation for work 
placement. 

Elective 
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17385C Skills development 
module - Perming 

This module will enable the learner to submit 
workplace/simulated work environment evidence of 
the successful application of the knowledge and 
skills specific to hair perming required for the 
Certificate III in Hairdressing in preparation for work 
placement. 

Elective 

17385D Skills development 
module ± 
styling/design 

This module will enable the learner to submit 
workplace/simulated work environment evidence of 
the successful application of the knowledge and 
skills specific to hair styling/design required for the 
Certificate III in Hairdressing in preparation for work 
placement. 

Elective 

Compulsory Unit    
*WRHWP302A Operate Effectively 

as a hairdresser in a 
salon work team  
(Work experience 
unit) 

This unit describes the skills and knowledge required 
to effectively integrate and perform a full range of 
tasks and hairdressing services when working as 
part of a team in a hairdressing workplace 
environment. 
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19.2.1 Diploma of Hairdressing Salon Management  
 
Course Code: WRH50106 
Duration: 26 weeks  
CRICOS Course Code:  061158F 
Delivery Location: AICL  
 

Model Code Model Title Competency 
covered 

Model description  

DHSM 1A  
 

Provide Safe 
working 
environment 

WRR03B On completion of this unit the learner will have 
developed the necessary skills and knowledge to 
interpret the National Occupational Health and 
Safety Commission (NOHSC) guidelines for 
occupational health and safety. It encompasses 
the competencies involved in developing and 
implementing policies and procedures relating to 
occupational health and safety issues. It involves 
consulting with staff, assessing and controlling 
risks, establishing and maintaining record 
systems and evaluating policies and procedures. 

Core 

DHSM 2A  
 

Forecast 
market and 
business needs 

BSBMK404A On completion of this unit the learner would have 
researched and developed a integrated business 
plan for achieving business goals and objectives. 
 

Electiv
e 

DHSM 3 A 
 

Manage 
finances 

BSBSBM406A On completion of this unit the learner will have 
developed the necessary skills and knowledge to 
implement, monitor and review strategies for the 
ongoing management of finance. It also includes 
day-to-day financial management of the 
business. It is suitable for existing micro and 
small businesses or a department in a larger 
organisation 

Core 

DHSM 4A  
 

Manage quality 
customer 
service 

BSBFLM507A On completion of this unit the learner will have 
developed the necessary skills and knowledge to 
manage quality customer service. 

Electiv
e 

DHSM 5A Lead and 
Foster 
innovation 

WRR09A On completion of this unit the learner would have 
gathered the necessary skills and knowledge 
required to lead a workplace team in ways that 
foster innovative work practice. On successful 
completion the learner will be able to lead work 
teams on individual projects or in work in 
general. The learner will have also developed 
skills that cover the requirements for 
encouraging innovation within individual team 
members as well as a team as a whole. Overall 
the learner will have to ability to put a team 
together and keep it working well, structure work 

Electiv
e 
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and monitor progress, ensure that the team have 
the information and skills they need and how to 
apply innovative work skills to the leadership role 
relevant market intelligence to forecast market 
and business needs 

DHSM 6A Recruit and 
select 
personnel 

WRRM2B On completion of this unit the learner will have 
developed the necessary skills and knowledge to 
recruit and select personnel. It involves defining 
future personnel requirements, determining job 
specifications, and recruiting staff and evaluating 
and selecting applicants. 

Core 

DHSM 7A Lead and 
manage  
people 

WRRPM3B On completion of this unit the learner will have 
developed the necessary skills and knowledge to 
lead and manage teams. It involves developing 
and communicating team objectives, developing 
and improving teams, delegating responsibility, 
consultation and actively supporting team 
members to achieve goals and store 
plans/targets 

Core 

DHSM 8A Manage 
hairdressing 
services and 
sales delivery 

WRHSM501A On completion of this unit the learner will have 
developed the necessary skills and knowledge to 
develop and integrate a range of operational 
management strategies to resource, monitor, 
maintain and improve the delivery of 
hairdressing services and associated sales. 

Core 

DHSM 9A Promote a 
hairdressing 
Business 

WRHSM502A On completion of this unit the learner will have 
developed the necessary skills and knowledge 
required to develop, implement and review 
strategies for the acquisition and ongoing 
management of finance. It includes day-to-day 
financial management of the business as well as 
implementation of broad financial strategies. 
 

Core 

DHSM 10A Undertake 
Business 
Planning 

BSBSBM404A On completion of this unit the learner will have 
developed the necessary skills and knowledge to 
develop and implement marketing strategies, 
and monitor the improvement of the market 
performance of a hairdressing business, to 
expand both the client base and business 
turnover. 

Electiv
e 
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19.2.2 Course: Certificate III in Printing and Graphic Arts (Graphic Pre-press) ICP30205 
CRICOS Code: 064357G 
Duration: 12 Months 
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PP01 Introduction 
to graphics 
pre-press 

Core This unit describes the 
knowledge required by a 
person working in or dealing 
with the graphic pre-press 
sector of the printing industry; 
that is, a working knowledge 
or related areas and a 
detailed knowledge of 
specific pre-press areas. It 
facilitates technical 
communication and the ability 
to work as a team member. 

Apply knowledge of 
the graphic pre-press 
sector 

ICPKN311A 

PP02 Internet 
fundamentals 

Core This unit describes the 
performance outcomes, skills 
and knowledge required to 
access and use the Internet 
within the printing and 
graphic arts industries. 
 

Access and use the 
Internet 

ICPMM263A 

PP03 Design 
concept 

Core This unit covers basic graphic 
design sills for producing 
roughs and finished art. 

Develop a basic 
design concept 

ICPPP211A 

PP04 Select and 
apply type 

Core This unit covers basic 
typesetting skills. This unit 
requires an individual to 
select the required fonts and 
to fit and proof the type. The 
individual will be supervised 
and 
the choice of actions required 
will be clear. 

Select and apply type ICPPP221A 

PP05  Page layout 
application 

Core 
 

This unit describes the skills 
and knowledge required to 
compose pages based on a 

Produce pages using 
a page layout 
application 

ICPPP224A 
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   compose pages based on a 
client design brief using a 
high-end application. 

Create pages using a 
page layout 
application 

ICPPP324A 

PP06 Graphics 
application 

Core This unit describes the skills 
and knowledge required to 
develop computer-generated 
graphics based on a client 
brief using a high-end 
application. 

Produce graphics 
using a graphics 
application 

ICPPP225A 

PP07 Output 
images 

Core This unit requires the 
individual to prepare an 
output device for outputting 
images. 
 

Output images ICPPP252A 

PP08 Produce a 
typographic 

image 

Core This unit covers typesetting 
with text in various sizes and 
shapes and images. 

Produce a 
typographic image 

ICPPP321A 

PP09 Prepare an 
imposition 

format 

Core This unit covers the creation 
of layouts and impositions. 

Prepare an imposition 
format for printing 
processes 

ICPPP334A 

PP10 Undertake 
digital 

proofing 

Core At the end of this unit you will 
be able to make a digital 
proof to job requirements. 

Undertake digital 
proofing 

ICPPP386A 

PP11 Quality 
control in pre-

press 

Core This unit is a minimum quality 
standard required for anyone 
to operate successfully in the 
workplace. 

