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1.0 Introduction

1. The Procedures Manual for Sequentially Delivered Programs by

AICL/TAFE documents all procedures performed in the sequential
delivery of all programs by the Australian Institute of Commerce and
Language and TAFE NSW - Sydney Institute. It is structured so that
all compliance procedures between AICL and TAFE NSW - Sydney
Institute are acknowledged and carried out in accordance with the
legislation outlined in the ESOS Act, VETA Act and AQTF Standards.

. The procedures outlined in the Procedures Manual for Sequentially

Delivered Programs by AICL/TAFE are for implementation during the
student’s program delivery at TAFE NSW - Sydney Institute.

2.0 Payment Schedule & Refund Policy

2.1

Tuition fees for students

2.1.1 1% installment for tuition fees will be for 6 months (one semester)

paid two weeks prior to course commencement.

2.1.1 Materials fees must be paid in full with the 1% installment

2.1.2 2" installment must be paid at least 2 weeks before the start of the
next semester

2.1.3 3" installment must be paid at least 2 weeks before the start of the
next semester

2.1.4 4" installment must be paid at least 2 weeks before the start of the
next semester

2.1.5 Sliding scale is AUD$50.00 (cumulative) for every week/five
working days that students are late paying fees

2.1.6 AICL Administration Department/Student Services to set the
schedule for reminder letters to be sent out in time for early/on
time payments

2.2 Financial and Non-financial Students

2.2.1 AICL Accounts to fax a list of financial to TAFE International
Manager and head teachers on the first day of each new semester.

2.2.2 All non-financial students will not be allowed to enter classes until
they are financial

2.2.3 TAFE head teachers will advise non-financial students to meet with
AICL Finance & Administration Manager immediately to make the
fee payment.

2.2.4 When payment has been received, AICL Accounts will fax TAFE
International Manager and head teachers to inform them that
payment has been received and the student may return to class.
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2.3  Failing subjects at TAFE

2.3.1 If a student fails individual modules that do not impede the
students academic progress, the fee for reassessment is dealt with
by TAFE

2.3.2 Head teacher will refer to the TAFE reassessment payment
schedule for international students and inform the student of the
amount to be paid

2.3.3 Students must pay the money DIRECTLY TO THE TAFE CAMPUS
where they are studying.

2.3.4 When students have paid the reassessment fee, they will provide
evidence to the head teacher who will then reassess them.

2.3.5 If a student has failed a significant number of modules and must
repeat the whole semester, then payment is made directly to AICL.

2.3.6 When a student has paid to repeat, they will be included into the
upcoming group the following semester at the same TAFE campus.

2.4  Refund Policy

2.4.1 Refund requests can only be made at AICL

2.4.2 Students requesting a refund must make an appointment to meet
with AICL Manager of Finance and Administration

2.4.3 Refund policy is as stated on the AICL Hairdressing & Hospitality
Student Enrolment Form

2.4.4 Materials exemption: If students require an exemption for
materials, the TAFE Head Teachers will assess the student’s
materials and fill in the Materials exemption form and fax it to
AICL’s Manager of Finance & Administration in the first two weeks.

3.0 Orientation, Late Arrivals & Transfer of Students

AICL Student Orientation for the sequentially delivered programs will be
scheduled for the published start date for each intake on the Monday at
AICL and student attendance is compulsory. Students need to bring the
following to orientation:

x Passport (1 x copy of front & visa page)

x Academic and language prerequisites (if not previously submitted)

AICL Orientation starts at 8:30am

3.1  AICL Orientation
3.1.1. Students will meet at AICL for the welcome orientation
3.1.2. Students line up at reception to have their passport photocopied
and allocated a green or red ticket with a number on it (green fully
financial/red partially financial)
3.1.3 Students will complete 2 x original/signed copies of the AICL
Stu dent Information Sheet
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3.1.4 Students will give one signed/completed copy to AICL registration
staff and note it on the AICL Master Registration Sheet

3.1.5 AICL registration staff will give students a copy of their ECOE and
AICL Student Handbook

3.1.6 Students will be called by ticket colour/number to the campus
allocation desk to register for their TAFE campus. Green tickets will
be called first, then red tickets after that in nhumeric order.

3.1.7 Students will be given the orientation details that pertain to the
campus/class selected. As numbers are limited, campus/class
selection will close once the maximum number has been reached.

3.1.8 Students will take the signed AICL Student Information Sheet and
ECOE with them to the relevant TAFE Orientation

3.1.9 AICL student documentation includes:

x Student Information sheets (2 x copies)

x COE

x AICL Student Authorisation letter

x TAFE Permission to release grades to AICL

3.1.10AICL Orientation Program includes:
x Welcome/Introduction to key AICL and TAFE staff
x How the sequentially delivered programs work
x Attendance, academic progress, counseling procedures as
per sequential delivery/operations
Administration procedures
Special leave requests
Industry placement requirements
Installment payment procedures
Explanation of forms to be given to TAFE
x TAFE campus allocation
3.1.11TAFE orientation details to be reminded and clarified

X X X X X

3.2 TAFE Orientation

3.2.1 On arrival students to register and give TAFE registration staff their
signed AICL Student Information Sheet and ECOE
3.2.2 TAFE Orientation Program includes:
x Welcome/Introductions
TAFE information packs including Student Guide
Enrolment
Allocation into groups
Timetable
College tour
x Fitting of uniforms (for late hospitality students only)
3.2.3 Students will not be allowed to start their hospitality course until
they have the approved uniform
3.2.4 Students who do not attend the orientation will be categorized as
late arrivals and will comply with the guidelines contained in section
3.3 below

X X X X X
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3.3 Late Arrivals

Students who arrive late will comply with the following:
3.3.1 Students who arrive within the first week of delivery may enter their

class.

