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Welcome tdKingston Internation&ollege--------------------=-------—-

Thank you for choosingingston InternationaCollege to deliver your next learning experience. We
hope your time with us is memorable and that it leads to a successful outcome

To succeed, you witleed to attend classes and pass all of the required assessments. It is therefore
important that you ensure you understand the requirements of each unit you are enrolled in. Our
friendly academic team is happy to assist you.

We are a young and dynamic tearhexperts, providing you with classroom learning and work based
training that enables you to gain the skills required to be employed in your chosen industry.

This Student Handbook contains very important information about our obligations as a Government
Registered Training Organisation (RTO) and under the Education Services for Overseas Students Act
(ESOS), as well as @tudent Servicegvailable to you. The Student Handbook also provides you with
information about your rights and obligations as a Stud€isa Holder and Kingston International

College Student.

It is essential that you read and understand the Student Handbook in its entirety. If there are sections
you do not understand or if you have questions about any aspect of the Student Handbgolro
studies atkingston InternationaCollege, please contact one of our Student Support Office?288

8288

We strongly encourage you to participate in our social activities and sporting events to ensure you
FAYR ySg6 FNRARSYRE& dutrithelbést studedt Bfelexpgeriencesii Y A 4 &

If you have any concerns, difficulties or problems, whether it be academic or private; we are there to
help you!

All staff members atingston International Collegésh you good luck in your course and look forward
to assisting you with any queries you may have.

AboutYour Student Handbogke-----==-=-=======smmmme e

A copy of the Student Handbook is provided as part of our Enrolment Process and as part of our
Orientation program. It is impdant that you read and understand the contents of the Student
Handbook befordefore submitting your application form.

You can access the most-tgpdate version oKingston InternationaCollege Student Handbook at
any time via ouwebsitewww.kingstoncollege.wa.edu.au

If you do not understand any part of the Student Handbook or you would like any sections explained
to you, please contact outudent Support Officer

A Over the phone, by dialling618)9228 8288
A Via email astudent.services@kingstoncollege.wa.edy.at
A In person at any of our Campusse

Kingston International College a Registered Training Organisation and as a CIR&§x3ered


http://www.kingstoncollege.wa.edu.au/
mailto:student.services@kingstoncollege.wa.edu.au
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Provider we are registered with the Australian Skills Authority (ASQA). CRICOS is the Commonwealth
Register of Institutions and Courses for Overseas Students. This version of the Student Handbook is

for International Students. To ensukéngstorinternational Colleg@a O2 Y LI Al yOS gA G K (K
Framework and the ESOS legislative framework, this Student Handbook includes information about

your obligations under the National Vocational Education and Training Regulator Act 2011 and/or the
Eduation Services for Overseas Students (ESOS) Act 2000.

For further information about the requirements, and to obtain a copy of the relevant frameworks,
pleaseaccess the links below:

ESOS Legislative Framework:
https://internationaleducation.gov.au/requlatornformation/pages/regulatoryinformation.aspx

The National Code of Practice for Providers of Education and Training to Overseas Students 2018:
https://internationaleducation.gov.au/Regulatosinformation/pages/NationalCode2018

Factsheets.aspx

The English Language Intensive Courses for Overseas Students (ELICOS) Standards 2018:
https://www.legislation.gov.au/Details/F2017L01349

Australian Skills Quality Authority (ASQA):
https://www.asqa.gov.au

Commonwealth Register of Institutions and Courses for Overseas Students (CRICOS):
http://cricos.education.gov.au

To assist you with both Academic andNacademic mattersKingston InternationaCollege employs

Student Support Officensho are available to help and support students. Please contact the Student

{ SNBAOSa ¢SIYX 2NJ asSS lye 2F 2dzNJ { G FF maoBero SNA =
who can

Definitions
ACPET Australian Council for Private Education and Training
AQF Australian Qualifications Framework
ASQA Australian Skills Quality Authority
CRICOS Commonwealth Register of Institutions and Courses for Overseas Students
DHA Department of Home Affairs
(formerlythe Department of Immigration and Bord@rotection DIBP)
ELICOS English Language Intensive Courses for Overseas Students
OSHC Overseas Student Health Cover
Student Services Student suupport
Studuy Period A course may be made up of part and/or a number of consecutive study

period


https://internationaleducation.gov.au/regulatory-information/pages/regulatoryinformation.aspx
https://internationaleducation.gov.au/Regulatory-Information/pages/National-Code-2018-Factsheets.aspx
https://internationaleducation.gov.au/Regulatory-Information/pages/National-Code-2018-Factsheets.aspx
https://www.legislation.gov.au/Details/F2017L01349
https://www.asqa.gov.au/
http://cricos.education.gov.au/
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Campusand ContacDetails---=============nmmmmmmm e e
Main Campus Beaufort Street Campus
Lot 131, 131 Harol8treet 607 Beaufort Street
HIGHGATE WA 6003 MOUNT LAWLEY WA 6050
Phone: +61 8 9228 8288 Phone: +61 8 9228 8288
Fax: +61 8 9227 1238 Fax: +61 8 9227 1238
Email: Emai:
student.services@kingstoncollege.wa.edu.au| student.services@kingstoncollege.wa.edu.au
Web:www.kinastoncolleae.wa.edu.au Web:www.kinastoncolleae.wa.edu.au

24 HOUR EMEGENCY CONTACT NUMBER:

0498 473 848

Key Personnel

Position Name Email

Executive Chair Robert Brown robert.brown@kingstoncollege.wa.edu.au

Human Resources Managqd Amanda Gradisen |amanda.gradisen@kingstoncollege.wa.edu.