Inspect quality 
against required 
standards 

ICPSU216A 

Maintain a safe work 
environment 

ICPSU260A PP12 Communicati
on and 

workplace 
safety 

Core 
 

This unit covers general OHS 
requirements in business 
organisations and is relevant 
for employees using 
computers and working under 
direct supervision with no 
responsibilities for other 
people.  This subject also 
teaches to apply basic 
communication skills required 
to function effectively in the 
workplace. 

Communicate in the 
workplace 

ICPSU262A 

PP13 Create a 
simple 
markup 

language 

Elective This unit defines the 
competency required to 
design, create and save a 
simple mark-up language 
document using a mark-up 
language using a text editor 
rather than a code generator. 

Create a simple 
markup language 
document to 
specification 

ICAITB135B 
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PP14 Web 
authoring tool 

Elective This unit is design for anyone 
wanting to develop web 
pages or websites. Student 
will be introduced  to web 
development using Dream 
weaver MX 2004. 

Apply a web 
authoring tool to 
convert client data 

ICAITU207A 

PP15 Create and 
test a CD-
ROM/DVD 

Elective This unit describes the skills 
and knowledge required to 
create an interactive CD-
ROM/DVD 

Create and test a CD-
ROM/DVD 

ICPMM296A 

PP16 Digital 
imaging 

Core/ 
Electives 
 

This unit describes the skills 
and knowledge required to 
use digital camera technology 
for the production of colour 
separated images. This unit 
also covers scanning images 
and editing and manipulating 
an image captured digitally 
and prepare for export to 
electronic image assembly. 

Digitise images for 
reproduction 

ICPPP322A 
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19.2.3 Diploma of Printing and Graphics Arts (Printing) ICP 50305 
 
CRICOS CODE: 064358G 
Duration: 40 Weeks  
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Facilitate continuous 
improvement 

BSBFLM509B 

Inspect quality 
against required 
standards 

ICPSU216A 

DPP01 Quality 
management 

Core 
 

At the end of this unit student will 
be able to inspect the quality of 
work against enterprise standards 
and job specifications. 
This unit covers setting and 
management of quality procedures 
within an enterprise or large 
section/department 

Set and apply 
quality standards 

ICPSU516A 

Core Follow OHS 
practices and 
identify 
environmental 
hazards 

ICPSU261A DPP02 
 

Occupational 
health and 
safety issues 
in printing 

Elective 

At the end of this unit student will 
be able to follow and maintain basic 
occupational health and safety 
necessary to function safely in the 
workplace.  

Implement and 
monitor OHS 

ICPSU561A 

DPP03 Communicate 
in the 

workplace 

Core At the end of this unit student will 
be able to apply basic 
communication skills required to 
function effectively in the 
workplace. 

Communicate in the 
workplace 

ICPSU262A 

Monitor production 
workflow 

ICPSU262A 

Prepare production 
costing estimates 

ICPSU553A 

DPP04 
 

Production 
processes 

Core 
 

This module covers production 
process in detail including costing 
estimates, troubleshooting and 
optimization. 

Troubleshoot and 
optimize production 
process 

ICPSU5843A 
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DPP05 Determine 
and improve 

process 
capability 

Core This unit describes the performance 
outcomes, skills and knowledge 
required to process capability, 
which is a statistical concept that 
allows a practitioner to assess 
required performance against the 
actual (as distinct from design) 
capability of the process. 

Determine and 
improve process 
capability 

ICPSU684A 

Manage personal 
work priorities and 
professional 
development 

BSBFLM501B DPP06 Workplace 
management 

Elective 
 

This unit specifies the outcomes 
required to manage effective 
workplace relationships with 
particular regard to communication 
and representation. This involves 
analysing and communicating 
information, establishing systems to 
develop and maintain effective 
working relationships and networks, 
and implementing strategies to 
overcome difficulties. 

Manage effective 
workplace 
relationships 

BSBFLM503B 

DPP07 Team building Elective This unit specifies the outcomes 
required by frontline managers to 
facilitate all aspects of team work 
within the organisation. It involves 
taking a leadership role in the 
development of team plans, leading 
and facilitating team work and 
actively engaging with the 
management of the organisation. 

Ensure team 
effectiveness 

BSBFLM512A 

DPP08 Customer 
service 

Elective This unit covers planning at the 
tactical level, and the 
implementation of those plans, to 
ensure that business expansion 
and internal and external customer 
satisfaction levels are in keeping 
with business plans. 

Manage customer 
focus 

BSBMGT606A 

DPP09 Principle of 
visual design 

Elective This unit describes the skills and 
knowledge required for 
incorporating the principles of 
instructional design in the 
development of multimedia 
products for use within the cultural 
industries. 

Apply principle of 
visual design and 
communication to 
the development of 
multimedia product 

CUFMEM08A 
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DPP10 Evaluate 
marketing 

opportunities 

Elective This unit covers evaluating market 
data, distinguishing the 
characteristics of possible markets 
and assessing the viability of 
making changes to current 
operations to take advantage of 
marketing opportunities. 

Evaluate marketing 
opportunities 
 

BSBMKG501A 

DPP11 Generate high 
end PDF files 

Elective This unit describes the skills and 
knowledge required to generate a 
high-end PDF file that is ready to be 
sent to an imaging centre. 

Generate high end 
PDF files 

ICPPP328A 

Produce specialist 
lithographic printed 
product 

ICPPR432A DPP12 Lithographic 
printing 

Elective 
 
 

This unit covers specialised 
lithographic printing that requires a 
certain amount of problem solving 
and experimentation with the 
substrate and press settings 

Set up for specialist 
lithographic printing 

ICPPR531A 
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19.2.4 Certificate III in Children’s Services CHC30402 
 
Duration:  26 Weeks 
CRICOS Code: 064356J 
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CCS01 Identify and 
respond to 
children 

and young 
people a 

risk of harm 

Core This module applies to all 
those workers (including the 
professions) involved in 
delivering services to 
children and young people 
including in community 
services, health, policing, 
juvenile justice, recreation, 
family services, education, 
alcohol and other drugs 
work, mental health. 

Identify and respond to 
children and young 
people a risk of harm 

CHCCHILD1C 

CCS02 Ensure 
children's 
health and 

safety 

Core This module describes the 
skills required by anyone 
working with children to 
maintain a clean and 
hygienic environment; 
Provide a safe environment; 
Supervise the safety of 
children; travel with children 
safely; and administer 
medication within 
guidelines. 

Ensure children's 
health and safety 

CHCCN1D 

CCS03 Care for 
children 

Core This module describes the 
skills required by anyone 
working with children to 
ensure that their physical 
and emotional well-being is 
maintained and their self-
sufficiency nurtured.  
Workers may be under 
direct supervision or 
working autonomously. 

Care for children CHCCN2C 



� � � � � � � � 	 
 � � � � 
 � 	 � � � � �

� � � � � � � � 	 
 � � � � 
 � 	 � � � � � � � 
 � � � � � � � � � � � � 	 � � � � 
 � 
 � � ! � � � � � � � �

CCS04 Respond to 
illness, 

accidents 
and 

emergencie
s 

Core This module explains the 
implementation procedures 
for infection control and 
prevention; recognise and 
respond to signs of potential 
illness; respond to 
emergencies and accidents; 
and respond to threats and 
situations of danger. 