3.3.2 Students who arrive after the first week may lose their place in the
course in which case they will have to join the following semester intake.
3.3.3 Students who arrive late in the first week must go directly to AICL
Head of Studies-TAFE Programs and Principal for an interview to

X
X
X

x

Fill in the AICL Late Arrivals Form

Check students financial status

Student to complete the AICL Student Information Sheet

(2 signed copies)

AICL to collect one copy of the AICL Student Information
Sheet for the student file

Give student ECOE and AICL Student Handbook

Explain the sequential delivery procedure and policies
AICL staff to contact TAFE Head Teacher/course
coordinator to obtain appointment for student’s
orientation/enrolment. Details of appointment including
date, time, place and TAFE staff member who will be
enrolling student to be recorded on the Late Arrivals
form.

Copies of form to be given to student who will give one
copy to TAFE Head teacher/course coordinator on arrival
at the college at the appointed date and time.

3.3.4 Then, the late arrival student must go directly to the TAFE Course
Coordinator at the appointed date/time with the documents for
enrolment, registration and orientation

3.3.5 Students who know that they will be unavoidably late (ie waiting
for a visa) MUST contact AICL in advance and ask for special
permission prior to the orientation date.

3.3.6 AICL marketing team will ensure that agents and prospective
students are made aware of the compulsory attendance at
orientation and the need to arrive on time.

3.4 Transfer of Students from TAFE to AICL

3.4.1 At the end of each semester before the students are due to return to AICL
to start the diploma component of their studies, the TAFE Head Teacher
at each campus will fill in AICL & TAFE Hospitality/Hairdressing Returning
Students Results Summary
- Students who have clearly passed need to be identified by ticking
"yes" and no other information will be required

- Students who have passed everything except one or two assignments
need to be identified by ticking "yes provisional"

- Students who have failed and must repeat need to be identified by

ticking "no"
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- In the Instructions section: yes prov. (please note what assessments
need to be submitted and what date) and no (please note the duration
student will be required to repeat)

- In the Duration section: yes prov. (please note the duration it will
take to resubmit ) and no (please note whether it is a full term or
semester that the student needs to repeat)

# If a student is repeating for one term or one semester, the rules of
attendance for a minimum of 20 hours per week must apply and students will
not be granted any leave even if they have successfully completed one or two of
the modules previously.

3.4.2 Steps

3.4.2.1 AICL to send a soft copy of the "AICL & TAFE Hospitality Returning

Students Results Summary" to all TAFE Head Teachers/Coordinators

3.4.2.2 TAFE Head Teachers/Coordinators to fill in one form per group (as

shown above)

3.4.2.3 TAFE Head Teachers/Coordinators to fax the form back to Head of

Studies-TAFE Programs AICL on the last day of the semester or the
Monday/Tuesday of the following week

3.4.2.4 AICL will use the information contained in the "AICL & TAFE Hospitality

Returning Students Results Summary" to register students into the
AICL diploma component or collect fees from students repeating a
term/semester and register them into TAFE class lists.

3.4.2.5 AICL needs to receive these as quickly as possible at the end of the

semester as students will pay their fees according to the information
contained in the "AICL & TAFE Hospitality Returning Students Results
Summary" and fees are due two weeks prior to semester

4.0 Student Cards

4.1 AICL Student Card

4.1.1

After students have been allocated a class, they must go to the room

allocated for student photos for ID cards

4.1.1

4.1.2

Two weeks later the student cards will be ready and students can collect
from AICL administration staff

All students must carry their AICL student card even while delivery is
being conducted on TAFE premises

TAFEcard

Students must fill in TAFE Enrolment Forms to be processed

After processing, students will have their photographs taken for the

TAFEcard

The TAFEcards are mailed to the student’s home address after enrolment
The TAFEcard service is provided free and provides identification, access
to the TAFE library and other services in the TAFE college.
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4.2.5 The TAFEcard must be carried at all times while on the college grounds,
students must present their TAFEcard to any member of TAFE staff who
asks for identification

4.2.6 Students must contact their TAFE Course Coordinator if they have:

1. Problems using their TAFEcard

2. Lost their TAFEcard (a replacement fee applies)

3. Missed the TAFEcard enrolment photographic session
4. Not received their TAFEcard in the post

4.3 Overseas Student Health Cover

1 All AICL package students will already have a health cover card issued
.2 New students who have not received their health cover card must wait for
approximately 4 weeks till Medibank send the reference nhumber to AICL
administration
4.3.3 Students must go to AICL administration to receive their reference
number
4.3.4 Students go to Medibank office with their reference number and passport
to collect their health cover card
4.3.5 If a student is ill or unfortunately injured, he/she should go to see a
doctor. The student is expected to have finances to cover the fee for
treatment or medicine in the clinic/hospital.
4.3.6 Then the student could claim part of the fee he/she paid by visiting office
of the Insurance Company for their Overseas Students Health Cover:
Medibank Private, for example.

5.0 AICL Compliance Forms

The following forms are used to ensure compliance and students must allow at
least 5 working days for processing after their request has been received. The
forms are:

Student Request Form

Subject Exemption Form

Appeal for Reassessment / Subject Grade Form
Change Request Form

Change of Contact Details Form

Application for Special Leave (database generated)
. Termination Form

NOUAWN -

5.1 Students Request Form

The AICL Student Request form is used when a student wants to request a
reference letter, attendance letter, academic record, or Statement of Attainment

The following process is used for processing the Student Request Form

5.1.1 Student goes to AICL reception to fill in the AICL Student Request
Form

5.1.2 Student fills in the Student Request Form with details of the request
and allows at least 3 working days for processing.
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5.1.3 Student can collect the required documents from AICL reception.