Respond to illness, 
accidents and 
emergencies 

CHCCN4D 

CCS05 Work within 
a legal and 

ethical 
framework 

Core This module describes the 
knowledge and skills 
required by the workers to 
work within a legal and 
ethical framework that 
supports duty of care 
requirements. 

Work within a legal and 
ethical framework 

CHCCS301A 

CCS06 Support the 
developme

nt of 
children in 
the service 

Core This module covers 
supporting the physical, 
social, emotional, 
psychological, language 
and 
creative development of 
children of the relevant age 
group. 
 

Support the 
development of 
children in the service 

CHCFC1C 

CCS07 Interact 
effectively 

with 
children 

Core This module describes the 
communication skills 
required by anyone working 
with children to ensure they 
can develop and maintain 
effective relationships and 
promote positive behaviour 
in the childcare 
environment.  Workers may 
be under direct supervision 
or working autonomously. 

Interact effectively with 
children 

CHCIC1C 

Participate in 
workplace safety 
procedures 

CHCOHS301A CCS08 Workplace 
safety 

Core On completion of this 
module t, the worker will be 
able to identify occupational 
health and safety hazards, 
and assess risk, as well as 
follow instructions and 
procedures in the workplace 
with minimal supervision.  
The worker will also be 
capable of participating and 
contributing to OHS 
management issues. 

Participate in the work 
environment 

CHCORG3B 
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CCS09 Stimulate 
children's 

developme
nt 

Core This module  relates to 
conducting a range of 
activities that assist in 
enhancing children©s 
developmental and leisure 
experiences.  Work will be 
undertaken under direct 
supervision and will be in 
accordance with appropriate 
health and safety 
requirements and programs 
plans. 

Deliver 
services/activities to 
stimulate children's 
development and 
enhance their leisure 

CHCPR1C 

CCS10 Develop 
children‘s 

interest and 
needs 

Core This module is part of 
stream that relates to the 
programming. 

Develop an 
understanding of 
children's interests and 
developmental needs 

CHCPR3C 

CCS11 First Aid Core This module of competency 
deals with the provision of 
essential First Aid in 
recognising and responding 
to an emergency using 
basic life support measures. 
The First Aider is not 
expected to deal with 
complex casualties or 
incidents, but to provide an 
initial response where First 
Aid is required. In this unit it 
is assumed the First Aider is 
working under supervision 
and/or according to 
established workplace First 
Aid procedures and policies. 

Apply basic first aid HLTFA1A 

CCS12 Care for 
babies 

Elective This module describes the 
skills required by anyone 
working with babies/infants 
to ensure that their physical 
and emotional well being is 
maintained.  Workers may 
be under direct supervision 
or working autonomously 

Care for babies CHCCN5C 
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CCS13 Prepare 
nutritionally 
balanced 

food 

Elective This module  covers the 
preparation of nutritionally 
balanced food for babies, 
children and young people 
applying basic food 
handling practices including 
personal hygiene.  This unit 
supports the implementation 
of national and state food 
safety legislation and 
regulations. 

Prepare nutritionally 
balanced food in a safe 
and hygienic manner 

CHCCN3C 

CCS14 Work 
effectively 

with 
culturally 
diverse 
clients 

Elective This module deals with the 
cultural awareness required 
for effective communication 
and cooperation with 
persons of diverse cultures. 

Work effectively with 
culturally diverse 
clients and co-workers 

CHCCS405A 

CCS15 Work 
effectively 

with 
families 

Elective This module deals with the 
skill required to work 
effectively with families in 
caring for the child. 

Work effectively with 
families in caring for 
the child 

CHCRF1C 
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19.2.5 Diploma of Children’s Services CHC50302 
Duration: 52 Weeks 
CRICOS Code: 064355K 
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DCS01 Support children 
within duty of 

care 
requirements 

Core This module applies to 
those workers who 
deliver services to 
children and relates to 
the safeguarding of 
children©s rights and 
interests 

Support the rights and 
safety of children within 
duty of care 
requirements 

CHCCHILD2C 

DCS02 Implement safe 
and healthy 
environment 

Core This module describes 
the requirement for 
worker to establish, 
manage and monitor 
the implementation of a 
safe and healthy 
environment. 

Establish, manage and 
monitor the 
implementation of a 
safe and healthy 
environment 

CHCCN11C 

DCS03 Plan care 
routines 

Core This module relates to 
working with the parents 
to detail the specific 
case needs of children 
and developing a plan 
to meet those needs. 

Plan care routines CHCCN8B 

Foster and enhance 
children's development 

CHCFC2C 

Foster and enhance 
children, social, 
emotional and 
psychological 
development 

CHCFC3C 

DCS04 Foster and 
enhance 
children's 

development 

Core 
 

This module covers 
encourage children©s 
independence and 
autonomy, foster 
children©s developing 
self esteem and 
developing self concept 
, create opportunities 
and activities that 
encourage children to 
express their feelings, 
needs and ideas 
, provide experiences 
for children to support 
and cooperate with 
each other and provide 
opportunities for social 
interaction 

Foster and enhance 
children's cognitive and 
language development 

CHCFC5C 
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DCS05 Developing 
responsible 
behavior 

Core This module relates to 
the establishment, 
monitoring and 
implementation of both 
individual and group 
plans for behaviour 
modification. 

Establish and 
implement plans for 
developing responsible 
behavior 

CHCIC10C 

DCS06 Care children with 
additional needs 

Core This module provides 
skills for workers who 
provide care for a range 
of children. 

Plan the inclusion of 
children with additional 
needs 

CHCIC12C 

DCS07 OHS 
management 

system 

Core This module covers the 
establishment and 
maintenance of the 
OHS system within the 
area of managerial 
responsibility, in order 
to ensure that the 
workplace is, so far as 
is practicable, safe and 
without risks to the 
health of employees, 
clients and/or other 
visitors present. 

Manage workplace 
OHS management 
system 

CHCOHS501A 

DCS08 Manage 
programs of 

service 

Core  This module deals with 
design and implement 
programs with all those 
involved; design and 
implement programs to 
enhance development 
of children; design and 
implement programs 
which are relevant to 
the cultural and social 
contexts of the children 
and their community; 
develop appropriate 
settings and 
environments; and 
monitor and evaluate 
programs. 

Design, implement and 
evaluate programs of 
the service 

CHCPR10C 
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DCS09 Enhance 
children's 

development 

Core This module relates to 
the planning undertaken 
to ensure activities are 
defined, and the 
environment and 
resources 
developmentally 
appropriate to enhance 
children©s leisure and 
play. 

Arrange/organise 
experiences which 
facilitate and enhance 
children's development 

CHCPR2C 

DCS10 Documenting 
children's 

information 

Core This module relates to 
the collection of high 
quality information on 
children to assist in 
program planning 

Document, interpret 
and use information 
about children 

CHCPR9C 

DCS11 Work partnership 
with families 

Core This module describes 
the requirement for 
worker to work in 
partnership with families 
to care for the child. 

Work partnership with 
families to care for the 
child 

CHCRF11B 

DCS12 Children's 
expressive 

development 

Elective This module is an 
essential part of delivery 
of childcare services 
and relates to 
developing and 
delivering programs that 
provide opportunities for 
children to develop and 
experiment with self-
expression through 
visual arts experiences 
and through language 
and literature 
experiences. 