5.2 Subject Exemption Form

The TAFE Subject Exemption Form is used when a student is applying for
Recognition of Prior Learning.

5.2.1 Students who have a Statement of Attainment/Academic Transcript from
another Australian Institution will be granted appropriate credit

5.2.2 Students who have a Statement of Attainment/Academic Transcript from
another country will only be granted appropriate credit if the issuing institution
is recognised on the NOOSR list.

5.2.3 The following procedure if used for processing the Subject Exemption
Form

5.2.3.1 Student gets the TAFE Subject Exemption form from the Course
Coordinator at TAFE.

5.2.3.2 Students fills in the TAFE Subject Exemption form, attaches all
previous transcripts and submits to the Head Teacher at TAFE

5.2.3.3 The Head Teacher at TAFE will either approve or reject the subject
exemption request and return the forms to the TAFE Course Coordinator.
5.2.3.4 The Course Coordinator will inform the student the outcome of
their request

5.2.3.5 The Course Coordinator will send the Subject Exemption form and
attached documents to the AICL Head of Studies-TAFE Programs for
cosign-off

5.2.3.6 The Head of Studies-TAFE Programs will forward the Subject
Exemption form/documents to AICL administration for inclusion on
student database / student file

5.2.3.7 Students granted subject exemptions must still attend a minimum
of 20 hours per week to comply with student visa regulations.

5.3 Appeal for Reassessment /Subject Grade Form

The TAFE Appeal for Reassessment /Subject Grade Form is used when a student
is applying for reassessment of a grade awarded by the teacher.

5.3.1 The following procedure is used for processing the Appeal for
Reassessment /Subject Grade Form

5.3.1.1 Student gets the Appeal for Reassessment /Subject Grade Form
from the Course Coordinator at TAFE.

5.3.1.2 Students fills in the Appeal for Reassessment /Subject Grade
Form, attaches assignment for appeal and submits to the Head Teacher at
TAFE
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5.3.1.3 The Head Teacher at TAFE will either approve or reject the
appeals request in consultation with the teacher and return the form to
the Course Coordinator.

5.3.1.4 The Course Coordinator will inform the student the outcome of
their request

5.3.1.5 The Course Coordinator will send the Appeal for Reassessment
/Subject Grade Form and attached documents to the AICL Head of
Studies-TAFE Programs for cosign-off

5.3.1.6 The Head of Studies-TAFE Programs will forward the Appeal for
Reassessment /Subject Grade Form to AICL administration for inclusion
on student database / student file

5.3.1.7 There is a reassessment fee per practical assessment item to be
paid directly to TAFE. Amount will be according to assessment
requirements

5.4 Change Request Form

5.4.1 The AICL Change Request Form is used when a student is applying to
change their course of studies or defer.

5.4.2 Students requiring the Change Request Form must go to AICL and make
an appointment with the AICL Head of Studies-TAFE Programs for an interview.

5.4.3 The Head of Studies-TAFE Programs will inform the TAFE Course
Coordinator of the outcome.

5.5 Change of Address or Contact Details

5.5.1 The AICL Change of Address or Contact Details Form is used when a
student moves their residence or changes any of their contact details.

5.5.2 The following procedure is used when a student fills in a Change of
Address or Contact Details Form

5.5.2.1 Students go to the TAFE Course Coordinator to fill in the Change
of Address or Contact Details Form.

5.5.2.2 The Course Coordinator will update the TAFE files and fax/send
the Change of Address or Contact Details to the AICL Head of Studies-
TAFE Programs.

5.5.2.3 The AICL Head of Studies-TAFE Programs will pass the
information to AICL Administration to update the database / student file
5.5.2.4 TAFE to do a regular check for updating purposes.

5.6 Application for Special Leave

5.6.1 The AICL Application for Special Leave is used when a student requires
leave for illness or misadventure.

5.6.2 The Maximum time for special leave is two weeks class time plus two
weeks holiday
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3.6.3 Any student applying for special leave going beyond that length with
reasons of health problem or urgent family matter will be asked to defer the
course

5.6.3 As student holidays are scheduled into the sequentially delivered
programs, student are not permitted to take holidays during term time.

5.6.4

The following procedure is used when a student applies for special leave.
5.6.3.1 Students go to the TAFE head teacher/course coordinator and fill
in an AICL Interview Form detailing the reason for the special leave and
strategies on how they could catch up on missed work/assignments and
the TAFE input regarding the leave application.
5.6.3.2 Students then go to AICL reception to fill in the request for
Special Leave form and include copy of the signed AICL Interview form
5.6.3.3 The AICL Head of Studies-TAFE Programs will interview the
students to fill in the form and include documentation (medical
certificates, airline tickets, etc)
5.6.3.4 AICL Head of Studies-TAFE Programs will contact the TAFE
coordinator to discuss the impact on studies and negotiate the duration.
5.6.3.5 TAFE Course Coordinator will consult with Head Teacher to gain
approval/rejection (TAFE input) with sign-off
5.6.3.6 If all documents are in order and show a valid reason, AICL Head
of Studies-TAFE Programs/ Principal will give final sign-ff and grant the
student special leave.
5.6.3.7 Head of Studies-TAFE Programs will give the information to AICL
administration to enter information on student database/student file.
5.6.3.8 AICL Head of Studies-TAFE Programs will fax TAFE Course
Coordinator of the outcome to share with the student.
5.6.3.9 If a student still takes leave without permission, they will marked
absent and the procedure for non-attendance will be followed.

5.7 Termination Form

5.7.1 The AICL Termination Form is used when a student requires termination
from the course.

5.7.2 Students requesting termination to either return to their home country or
change provider must get the Termination Form from AICL reception only and
make an appointment with the AICL Head of Studies-TAFE Programs for an
interview.

5.7.3 The student must bring supporting documentation to the interview to
attach with the Termination Form.

5.7.4 The AICL Head of Studies-TAFE Programs will inform AICL administration
of the outcome of the interview and the information will go onto the AICL
Student Database and student file

5.7.5 AICL Head of Studies-TAFE Programs will fax the termination form to TAFE
Course Coordinator with the outcome.
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6.0 Reporting Attendance, Academic Progress, Welfare &

Grievance Resolution

In compliance with the ESOS Act, AQTF and VETA Act and the conditions set out
in the agreement between AICL and TAFE NSW - Sydney Institute, AICL has
been approved by VETAB to act as the primary education provider responsible
for all compliance and welfare issues.

6.1 Attendance Monitoring

AICL follows the DEST/DIAC Course Progress Policy and the following attendance
recording procedure involves the smooth transition of attendance records from
TAFE to AICL, as students must have 65% attendance to pass the course.
Stud ent attendance is recorded only for the purpose of monitoring and behavior
requirements, as student attendance is not reported as a breach on PRISMS
under the DEST -DIAC Course Progress Policy.

6.1.1 TAFE teacher will take the attendance each session
and record it onto the TAFE Database which will store
the attendance electronically in accordance with the
guidelines in TAFE NSW "“2003 Attendance and
Participation  Audit Information Package” and
“Supplement Classes - Roll Book Policy — Interim”

6.1.2 At the end of each fortnight, the TAFE Course
Coordinator will transfer the attendance report and
any information regarding student counseling/warning
letters regarding attendance to AICL Head of Studies-
TAFE Programs in the form of a soft copy report with
attachments where necessary.

6.1.3 AICL Head of Studies-TAFE Programs will check the
attendance and any attached documents to see if
intervention/further action is required by AICL.

6.1.4 Head of Studies-TAFE Programs will sign off on the
attendance information submitted and pass it to AICL
administration for entry onto the AICL student
database and hard copy files

6.1.5 TAFE backs up all student attendance information and
the guidelines are on the TAFE/DET intranet

6.1.6 If the student does not respond or commence within
14 days, they will be repo  rted on PRISM for cessation
of studies .
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6.2 Academic Progress Monitoring

AICL follows the DEST/DIAC Course Progress Policy and the following procedure
involves the smooth transition of academic records from TAFE to AICL

6.2.1

6.2.2

6.2.3

6.2.4

6.2.5

6.2.6

TAFE teacher will record the academic progress onto
the TAFE Database which will store the grades
electronically in accordance with the guidelines in
TAFE NSW "“2003 Attendance and Participation Audit
Information Package” and “Supplement Classes - Roll
Book Policy - Interim”

At the end of each term, the TAFE Course Coordinator
will transfer the student academic results and any
information regarding student counseling/warning
letters regarding academic progress to AICL Head of
Studies-TAFE Programs in the form of a hard copy
report with attachments where necessary.

AICL Head of Studies-TAFE Programs will check the
academic results and any attached documents to see if
intervention/further action is required by AICL.

AICL Head of Studies-TAFE Programs will sign off on
the academic results submitted and pass it to AICL
administration for entry onto the AICL student
database and hard copy files

If a student is not meeting course requirements, TAFE
Course Coordinator will contact the AICL Head of
Studies-TAFE Programs as soon as the problem
becomes apparent so that rectification can be
addressed immediately.

TAFE backs up all student grades and the guidelines
are on the TAFE/DET intranet

6.3 Attendance & Academic Progress Counseling

The following procedure involves discreet and supportive transfer of information
from TAFE to AICL regarding student-counseling issues

6.3.1

6.3.2

6.3.3

6.3.4

6.3.5

TAFE Course Coordinator will consult with the student
and record the details using an AICL Student Interview
Form

At the end of the interview, both the TAFE Course
Coordinator and student will sign the interview form.
Three copies of the form to be made so that TAFE,
AICL and the student have a copy of the signed
student interview form.

TAFE Course Coordinator will include copies of the
Student Interview form in the fortnightly report from
TAFE to AICL.

If the issue is grave, the TAFE Course Coordinator will
contact AICL Head of Studies-TAFE Programs to give
immediate support.
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6.4 Grievance procedure

6.4.1

6.4.2

6.4.3

6.4.4

6.4.5

6.4.6

6.4.7

6.4.8

6.4.9

6.4.9.

Students will file their grievances in accordance with
the procedures of the venue of their course.

Students at the certificate level of these programs will
be in TAFE premises and will follow TAFE procedures.
When students are at the diploma/advanced diploma
level of their Hairdressing or Hospitality programs,
students will be at AICL premises and will therefore
follow AICL procedures.

At any time that the students have any concerns
about the progress of their grievance at TAFE, they
can approach AICL Head of Studies-TAFE Programs
who will consult with the proper TAFE personnel.

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

Student enrolment/attendance while the complaints
and appeals process is ongoing must be maintained.

The process commences within 10 working days of
lodgm ent and finalized as soon as practicable

ACPET is the official External Complaints and Appeals Body

TAFE Grievance Procedure

1 If the student has any complaint(s) about the
services provided by TAFE Institute, attempts should
be made to resolve the problem with relevant staff
before lodging the complaint.

6.4.9.2 Complaint(s) must initially be made in writing in

English and sent to the ADEP.

6.4.9.3 The ADEP will attempt to resolve the complaint(s) to

his/her best endeavor. If the College Director
cannot resolve the complaint, the matter will be
referred to AICL Head of Studies-TAFE Programs for
resolution.