Provide experiences 
which facilitate 
children's expressive 
development 

CHCFC6C 

DCS13 Use music to 
enhance 
children's 

development 

Elective This module is an 
essential part of the 
programming and 
delivery of child care 
services and aims to 
provide essential 
developmental 
experiences in music 
and movement. 

Use music as a 
medium to enhance 
children's experience 
and development 

CHCFC7C 
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DCS14 Provide 
experience which 

enhance 
children's 

development and 
learning 

Elective This  module relates to 
the development and 
delivery of programs 
that match children©s© 
developmental stages 
and promotes a desire 
to learn and provides 
skills to do so through 
science, mathematics, 
technology and 
environmental 
experiences and 
through dramatic, 
imitative and 
imaginative play 
experiences. 

Provide experience 
which enhance 
children's development 
and learning 

CHCFC8A 

DCS15 Prepare 
nutritionally 

balanced food 

Elective This module  covers the 
preparation of 
nutritionally balanced 
food for babies, children 
and young people 
applying basic food 
handling practices 
including personal 
hygiene.  This unit 
supports the 
implementation of 
national and state food 
safety legislation and 
regulations. 

Prepare nutritionally 
balanced food in a safe 
and hygienic manner 

CHCCN3C 

DCS16 Work effectively 
with culturally 
diverse clients 

Elective This module deals with 
the cultural awareness 
required for effective 
communication and 
cooperation with 
persons of diverse 
cultures. 

Work effectively with 
culturally diverse 
clients and co-workers 

CHCCS405A 

DCS17 Implement 
inclusive policies 

Elective This module describes 
the requirement for 
worker to implement 
and promote inclusive 
policies and practices. 

Implement and 
promote inclusive 
policies and practices 

CHCIC11B 

DCS18 Manage 
accreditation 

Elective This module describes 
the knowledge and 

Manage an 
accreditation process 

CHCQM601A 
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   the knowledge and 
skills required to 
facilitate the evaluation 
of an organisation 
against standards 
through an accreditation 
process 

Manage a service 
organization 

CHCORG14B* 
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19.2.6 Certificate II in Business  (BSB20107) 
Duration: 12 Weeks 
CRICOS CODE: 065244J 
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�
Participate in OHS process BSBOHS201A 
Deliver services to customer BSBCUS201A 
Process and maintain workplace information BSBINM201A 

CIIB01 Business 
Communication 

Communicate in the workplace BSBCMM201A 
Contribute to workplace innovation BSBINN201A 
Produce simple word processed documents BSBITU201A 
Create and use spreadsheets BSBITU202A 

CIIB02 Information System 
Management 

Organise workplace information BSBINM301A 
Work effectively with others BSBWOR203A 
Use business technology BSBWOR204A 
Participate in environmentally sustainable 
work practices 

BSBSUS201A 

CIIB03 Workplace 
effectiveness and 

sustainability 

Maintain business resources BSBADM311A 
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19.2.7 Certificate IV in Business (BSB40207) 
Duration: 26 Weeks 
CRICOS CODE: 065246G 
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Core Monitor a safe workplace BSBOHS40
7A 

CIVB01 Customer 
service 

Elective 

This subject describes the 
performance outcomes, skills 
and knowledge required to 
advise on, carry out and 
evaluate customer service 
strategies, including the 
design of improvement 
strategies based on feedback. 
 

Co-ordinate implementation 
of the customer service 
strategies 

BSBCUS40
1A 

Elective Co-ordinate business 
resources 

BSBADM40
9A 

CIVB02 Co-ordinate 
business 
resources Elective 

This subject describes the 
performance outcomes, skills 
and knowledge required to 
determine and analyse 
existing and required 
resources, their effective 
application and the 
accountability for their use. 
This subject  also describes 
the performance outcomes, 
skills and knowledge required 
to maintain the effectiveness 
of business technology in the 
workplace. It includes 
maintaining existing 
technology and planning for 
future technology 
requirements 

Maintain business 
technology 

BSBITS401
A 

Elective Develop teams and 
individuals 

BSBLED40
1A 

CIVB03 Develop team 
and individuals 

Elective 

This subject describes the 
performance outcomes, skills 
and knowledge required to 
determine individual and team 
development needs and to 
facilitate the development of 
the workgroup. 
This subject also  describes 
the performance outcomes, 
skills and knowledge required 
to be an effective and pro 
active member of an 
innovative team 

Promote innovation in a 
team environment 

BSBINN301
A 
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CIVB04 Design 
business 
database 

Elective This subject describes the 
performance outcomes, skills 
and knowledge required to 
design and develop a 
database (including queries, 
forms and reports) to meet a 
defined need using existing 
data. 

Design databases 
 

BSBITA401
A 

Elective Design and develop 
complex text documents 

BSBITU401
A 

CIVB05 Design 
complex 
business 

documents 
Elective 

This subject describes the 
performance outcomes, skills 
and knowledge required to 
design and develop business 
documents using complex 
technical features of word 
processing software 
This subject  also describes 
the performance outcomes, 
skills and knowledge required 
to use spreadsheet software 
to complete business tasks 
and to produce complex 
documents 

Design and use complex 
spreadsheets 
 

BSBITU402
A 

CIVB06 Marketing 
Management-1 

Elective This subject describes the 
performance outcomes, skills 
and knowledge required to 
plan, implement and manage 
basic marketing and 
promotional activities. 

Undertake marketing 
activities 
 

BSBMKG41
4A 

 



� � � � � � � � 	 
 � � � � 
 � 	 � � � � �

� � � � � � � � 	 
 � � � � 
 � 	 � � � � � � � 
 � � � � � � � � � � � � 	 � � � � 
 � 
 � � � " � � � � � � � �

 
 

19.2.8 Diploma of Management (BSB51107) 
 
Duration: 26 Weeks 
CRICOS CODE: 065247F 
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DBM01 
 

Managing 
performance 

Core This module covers the 
ability of managers to 
manage the performance of 
the staff that reports to 
them. Development of key 
result areas and key 
performance indicators and 
standards, coupled with 
regular and timely coaching 
and feedback, provide the 
basis for performance 
management. 

Manage people 
performance 

BSBMGT502B 

DBM02 
 

Financial 
management 

Core This subject covers all of 
the significant aspects of 
financial management for 
operational managers who 
are not financial specialist. It 
emphasizes the preparation 
of users of budgets/financial 
plans through 
communication and training 
and consistent surveillance 
over budget performance, 
with early intervention 
where required. 

Manage budgets 
and financial plans 

BSBFIM501A 

DBM03 Information 
Management 

Core 
 

This unit describes the 
performance outcomes, 
skills and knowledge 
required to organise 
learning to use an 
information or knowledge 
management system and to 
manage the use of the 
system.  

Manage an 
information or 
knowledge 
management 
system  

BSBINM501A 
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DB 04 Workplace safety Core The subject is concerned 
with establishing, 
maintaining and evaluating 
the organisation©s 
Occupational Health and 
Safety policies, procedures 
and programs in the 
relevant work area in 
accordance with OHS legal 
requirements.  