6.4.9.4 All written copies of complaints received will be sent

directly to AICL Head of Studies-TAFE Programs by
the TAFE Course Coordinator or TAFE ADEP (if
necessary).

6.4.9.5 Students can also contact external agencies if they

are not satisfied with the outcome of the AICL or
TAFE Grievance Procedure. Please refer to the "AICL
Who Are These Agencies?" list.

6.4.9.6 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 seeks for external agencies to be
involved, student may have to pay fee for that
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6.5 Welfare

6.5.1 Students may be referred to TAFE Counselors for
welfare issues

6.5.2 Depending upon the gravity of the welfare issue being
handled, the TAFE Course Coordinator will either
handle the situation directly, call on the TAFE College
Campus Director or contact AICL Head of Studies-TAFE
Programs for support.

6.5.3 If the issue is grave, the TAFE Course Coordinator will
contact AICL Head of Studies-TAFE Programs to give
immediate support.

6.6 Expulsion

6.6.1 The Institute reserves the right to expel students for:
(a) Any serious breaches of discipline; (b) Any
breaches of Terms and Conditions herein; and (c) Any
activity that endangers the safety of the student and
others.

6.6.2 Should a situation arise where a student studying at
TAFE is being recommended for expulsion, the matter
will be dealt with in consultation between the TAFE
Head Teacher, TAFE Course Coordinator, TAFE
Campus Director, TAFE Program Manager and AICL
Head of Studies-TAFE Programs, AICL Academic
Director/Principal.

6.6.3 The outcome will be recorded and correct procedures
followed.

7.0 Dealing with Complaints while the students are at TAFE

7.1 Students complaints about TAFE

X

Students make an appointment to meet with the Student
Services Coordinator
Student Services Coordinator interviews the student using
and AICL Student Interview Form
The facts are noted on the interview form
Student Services Coordinator contacts the relevant TAFE
staff member to share the information and ascertain the
TAFE point of view
In difficult situations, the matter is dealt with in conjunction
with the AICL Head of Studies-TAFE Programs
The feedback from both TAFE and the student is evaluated to
find a win-win solution
Three copies of the interviews are given to

- Student
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- AICL student file
- Relevant TAFE campus/division

7.2 TAFE complaints about students
x TAFE reports complaints to AICL Head of Studies- TAFE
Programs regarding attendance, poor academic progress
and behavioral issues
x AICL Head of Studies- TAFE Programs contacts the
student by letter, telephone, message etc to come in to
AICL for an interview
x AICL Head of Studies- TAFE Programs interviews the student
using and AICL Student Interview Form
x The facts are noted on the interview form
x AICL Head of Studies- TAFE Programs contacts the relevant
TAFE staff member to share the information and ascertain
the TAFE point of view
x In difficult situations, the matter is dealt with in conjunction
with the AICL Head of Studies-TAFE Programs
x The feedback from both TAFE and the student is evaluated to
find a win-win solution
x Three copies of the interviews are given to
- Student
- AICL student file
- Relevant TAFE campus/division

8.0 Campus Allocation

AICL and TAFE sequentially delivered programs are now being delivered in
multiple TAFE campus sites.

8.1 AICL to provide AICL/TAFE executive with the intake numbers in advance so
that TAFE NSW SI can arrange adequate campuses to accommodate intake
numbers

8.2 TAFE NSW SI will place students into groups and provide timetables at the
TAFE Orientation Program and ensure that copies are given to AICL Head of
Studies- TAFE Programs and AICL Marketing Department.

8.3 Campus allocation will vary from intake to intake depending upon student
numbers and campuses on offer. All allocations will be based on a first come
basis and AICL provides formal notification with clear procedure details to
agents and prospective students in advance.
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8.4 AICL to provide each TAFE campus with a student list prior to the TAFE
Orientation.

8.5 Students WILL NOT be allowed to change TAFE campuses once the allocation
has been finalised.

8.6 TAFE Campus allocation procedures are outlined in Section 5.0 Orientation,
Transfer of Students and late Arrivals.

8.7 All AICL students will be placed in classes that consist of all AICL students
and are reported via CLAMS.

8.8 Head teachers on all TAFE campuses to be provided with the relevant
Learning & Assessment strategy containing the set modules and timeframe.
These set units MUST be completed. If head teachers provide value add modules
(such as RSA, etc), they need to consult with TAFE Program Manager and AICL
Head of Studies TAFE Programs in advance to ensure consistency across
campuses.

9.0 Industry Placement

Hospitality students will be required to complete a practicum in industry as part
of their studies at AICL/TAFE. These industry practicum hours must be
completed in order to get credentials to pass the course.

Students are provided with assistance in gaining the required practicum hours
whilst studying at TAFE. Once the hours have been completed it will be the
student’s responsibility to generate the additional hours required for the TRA
application.

In the past, students have asked whether work placement hours obtained at
their TAFE campus can be counted towards their TRA application. TAFE have
advised that in the past no TRA application has accepted work placement hours
gained whilst a student is on campus. It is recommended that students do not
use any work placement hours gained at TAFE towards their TRA application. For
more information visit the Department of Education, Employment and Workplace
Relations website and read the Trades Recognition Australia — Migration
Assessment Policy.

AICL will still give service, which is free of charge in terms of:

Assisting students in creating and developing Resume or CV

x Preparing the students how to handle interviews

x Giving assistance on how the students should present themselves and
other preparations needed so that they will be confident to get their own
job placement.

x Giving tips on how to find jobs from the internet or other media
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10.0 Credentialing

10.0 Credentialing

All students enrolled in any AICL & TAFE sequentially delivered-program will
receive their credentialing as follows:

1. TAFE NSW - Sydney Institute will issue an academic transcript only for
the certificate level subjects that they deliver

2. Students will NOT receive their formal certificates from TAFE as under
CRICOS, the courses they are undertaking are AICL courses and the
corresponding credentials are issued by AICL.

3. Students (except hairdressing) who do not return to AICL to continue
their diploma or advanced diploma subjects will only be entitled to an
AICL statement of attainment/transcript showing the modules they have
completed and attendance certificate.

4. Hairdressing students will receive credentials upon completion of
Certificate III in Hairdressing and again upon completion of the Diploma
of Hairdressing Salon Management.

5. Students who complete their full course will be issued with AICL
Certificate of Proficiency, AICL Academic Transcript (indicating TAFE
delivered subjects & results) and AICL Attendance Certificate

11.0 Privacy Related to Student Information

11.1 Government Agencies

x Personal information regarding AICL students must be
made available to Commonwealth and State agencies
without the student’s permission

11.2 AICL/TAFE
x AICL and TAFE will share student information regarding
attendance, academic progress, behaviour and finances
x Any personal information regarding a student’s situation
will be shared on a need to know basis with the written
consent of the student

11.3 Information about a student from the student
x Students will be given access to all information kept on
their file based upon written or verbal (interview) request
x 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

11.4 Information about a student from a third party

Version 12.0 January 2009 -19-



Student Procedures Manual for AICL & TAFE NSW —Sydney Institute

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

x 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.

x 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 and TAFE.

12.0 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
x Students will be given access to all information kept on their file based
upon written or verbal (interview) request
x Email requests from students for documents cannot be processed.
x 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

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

x 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.

x 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.

x 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.

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 and TAFE.
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13.0 Discipline

13.1 Underlying Principles

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

consultation.

x The AICL Grievance Procedures outline the appropriate staff and steps to
follow to solve problems.

x AICL staff must provide clear/fair boundaries and guidelines to be
adhered to which will provide a safe learning environment.

X

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.

13.2 Classroom Management

X

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 behavioral problems arise, teachers are expected to
try and distinguish between categoric behavioural
problems and avoidance of failure symptoms.

Teachers must share these difficulties with the
Coordinator/Head of Studies or Head of Studies-TAFE
Programs to find a solution.

Teachers must set fair, meaningful and consistent
boundaries that students are aware of.

Students are encouraged to own their own behaviour. If
students continue to ignore the AICL Policies, appropriate
action will be taken.

13.3 Providing Support

X

X

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 “whole
person” 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.
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X

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

13.4 Corporeal Punishment

X

X

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
is being subject to corporal punishment by a
guardian/parent/etc. the matter must be reported to the
Head of Studies-TAFE Programs who will contact relevant
authorities.

13.5 Harassment, Victimisation and Bullying

13.6 Cheating

X

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.

Students caught cheating in exams or assignments while
at TAFE, will follow AICL Policy on cheating:

If a student is caught cheating, his/her work will be
immediately confiscated and he/she will be asked to
cease the assessment

The student will be provided with one (1) resit
opportunity only (A$100 for theory, A$250 for practical).
If the student fails the reist then he/she needs to repeat
the entire unit) repeat charges apply)

If the student is caught cheating a second time, he/she
immediately fail and has to repeat the entire unit
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13.7 Using English

If the student is caught cheating a third time, he/she will
be reported to DIAC under the rule of poor academic
performance

At any stage within this policy, AICL students have the
right to appeal through the AICL appeals procedure
Electronic dictionaries are expressly forbidden in any
exam on both TAFE and AICL campuses.

Students must use English at all times during classes
Failure to communicate in English only will lead to TAFE
sanctions on appropriate communication during delivery
hours.

13.8 While on TAFE campuses, AICL students will follow the TAFE NSW-SI
“Guidelines and Procedures Student Discipline Policy”

14.0 Student Deferral/Suspension of Studies

Normally students defer because of bereavement, illness or exceptional
circumstances beyond the student’s control.

Existing Students Deferring Process:
x Student fills up an AICL Change Request Form and fill in the Course
Deferral section with supporting documents
x Student will then be interviewed by the Head of Studies/Coordinator for

approval

x 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

x In the event that a student in the AICL/TAFE Sequentially

delivered courses requires a deferment of their studies
the following process will apply:
- Students make an appointment to meet the AICL
Head of Studies- TAFE Programs at AICL
- The AICL Head of Studies- TAFE Programs will
interview the student and follow the AICL
procedures for deferment as outline in AICL
manuals and include the relevant TAFE head
teacher in the consultation
- AICL Head of Studies- TAFE Programs will formally
contact the TAFE head teacher of the relevant
campus and the TAFE Program Manager and
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include copies of the deferment documents for the
student file at TAFE

- AICL Supervisor of Administration will report the
deferment on PRISMS

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.

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 misbehavior. 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.

15.0 Language, Numeracy and Literacy 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.

x The level of language, literacy and Numeracy involved in
delivery will be appropriate for the level required in the
workplace
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x As the entry requirements stipulate that students are
required to have:
- Year 12 or above
- IELTS 5.5 or above
x The academic and English language entry requirements
are appropriate for adequate communication at the level
of delivery and assessment expectations
x AICL ELICOS College provides English language
preparation that covers the four macro skills and support
for students
x TAFE also provides LLN support while the students are
studying on TAFE campuses
x If a student on TAFE campus is experiencing difficulty, the
teachers will refer them to the TAFE Learning Unit

Students enrolled in the AICL certificate/diploma component that experience any
language, literacy or numeracy problems with their studies:

x Language, literacy or numeracy issues are first detected
by the lecturers who report them to the Service &
Hospitality Coordinator.

x The lecturer, student and Coordinator meet to assess the
situation

x The AICL ELICOS Assistant Director of Studies will be
called in to conduct an English language analysis using
internal tests

x 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,

x All interview details, tests and results are kept on the
student’s file.