Ensure a safe 
workplace 

BSBMGT509A 
 

DBM05 Manage projects Core This unit describes the 
performance outcomes, 
skills and knowledge 
required to manage a 
straightforward project or a 
section of a larger project. 
This unit addresses the 
management of projects 
including the development 
of a project plan, 
administering and 
monitoring the project, 
finalising the project and 
reviewing the project to 
identify lessons learnt for 
application to future projects 

Manage projects 
 

BSBPMG510A 

DBM06 Human resource 
management 

Elective This subject covers all 
aspect of selection and 
recruitment relevant to 
managers who are not 
specialist in the area. It 
ensures that managers 
engage in appropriate 
planning and that selection 
and induction leads to the 
recruitment and retention of 
high quality staff. 

Recruit, select  & 
Induct staff 

BSBMGT506A 
 

DBM07 Facilitate 
continuous 

improvement 

Elective This subject teaches 
student to adjust plans, 
processes and procedure to 
improve the performance 
and also to support others 
to implement the continuous 
improvement 
system/process. 

Facilitate 
continuous 
improvement 

BSBMGT516A 
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DBM08 Marketing 
management-2 

 
 
 

Elective This unit describes the 
performance outcomes, 
skills and knowledge 
required to identify, evaluate 
and take advantage of 
marketing opportunities by 
analysing market data, 
distinguishing the 
characteristics of possible 
markets and assessing the 
viability of changes to 
operations. No licensing, 
legislative, regulatory or 
certification requirements 
apply to this unit at the time 
of endorsement. 

Identify and 
evaluate 
marketing 
opportunities  

BSBMKG501B 
 

 

20 Frequently Asked Questions (FAQ)  
* Is the College and its Courses accredited? 
AICL is a Registered Training Organisation, and its programs are accredited or recognised by the appropriate 
organisations: 

·  New South Wales Vocational Education and Training Accreditation Board (VETAB) 
·  Australian Council for Private Education and Training (ACPET) 
·  National ELT Accreditation Scheme Limited (NEAS) 
·  All IT Diplomas are Australian Computer Society (ACS) accredited  

 
* Do I need to have a certain level of English before I can start Business or IT Courses at AICL? 
Yes, the level required is Upper Intermediate or IELTS 5.5 
 
* Can I register for Commerce College or Service & Hospitality classes when I complete my study of English 
at ELICOS? 
The Director of Studies of ELICOS has to approve your transfer to Commerce College or Service & Hospitality 
to ensure that you have a sufficient level of English. 
 
* Do you have any entry requirements? 
AICL programs are designed so that people of all levels of ability are able to benefit from vocational skills 
training. Those who have not completed the HSC may enter Certificate III programs in any school of study, 
and are considered for entry to higher levels if performance is satisfactory. Those who have completed HSC, 
as well as mature age students, may enter all vocational programs at all levels. 
 
* What is the minimum English requirement for international students? 
For international students whose first language is not English, the minimum level of English language 
proficiency required is a score on IELTS of 5.5 or Upper Intermediate at AICL. 
 
* Do you give credits or recognition for previous learning? 
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Yes, so long as you give evidence that you can satisfy the performance criteria for the subject(s) in which 
exemption is sought. If you think you may be entitled to exemptions, you should go through the subject 
descriptions in the College Handbook and make an initial assessment of those from which you believe you 
may be exempt. Then fill in the Exemption request form and submit your request with appropriate evidence to 
the HEAD OF STUDIES. 
  
* Do you have orientation? 
Yes. You will be given a full orientation on your first day at College, at which time you will also be given a 
Handbook that contains College information, academic regulations, and help in adjusting to your new 
environment. 
 
* Can I register for more than one subject per Term? 
To register for more than one subject per Term you will need to consult the Head of Studies. 
 
* Why is my name not on the roll? 
If your name is not on the roll, it may be because you have not paid your fees or you have registered in a 
wrong class. Please consult your Student Services Officer to have this sorted out. 
 
* When should I register? 
You should register as per registration dates indicated in your handbook. Please see Academic calendar for 
year 2004. 
 
* What happens if I register late or don©t register at all? 
No late registration will be allowed without prior approval from the Head of Studies. And if you don©t register 
your attendance for that term will be marked as zero. 
 
* How are subjects assessed? 
Assessment is competency based -- i.e. you need to provide your Trainer with the evidence that you meet a 
set of performance criteria for each subject. These are summarised in the subject descriptions in the Student 
Handbook, and are given to you in full when you begin each subject. The assessment methods vary between 
subjects, but include direct trainer assessment in class, project and assignment work, examination, and 
practical demonstration. 
 
* What happens if I receive a NYC (Not yet Competent) for a subject? 
NYC means that you are Not Yet Competent in that subject. Don©t panic! Provided you are attending and 
working normally, it would be most unusual for you to fail all of the performance criteria for a subject. Where 
only some of the criteria are not met, your trainer will set you additional work or tasks to satisfy those criteria. 
In other cases, the HEAD OF Studies may work with you to set a new study strategy that will depend on the 
subject and your level of understanding. A student is unable to repeat a failed subject more than once. When 
a student fails a subject more than twice he/she will be reported to DIAC for not meeting course requirements.  
 
* Can I have a copy of my transcript? 
You can receive an interim copy once a term by making a request from Student Services. Charges apply. 
 
* When will exam and assignment results become available? 
Student results are generally available approximately two weeks following the end of the term. Results are 
posted on the College notice board. 
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* Does AICL have attendance requirements? 
 
Attendance taken is used to monitor student progress and behaviour requirements, but is not reported as a 
breach. 
 
* What do I do if I work and cannot attend College at the prescribe time? 
To assist in this regard, AICL offers classes in the morning, afternoon and evening. College attendance 
comes before work commitment. You will have to make alternative arrangements to ensure satisfactory 
attendance. 
 
* Can I do a subject again? 
No, you cannot repeat a subject once you have received a "C". 
 
* What if I don©t have a subject that is being offered in a particular term? 
You need to see the Head of Studies to assist you in choosing a subject on a self-study/ project basis. You 
should attend school still for 20 hours. You will be allocated to a supervisor, your attendance will be marked 
and academic progress monitored. 
 
* When is the roll called during lectures? 
The roll is taken thrice every lecture. Late arrival or non-attendance will be marked as absent (Refer to Class 
roll policy) 
 
* Can I submit an assignment late? 
No, unless arrangements have been made with the Trainer or the Head of Studies. 
 
* How do I re-sit an exam? 
You may apply to re-sit an exam by consulting the Head of Studies. Re assessment fee may apply. 
 
* Can I change my course? 
You may change your course by consulting the Head of Studies and paying an administration fee in accounts. 
Please note when changing courses you will be required to pay extra for the subjects you have already 
completed/attempted in the previous course of study. 
 
* Can I change my class from morning to evening session or vice versa? 
Yes, you can but not during the term you have registered. At the beginning of next term you can change your 
choice of session. 
 
* Can I change my class from afternoon to morning /evening session or vice versa? 
No. 
 
* Do I need a computer at home? 
No. The College computer facilities are available Monday to Friday from 9.00am until at least 7:30PM pm and 
have many software applications and Internet resources. If you do have a computer at home, that©s a bonus. 
 
* What do I wear to College? 
All students are required to be neatly dressed and have a neat appearance at all times they are on campus.  
Shoes or sandals must be worn at all times, ripped jeans are not acceptable. 
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* Can I apply for a leave of absence? 
International students are not permitted to take a leave of absence except in the following exceptional 
circumstances. 
- Illness evidenced by a doctor©s certificate.  
- Exceptional compassionate circumstances, for example a bereavement (death in family). 
Please note: any leave of more than 6 months, authorised on any grounds, may lead to mandatory 
cancellation of your visa. 
AICL is obligated to inform the Department of Immigration, Multicultural & Indigenous Affairs (DIAC) of all 
students taking Leave of Absence. 
 