X Should a student require private tuition, they can choose
to use an AICL teaching staff member or an external
tutor.

16.0 Access and Equity

A student’s access to the assessment process will not be adversely affected by
restrictions placed on the location or context of assessment beyond the
requirements specified in the training package.

TAFE will make reasonable adjustments to ensure equity in assessment for
people with disabilities. Adjustments include any changes to the assessment
process or context that meet an individuals needs with a disability, but do not
change the competency outcomes. Such adjustments are considered reasonable
if they do not impose an unjustifiable hardship on the training provider or
employer. When TAFE assess people with a disability, assessors will apply good
practice assessment methods with sensitivity and flexibility.
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17.0 VETAB

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

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

x VETAB audits AICL every 5 years for reregistration

x VETAB audits AICL every time a variation to scope is
submitted as all AICL courses are on CRICOS

x VETAB audits AICL every time there is a major change
such as relocation, added campuses, etc

18.0 Student Records

18.1 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.

18.2 All students in any sequentially delivered AICL/TAFE course will fill in the
AICL Student Authorisation letter and TAFE Release of Grades form so that AICL
can have direct access to student results while studying on TAFE campuses.

19.0 AICL Course Progress Policy

While AICL students are studying at TAFE, they will still be required to abide by
the conditions of the AICL Course Progress Policy & Procedure:

AICL Course Progress Policy & Procedure

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

x AICL assesses each student's progress at the end of each compulsory
study period. Ten weeks is defined as one term at AICL.

x At AICL, unsatisfactory progress is defined as not successfully completing
or demonstrating competency in at least 65% of the modules/subjects
attempted in 10 weeks study period.

X The table given below defines course requirements for each study period
that help to identify when a student has not passed or demonstrated
competency in 65% or more of the course requirements.

x Student must have attended 65 % of the class in order to pass the
subject. Attendance taken is used to monitor student progress and
behavior requirements, but is not reported as a breach
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x AICL has higher progress threshold (65%) for intervention than that is
required under the National Code 2007. It means student need to pass
65% of total modules/subjects they have enrolled for the particular 10
weeks term.

x The following table would be used to check whether or not student has
satisfactory completed the 65% of the course requirement in each term.

If student is doing They need to pass (subjects)
(Subjects) in the term to meet the 65% of the course
requirement

roliolnlalv|o|NjouslwiN|-
o|©o|®|oNINo U b W (NN|=

Note: All commerce college students do 2-5 subjects in each term (10 weeks)
depending up 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 has an intervention strategy for the student who is not making satisfactory
course progress.

Procedures for contacting and counseling students

TAFE identifies and assists students who are at risk of not making satisfactory
course progress. TAFE initially contacts and counsels the identified students and
then informs AICL Head of Studies-TAFE Programs for further consultation. TAFE
will then assist the identified student to achieve satisfactory course progress
with consultation from AICL Head of Studies-TAFE Programs.

If a student that has been identified as not meeting satisfactory course progress
does not improve, TAFE will inform AICL Head of Studies- TAFE Programs who
will inform the student in writing of its intention to report the student to DIAC.
AICL gives students 20 working days for the complaints and appeal process
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Kfter all complaints and appeal processes are finalized and a student is deemed
to have failed to meet satisfactory course progress, AICL will report the student
to DIAC via PRISM.

AICL prints the section 20 notice that PRISMS generates and give this to the
student and copy would be kept in student file.

Strategies to assist identified students to achieve satisfactory course
progress

X

X

TAFE will undertake an interview to determine what reasons or issues are
contributing to the students course progress

TAFE will work with the student to determine solutions to assist them
achieve satisfactory course progress

TAFE will offer an opportunity to resit and/or repeat a unit of competency
within a specified timeframe.

TAFE will provide additional support such as counseling, academic skills
support and additional English support

TAFE will work with coordinators and head teachers to increase and
tighten monitoring procedures of the student

TAFE through the AICL Program Manager will ensure that the AICL Head
of Studies-TAFE Programs is aware of any situation regarding students’
satisfactory course progress

TAFE advise students and AICL Head of Studies-TAFE Programs that
unsatisfactory course progress in two consecutive terms for a course
could lead to the student being reported to DIAC and cancellation of his or
her visa, depending on the outcome of any appeals process

With regard to resit opportunities:

X

X

It is the sole responsibility of the student to contact their TAFE Head
Teachers or Coordinators within two weeks of the end of each
unit/module to organize reassessment. Failure to do this within the two
week period will result in the student having to repeat the entire
unit/module

Students are provided with one opportunity to resit a unit/module. If the
student fails or misses this resit, he/she will be required to repeat the
unit/module

The resut fee is A$100 for each Theory based unit/module; A$250 for
each Practical based unit/module

The process by which the intervention strategy is activated

X

At the end of each term, students are assessed against the course
progress policy
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x If a student is identified for the first time as not making satisfactory
course progress, the intervention strategy will be implemented. The
intervention strategy will be activated within the first four weeks of the
following term.

x If TAFE identifies that a student is at risk of making unsatisfactory course
progress before the end of the term, TAFE consults with AICL Head of
Studies- TAFE programs and students to implement its intervention
strategy as early as practicable.

x If a student is identified as not making satisfactory course progress in a
second consecutive term, the TAFE notifies AICL Head of Studies- TAFE
Programs. The AICL Head of Studies-TAFE Programs will inform the
student of AICL's intention to report the student to DIAC for
unsatisfactory progress.