* How soon do I have to leave Australia if I cancel my program or my enrolment? 
You have 28 working days to leave Australia following the completion of your program. That is, 28 days after 
AICL releases the Certification of Results for your final term. If you wish to stay longer you must seek approval 
from DIAC. Please be aware that AICL is obliged to notify DIAC of your early completion. 
 
* What are the hours, and how does the timetable work? 
Session times are scheduled Monday to Thursday between 8:00 am to 1:00 pm in the morning session, and 
3:30 pm to 8:30 pm in the evening session. 
 
* Can I get additional help with subjects? 
Yes. Trainers and Head of Studies can spend additional time with you if you are having problems, either in 
understanding the subject or managing your work. 
 
* What do I get at the end of my program? 
You may be issued with two or three documents when you complete or terminate your program. An Australian 
Qualifications Framework (AQF) Statement of Attainment, which shows the national standard industry 
competencies you have achieved. All registered vocational training organisations in Australia now issue these 
documents, ensuring that your skills are recognised by all employers and other educational organisations 
nationwide. Your AQF Qualification or Qualifications. The qualification levels are Certificate III, Certificate IV 
or Diploma and are issued only if you achieve all the required competencies. An AICL Transcript of Results, 
which shows the grade you achieved in each subject, and is an indication to a future employer of the quality of 
your work. 
 

 
 
* Where is my class room/who is my teacher? 
The trainer and classroom details are available on the class lists, which are posted on the notice board.  This 
information is also available on the internal Confirmation of Enrolment document, which is available from 
Student Services.  Alternatively Student Services can provide this information. 
 
* Where do I get my student card? How long do they take to make? 
Student cards are available from Student Services.  Before a student card is available a student must request 
a card and provide a passport sized photograph to Student Services. Student cards are generally available 
after 5 days. 
 
* Where can I get a Reference letter? 
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To obtain a reference letter a Student Request form must be completed and returned to Student Services.  A 
fee may apply. 
 
* When are the College holidays? 
College holidays are noted on the Academic Calendar, which is available from Student Services and is 
displayed on notice boards. 
 
* How do I get my Medibank number/card? 
Approximately two weeks after a student starts their course, their Medibank number is available from Student 
Services.  This number can be taken to any Medibank office where a Medibank card will be issued.  Students 
should take some form of identification with them to the Medibank office (eg: a passport). 
 
* Where do I get a course outline? 
Course outlines are available from the following sources: 

·  Student Handbook 
·  Marketing department 
·  Display stands near Student Services 
·  The head of studies for the relevant course 
·  The AICL website 

 
* Where do I find out about the prices of courses? 
The Marketing Team can advise you about the prices courses of the cost of your courses. 
 
* How do I apply for Special Leave? 
Ask Student services for a Special leave request Form. Complete details requested on the form and attach 
any necessary documents to justify the request.  Return the form to Student Services and wait for approval 
from the Head of Studies.  Students should note that there are holidays built into the Academic calendar and 
additional leave can only be given for special circumstances. 
 
* How do I find what my student number is? 
Your student number by located by one of the following: 

·  It is printed on your student card 
·  By requesting it from Student Services 
·  By referring to the internal Confirmation of Enrolment form 

 
* How do I enrol in a new course? 
To enrol in a course you must fill in all details in the Enrolment Form and lodge with Accounts Dept. Along 
with attendance and results of courses previously attended, you will need to pay for the course at time of 
enrolment. Accounts will issue a receipt and an electronic Confirmation of Enrolment (eCOE) so that you can 
obtain or extend your visa. 
 
* How do I get a record of my attendance? 
Student Services can produce a Certificate of Attendance. This document states your attendance by 
percentage for each term. 
 
* Where do I find out about course information or brochures? 
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The Marketing Department can provide information on each of the courses available with AICL.  There are 
course brochures available from the display stands at Student Services. 
 
* Can you help me with finding accommodation? 
Student Services and Marketing can help you find accommodation through Home stay. This system provides 
you with a host family who will supply accommodation including breakfast and Dinner.  There are also other 
forms of accommodation that AICL can arrange such as twin share, home share, student lodge etc. 
 
* How can I stay in Australia? 
The Marketing department can help advise on various options depending on your visa and the country where 
you originate. 
 
* When will my student card be ready? 
Student cards usually take a week to make after providing a passport size photograph. 
 
* How can I get a Tax file Number? 
Student services can assist with obtaining a tax file number (TFN) by providing some information on how to 
apply for one. 
 
 

21 Discipline  
 
21.2.1 Underlying Principles 
 

·  AICL encourages positive behaviour management strategies with a foundation of mutual respect for 
teachers and students through consultation. 

·  The AICL Grievance Procedures outline the appropriate staff and steps to follow to solve problems. 
·  AICL staff must provide clear/fair boundaries and guidelines to be adhered to which will provide a 

safe learning environment. 
·  In all matters, a win-win situation is to be sought by all parties involved unless it 

involves a compliance issue. Then, legislative compliance and its consequences 
will be adhered to. 

 
21.2.2 Classroom Management 
 

·  AICL policies set must be implemented in a manner that facilitates positive classroom management 
and establishes a positive study environment. 

·  Teachers are expected to provide worthwhile, relevant tasks set at the appropriate level and delivered 
at an appropriate pace so that the students identify the value of each lesson. 

·  When behavioural problems arise, teachers are expected to try and distinguish between categorical 
behavioural problems and avoidance of failure symptoms. 

·  Teachers must share these difficulties with the Coordinator/Head of Studies or Academic 
Director/Principal to find a solution. 

·  Teachers must set fair, meaningful and consistent boundaries 
·  Students are encouraged to own their own behaviour. If students continue to ignore the AICL Policies, 

appropriate action will be taken. 
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21.2.3 Providing Support 

·  While the boundaries for positive behaviour are set by various AICL policies, recognition of the fact 
that AICL students are overseas students, a special understanding must be undertaken. 

·  Teachers are expected to try and understand the ªwhole personº and realize that these students may 
be having life management difficulties such as homesickness that directly affect their approach to 
learning. 

·  Students must learn that the culture in Australia is both transparent and fair. Therefore, the AICL 
Grievance Procedure outlines the steps to be taken in this environment to solve problems they may 
be experiencing. 

·  In all situations where difficulties arise, the role of the Principal is to provide support for the student, 
teacher and guardians/parents. 

 
 
21.2.4 Corporeal Punishment 

·  AICL expressly prohibits the use of corporal punishment as a means of discipline. 
·  Any AICL staff member that utilizes corporal punishment as a means of discipline will be 

automatically released of their duties. 
·  If any AICL staff member becomes aware that a student under 18 years old is being subject to 

corporal punishment by a guardian/parent/etc. the matter must be reported to the Academic 
Director/Principal who will contact relevant authorities. 

 
 
21.2.5 Harassment, Victimisation and Bullying 

·  AICL provides a safe learning and working environment and expressly prohibits harassment, 
victimisation and bullying of any student or staff member. 