X The written notice (of intention to report the student for unsatisfactory
progress) will be given to the student that he or she is able to access the
AICL's complaints and appeals process and allows student 20 working
days in which to do so. A student can appeal on the following grounds:

f TAFE's failure to record or calculate a student's marks
accurately,

f Compassionate or compelling circumstances, or

f AICL/TAFE has not implemented its intervention strategy and
other policies according to its documented policies and
procedures that have been made available to the student.

x If the student's appeal is successful, the outcomes may vary according to
the findings of the appeals process.

f If the appeal shows that there was an error in calculation,
and the student actually made satisfactory course progress
(successfully completed more than 65% of the course
requirements for that term), the AICL will not report the
student, and there is no requirement for intervention.

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

f Compassionate or compelling circumstances are generally
beyond the control of the student and they may impact the
progress through the course. These could include serious
injury or illness, bereavement of close family members such
s parents and grandparents, natural disaster in home
country and traumatic experience such as crime committed
against student, involvement or witnessing of an accident.

X If the student has chosen not to access the complaints and appeals
processes within the 20 working day period, or the student withdraws
from the process, or the process is completed and results in a decision
supporting AICL (i.e. the student's appeal was unsuccessful), AICL
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notifies the Secretary of DEST through PRISMS as soon as practicable of
the student not achieving satisfactory course progress.

Procedures

The below is the procedure which demonstrates how the DEST- DIAC course
progress policy will be implemented at AICL.

WHO is responsible for each of the steps?

x TAFE initially in consultation with AICL Head of Studies- TAFE Programs
are responsible for defining the workload for the study period, checking
progress, deciding that the student is at risk, implementing the
intervention strategy, informing the student of the AICL's intention to
report, hearing an appeal, and reporting the student through PRISMS.

x Head of studies is responsible for maintaining records and this is managed
centrally.

WHEN will each step take place?

x Intervention strategy may be implemented four weeks earlier than the
end of the term (i.e. in week 7 of the term), if TAFE and AICL Head of
Studies- TAFE Programs find student will not meet the course
requirement.

x Students are allowed 20 working days to initiate a complaint or appeal.

HOW will each step take place?

x AICL does not have student management system that automatically alert
staff to students at risk of making unsatisfactory progress at the moment.
However AICL new student management system will include this feature.
So, for the time being TAFE and AICL Head of Studies- TAFE Programs will
need to be check the progress of each student manually.

X Students are informed of the AICL's concern for the student’s progress or
intention to report the student by writing. Pro forma letters will be
prepared which can be modified manually.

x For the long run AICL has plan to include this in the student management
system that will do it automatically.

X The records of interventions, appeals processes and reporting are kept in
respective student file and also the unsatisfactory course progress folder
in TAFE and AICL Head of Studies- TAFE Programs office.
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20.0 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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Australian Institute of Commerce & Language

Position Name Telephone Fax Email
Academic & Bus. Natalie Scott 89176819 92120069 | natalie@aicl.nsw.edu.au
Dev't. Director
/Principal AICL
Managing Director Jim Yang 89176822 92120069 | jim@aicl.nsw.edu.au
Director of Aris Ortanez 89176808 92120069 | aris@aicl.nsw.edu.au
Marketing &

Operations

Finance & Marian Yang 89176803 92120069 | marian@aicl.nsw.edu.au
Administration

Manager

Administration Rista Iskandar | 89176804 92120069 | rista@aicl.nsw.edu.au
Supervisor

Head of Studies - John Shen 89176820 92120069 | john@aicl.nsw.edu.au
TAFE Programs

Head of Studies - Narayan 89176817 92120069 | narayan@aicl.nsw.edu.au
VTE Tiwari

TAFE NSW - Sydney Instit

ute

TAFE NSW - Sutherland

College Loftus Campus

Position Name Telephone Fax Email
ADEP Hilde 9710 5862 | 95421421 | hilde.goodchild@tafensw.edu.au
Goodchild
Head Teacher Dianne 9710 5828 | 97105825 | dianne.hudleston@tafensw.edu.au
Hudleston
Course Coordinator | Johanne 9710 5824 | 97105825 | johanne.champness@tafensw.edu.au
Champness
Brigid Dwyer 97105921 97105825 | brigid.dwyer@tafensw.edu.au
TAFE NSW - Ultimo College
Position Name Telephone Fax Email
ADEP Hospitality Maggie 9217 3382 | 92175649 Maggie.connors@tafensw.edu.au
Connors
ADEP Ann McMahon | 9217 3737 | 92173434 ann.mcmahon@tafensw.edu.au
ADEP Julie Frail 9217 3879 | 92174010 Julie.frail@tafensw.edu.au
Head Teacher Ahmed 9217 4255 | 92174927 ahmed.khamis@tafensw.edu.au
Electrical Khamis
Engineering

TAFE NSW - South Western Sydney Institute Padst

ow & Campbelltown College

Position Name Telephone Fax Email
Faculty Director Christine 4620 1772 | 92175649 | christian.williamson@tafensw.edu.au
Williamson
Head Teacher and Cheryl 9722 5355 | 97225445 cheryl.coupland@tafensw.edu.au
Course Coordinator Coupland
Head Teacher and Helen Byfield- | 4620 1733 | 46201812 Helen.byfield-
Course Coordinator Flemming fleming@tafensw.edu.au

TAFE NSW - Western Sydney Institute Mount Druitt College

Position Name Telephone Fax Email
Manager Veronica Ryan | 4724 8291 | 47248289 veronica.ryan@tafensw.edu.au
International
Students
Head Teacher Michele 9208 6254 | 92086222 michele.odonohue@tafensw.edu.au
O’'Donohue
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