·  All staff and students can refer to the AICL policies on harassment, victimisation and bullying. 
·  All allegations regarding harassment, victimisation and bullying can be dealt with in consultation with 

the appropriate senior management staff member who is obligated to ensure confidentiality and 
protection. 

·  Any student found not complying with the appropriate codes of conduct and engaged in harassment, 
victimisation or bullying will face expulsion 

·  Any AICL staff member found not complying with the appropriate codes of conduct and engaged in 
harassment, victimisation or bullying will face termination of employment 

·  In all cases, conditions of the NSW Antidiscrimination Act 1977 will be followed and adhered to by 
both staff members and students at AICL. 

 
21.2.6 Dress Code 
 

·  All Hospitality Management Students must wear formal business attire in the classroom.  
·  All Hairdressing students must wear all black/white, salon appropriate attire.  
·  No jeans, T-shirts, sweat shirts, jogging shoes. 
·  Teachers may mark them absent if presented in non-formal dress. 
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22 Access and Equity 
 
AICL staff will show no discrimination towards any group or individuals in any form, inclusive of: 

·  Gender 
·  Pregnancy 
·  Race 
·  Colour 
·  Nationality 
·  Ethnic 
·  Ethno-religious background 
·  Marital status 
·  Physical or intellectual or psychiatric disability, or any organism capable of 

causing disease 
·  Homosexuality (male or female, actual or presumed) 
·  Age (in relation to compulsory retirement) 

 
 
AICL staffs have the responsibility to: 

·  Work to the best of his/her ability and provide quality service to customers and 
colleagues 

·  Recognize and respect the skills and talents of other staff members 
·  Act to prevent harassment, discrimination and bullying against others in our 

workplace 
·  Respect cultural and social differences among your colleagues and customers 
·  Treat people fairly (Don't discriminate against, harass or bully them) 
 

Assess and Equity principle on assessments 
 
AICL may adjust in assessment process and assessment tools to suit the people with disabilities if needed.  
While doing such adjustment, assessor will change the assessment process or context of the assessment or 
type of assessment tools to meet the need of person with disability. However, AICL will not change the 
competency outcomes and competency requirement that is needed to be competent in the unit will not 
change. 
 
Assessors are also encouraged to apply good practical assessment methods   while assessing people with 
disability. 
 
 

23 Privacy Related to Student Information 
 
 Government Agencies 
 

·  Personal information regarding AICL students must be made available to 
Commonwealth and State agencies without the student's permission 
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Information about a student from the student 

·  Students will be given access to all information kept on their file based upon 
written or verbal (interview) request 

·  Email requests from students for documents cannot be processed. Students 
must write a formal letter with their signature on it and then the 
information/documents will be processed 

 
Information about a student from a third party 

·  Information requests about students form a third party will be denied unless there 
is written consent from the student. 

·  If a student is under 18 years old and the written request comes from their 
parent(s) with a signature that matches the parent(s) signature on the student 
file, the information will be processed. 

·  If a student is under 18 years old and the written request comes from their 
guardian(s) with a signature that matches the guardian(s) signature on the 
student file, the information will be processed. 

 
In all cases, conditions of the Privacy & Personal Protection Act 1998 will be followed and adhered to by both 
staff members and students at AICL. 
 

24 Occupational Health and Safety 
 

·  All students and staff will be informed of the appropriate Occupational Health and Safety 
procedures in case of emergency (e.g. Fire, bomb scare, earthquake, etc.) 

·  Students will be informed verbally during the induction session and in writing on a fact 
sheet that references emergency exit points, fire-extinguisher locations etc. 

·  AICL agrees to abide by the Occupational Health and Safety Act 2000 to protect the 
health, safety and welfare of staff and students through the provision of safe learning 
environments and equipment 

·  Students are entitled to safe and functional training equipment and lighting 

25 Special Attendance Condition 
 

·  Under Code 40, students do not need to study full time if they are repeating a failed unit in 
their FINAL SEMESTER.  

26 Student Deferral/Suspension/Cessation of Studies 
Normally students defer because of bereavement, illness or exceptional circumstances beyond the student's 
control. 
 
New Student Deferring 
Student informs AICL in writing requesting for deferral and put a reason and supporting documents.  We put 
the hardcopy of the request in the student file and update our student database.  In some cases, the existing 
COE maybe cancelled and a new COE is re-issued for the student. 
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Existing Students Deferring Process 
·  Student fills up an AICL Change Request Form and fill in the Course Deferral section with supporting 

documents 
·  Student will then be interviewed by the Head of Studies/Coordinator for approval 
·  AICL Administration will process the form by 

- Updating student database 
- Updating PRISMS in the Course Variation/Course Deferral section 
- Print the course variation letter generated by PRISMS and put a copy of 

the letter and supporting documents in the student's file 
 
Existing Student Suspending Studies 
Student fills up a Change Request Form, Course Deferral section with supporting documents (if applicable).  
Head of Studies will interview them for approval. Admin processes the form, update student database, 
updates PRISMS, Course Variation, Course Deferral section.  Print Course Variation letter generated from 
PRISMS, and put letter and supporting documents in student file. 
 
Cessation of Studies 
If a student fails to return for classes or does not commence studies and fails to inform AICL, then they are to 
be reported for cessation of studies. 
Reporting on PRISMS 
In each of the above cases, reporting on PRISMS must be done within 14 days. 
Provider Initiated Suspension 
AICL reserves the right to suspend a student for misbehaviour. Suspended students will be informed of AICL's 
intention to suspend or cancel the student's enrolment. Students will then have 20 working days to access 
AICL's internal complaints and appeal process. The actual suspension or cancellation will become effective 
after the internal process is completed unless there are extenuating circumstances relating to the welfare of 
the student. The provider initiated suspension process will be completed prior to reporting through PRISMS. 

Language, Literacy and Numeracy Skills 
 
In everyday workplace tasks it is common for a person to use and respond to spoken and written language 
and use numeracy skills at the same time. These skills are applied within a cultural context that needs to be 
interpreted and responded to appropriately. 
 
At AICL: 

·  The level of language, literacy and Numeracy involved in delivery will be 
appropriate for the level required in the workplace 

·  As the entry requirements stipulate that students are required to have: 
- Year 12 or above 
- IELTS 5.5 or above 

·  The academic and English language entry requirements are appropriate for 
adequate communication at the level of delivery and assessment expectations 

·  AICL ELICOS College provides English language preparation that covers the 
four macro skills and support for students 

 
Students enrolled in any AICL certificate/diploma course that experience any language, literacy or numeracy 
problems with their studies: 
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·  Language, literacy or numeracy issues are first detected by the lecturers who 

report them to the Service & Hospitality Coordinator. 
·  The lecturer, student and Coordinator meet to assess the situation 
·  The AICL ELICOS Assistant Director of Studies will be called in to conduct an 

English language analysis using internal tests 
·  After the test results are finalised, a decision is made in consultation between the 

ADoS, Coordinator, lecturer and student whether private tuition or short term 
language is required before returning to their principle studies, 

·  All interview details; tests and results are kept on the student's file. 
·  Should a student require private tuition, they can choose to use an AICL teaching 

staff member or an external tutor. 
 

27 VETAB 
 

·  VETAB is the State/Territory Registering Authority that audit AICL's Service & 
Hospitality/Commerce Colleges 

·  A key part of VETAB's role is to monitor RTO compliance with the AQTF Standards. 
·  The functions of the Vocational Education and Training Accreditation Board (VETAB) are 

guided by the following legislation: 
•   Vocational Education and Training Act 2005 
·  The Education Services for Overseas Students Act 2000  

·  In accordance with Section 6 of the Vocational Education and Training Act 2005, the 
function of VETAB is to register training organisations, accredit vocational courses, and 
issue guidelines in relation to the registration of training organisations, the accreditation 
and approval of vocational courses 

·  In order to achieve its objectives under the NSW Vocational Education and Training Act 
2005 and fulfil its responsibilities as the registering/course accrediting body in New South 
Wales, VETAB has developed a range of policies and procedures. These form the basis of 
a VETAB Quality Management System for the Quality Assurance Services Directorate of 
the NSW Department of Education and Training, which supports VETAB.  

·  The basis of the audit centres on the AQTF Standards for Registered Training providers, 
ESOS Act 2000, National Code and VET Act 2005 

·  VETAB audits AICL every 5 years for re-registration 
·  VETAB audits AICL every time a variation to scope is submitted as all AICL courses are on 

CRICOS 
·  VETAB audits AICL every time there is a major change such as relocation, added 

campuses, etc 

28 Industry Placement 
 
Students will be required to complete a practicum in industry as part of their studies at AICL/TAFE. The 
following hours are required: 
 

·  Hairdressing: 180 hours 
·  Hospitality: 50 hours 
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These industry practicum hours must be completed in order to get credentials to pass the course 
 
It follows that students have to find their own work placement after the completion of the 180 hours practicum 
in hairdressing and 50 hours in hospitality. AICL will still give service, which is free of charge in terms of: 
 

·  Assisting students in creating and developing a resume or CV. 
·  Preparing the students for how to handle interviews 
·  Giving assistance on how students should present themselves and other preparation needed so that 

they will be confident to get their own job placement 
·  Giving tips on how to find jobs from the internet or other media 
·  Students requiring this help can make an appointment with the Student Services Coordinator or 

consult their lecturers 

29  Student Records 
 
In accordance with current regulations, all AICL student records are maintained for a period of 30 years. In the 
event of reissue of a qualification or a statement of attainment or a closure, these records will be transferred to 
VETAB, the NSW State/Territory registering body. 
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30 Legal Services  
 
In case if the student needed legal services they can contact legal aid office. Legal Aid NSW is established 
under the Legal Aid Commission Act 1979 
of New South Wales and is an independent statutory body. They provide legal aid and other legal services to 
disadvantaged people. They also provide services that aim to avoid court disputes such as family dispute 
resolution (mediation) and community legal education programs.  For more details please visit: 
www.legalaid.nsw.gov.au 
 
Legal Aid has a head office in Sydney and 20 metropolitan and regional offices. Family law advice is available 
without an appointment at our head office in Sydney. Parramatta office has clinic days for family law advice on 
Monday, Wednesday and Friday 9.30am to 12.30pm and 2pm to 4pm. 
 
To make an appointment on other matters or at another location, contact your nearest office. 
 
Head Office 
Ground Floor, 323 Castlereagh Street, SYDNEY NSW 2000 
Tel: (02) 9219 5000, Fax: (02) 9219 5935, TTY: (02) 9219 5126 
PO Box: K847, Haymarket 1238, DX 5 SYDNEY 
 
If there is no office near you please call: 
Law Access NSW on 1300 888 529 or 1300 889 529 TTY 
Website: www.lawaccess.nsw.gov.au 
 
Is Legal Aid free? 
Legal advice is not means tested and you do not need to apply for legal aid to get free legal advice. This 
means that anyone can receive a free legal advice session from Legal Aid. Sometimes the advice you get will 
be enough to help you decide if you can resolve your legal problem without a lawyer.  
  
If you need more than a legal advice session you will usually have to pay some money towards the cost of 
your case. The amount depends on your financial situation and the area of law.  In some cases you may have 
to repay the full cost of your case when it is finished. 
 
Student may contact DC Balog  & Associates if they further legal advice. Students need to pay fee if they want 
to access this service. 
Please contact David Balog on 8268 5700, visit the office on Suite 129, 8th Floor, 267 Castlereagh Street, 
SYDNEY NSW 2000
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Notification of address and contact details  
It is an Immigration requirement that you provide your current contact details to your education provider 
(AICL) within 7 days of change.    
 
This is enforced so that if you receive a letter from Immigration to go and speak with them you are ASSUMED 
to have received the letter.  If you do not reply to some requests from Department of Immigration and 
Multicultural Indigenous Affairs (DIAC) your visa MAY BE CANCELLED. 
 
Student ID:  

Name 

First Name:  

Family Name:  

Preferred Name  

Date of Birth (dd/mm/yy): ______/________/________ 

Your Address in Australia 

Street number and name:  

Suburb:  

Post Code:  

Telephone Numbers in Australia 

Home:  

Work:  

Mobile:  

Fax Number:  

Email:  

 
Signature: ___________________________ Date: _____/_____/_____   (dd/mm/yy) 
Note:  The information that you provide may be made available to Commonwealth and State agencies and the 
Fund Manager of the ESOS Assurance Fund, pursuant to obligations under the ESOS Act 2000 and the 
National Code. 
Office use only 
Date received: _____/______/______ Photocopy of Passport made:  __ 
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Student Information Sheet 

Course:         Intake Date: 

Student ID:  

Student ‘s Full Name:  

Date of Birth (dd/mm/yy): ______/________/________ 

Gender  

Information in Australia 
Address: 
 

 

Telephone Number  

Mobile Number  

Email Address:  

Country of Birth  

Passport Number   

Home Country Details 

Address:  

Country:  

Telephone number  

Academic and Language Prerequisite 

Academic Prerequisite:  

Language prerequisite:  

COE attached:  

Students Declaration 
I hereby declare that I have completed the followings: 

·  Submitted copy of all academic and language prerequisite documentation 
·  Submitted copy of my passport 
·  Attended AICL orientation session 
·  Understand the student obligations at AICL 
·  Collected AICL COE with timetable information 
·  Collected AICL Memory Stick/USB Drive 

 
Student's Signature:        ___________________________ Date: ______________ 
 
AICL Officer's Signature:  ___________________________     Date:  ______________ 
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31 Student acknowledgment  
 
 
I _____________________ hereby acknowledge that I have attended the orientation program for new 
students and that I am aware of AICL policies and procedures, rules and regulations. 
 
 
 

Student ID#  

Student Signature   

Date  

 
By signing this declaration, I agree that Australian Institute of Commerce and Language (AICL), its officers, 
teachers, employees, representatives and agents shall not be held responsible and/or be under any liability as 
far as permitted by the laws of Australia and/or will not make any claim against them for the student's death, 
bodily injury, disability, loss, damages and/or property damage which may be sustained by the student.  
 
This includes claims, which may be caused by the student in connection with or during the period of the 
student's attendance at any premises operated by Australian Institute of Commerce and Language, the 
student attending activities and/or excursions and/or in any accommodation arranged for the student.  
 
Furthermore, I agree to pay any direct and/or indirect costs incurred by AICL in relation to these activities 
and/or excursions organised by or on behalf of or with the assistance of Australian Institute of Commerce and 
Language or which the Institute has knowledge. 
 