Academic Manager, VET |Anthony Yeong anthony.yeong@kingstoncollege.wa.edu.au

Student Services Team

Position Name Email
StudentServices Manager | Yi fincy) Zhang student.services@kingstoncollege.wa.edu.g
n rvi . .
Student Services RogerJeong student.services@kingstoncollege.wa.edu.g
Engagement
St”de.”t Services Gaath Mouncey |student.services@kingstoncollege.wa.edu.g
Recruitment
ntServi fficer . . .
Stude f[Se cefficerc Jemma Quintrell | student.services@kingstoncollege.wa.edu.3
Reception
Student @rvicesOfficer Dayna Shields student.services@kingstoncollege.wa.edu.g
Student @rvicesOfficer Rupa Nair student.services@kingstoncollege.wa.edu.g
AccountsManager Geoffrey Tan accounts@kingstoncollege.wa.edu.au
AccountOfficer Alex Ng accounts@kingstoncollege.wa.edu.au



mailto:student.services@kingstoncollege.wa.edu.au
http://www.kingstoncollege.wa.edu.au/
mailto:student.services@kingstoncollege.wa.edu.au
http://www.kingstoncollege.wa.edu.au/
mailto:robert.brown@kingstoncollege.wa.edu.au
mailto:amanda.gradisen@kingstoncollege.wa.edu.au
mailto:anthony.yeong@kingstoncollege.wa.edu.au
mailto:student.services@kingstoncollege.wa.edu.au
mailto:student.services@kingstoncollege.wa.edu.au
mailto:student.services@kingstoncollege.wa.edu.au
mailto:student.services@kingstoncollege.wa.edu.au
mailto:student.services@kingstoncollege.wa.edu.au
mailto:student.services@kingstoncollege.wa.edu.au
mailto:accounts@kingstoncollege.wa.edu.au
mailto:accounts@kingstoncollege.wa.edu.au
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Course Coordinators

Area of Responsibility Name Email

Business Department Anthony Yeong anthony.yeong@kingstoncollege.wa.edu.au
Eg?p?:lzgal Cookery & Mila Demina demina.liudmila@kingstoncollege.wa.edu.a
Early Childhood Education| Carol Lyons carol.lyons@kingstoncollege.wa.edu.au
ELICOS Louise Nestoriadis |louise.nestoriadis@kingstoncollege.wa.edu

Student Services TeanOffice Hours

_ Saturday, Sunday
MondaygFriday and Public Holidays
8.30amc5.00pm N/A

Contacting the Student Services Teavia email

All emails to the Student Services Team, shoulddre ta
student.services@kingstoncollege.wa.edu.au

Please be aware that responses to email queries may take up to 72 hours, Monday to Friday, longer
response times may apply for emails semer the weekend or on Public Holidays. All responses will

be sent to your officiaKingston InternationaCollege email account, regardless of what address they
have been sent from. If you have not received a response, or require a more urgent respense,
suggest that you contact us via telephone (Phone:89228§ or in person abur main campus.

Locatiorsandtraining ----=-==========s=mmmmmm e e

Your schedule is as available via the Student Porééthing venue and room will be confirmed during
orientation. To identify howto reach your training venue from your place of residence in Western
Australia, visit the Trangpth website ¢ www.transperth.wa.gov.auThe website will generatea
number of options on how to reach your training venue in time, from your place of residence in
Western Australia. If you need assistance please contact our Student Services Team. During
Orientation wewill include a tour of theampusrelated to your studies.

Kingston International College located at twdraining locatiors:


mailto:anthony.yeong@kingstoncollege.wa.edu.au
mailto:demina.liudmila@kingstoncollege.wa.edu.au
mailto:carol.lyons@kingstoncollege.wa.edu.au
mailto:louise.nestoriadis@kingstoncollege.wa.edu.au
mailto:student.services@kingstoncollege.wa.edu.au
http://www.transperth.wa.gov.au/
http://www.transperth.wa.gov.au/
http://www.transperth.wa.gov.au/
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Main Campus

Beaufort Street Campus

Lot 131, 131 Harold Street
HIGHGATE WA 6003
https://goo.gl/maps/KfmqyG460iF2

Phone: +61 8 9228 8288

Fax: +61 8 9227 1238

Email:
student.services@kingstoncolleg&.edu.au

607 Beaufort Street
MOUNT LAWLEY WA 6050
https://goo.gl/maps/inr7a6aFndT2

Phone: +61 8 9228 8288

Fax: +61 8 9227 1238

Email:
student.services@kingstoncollege.wa.edu.au

Web: www.kingstoncollege.wa.edu.au

24 HOUR EMEGENCY CONTACT NUMB
0498 473 848

Note:
A No student parking is provided.
A There are numerous paid car parki
locations close to the main training locatio
Check City of Vincent Parking farore
information. There is some free parkir
close to the training location, pleag
carefully read the street signage abo
parking.
Kingston International College is n
responsible for theft or damage to ar
vehicle. Students are advised to be care
and to not leave valuables or other items ¢
display within their vehicles.
Approximate travel time via bus from Per
City is 16 15 minutes.

A

A

Web: www.kingstoncollege.wa.edu.au

24 HOUR EMEGENCY CONTACT NUMB
0498 473 848

Note:
A No student parking is provided.
A There are numerous paid car parki
locations close to the facility, che¢lity of
Vincent parking for more information
Parking bays designated to Kingst
International College and Meatballs will k
clamped (clamp removal fee = $240).
Kingston International College is n
responsible for theft or damage to arn
vehicle. Studentsre advised to be carefu
and to not leave valuables or other items
display within their vehicles.
Approximate travel time via bus from Per
City is 16 15 minutes.

Public Holidays-----------------------

Public Holiday 2019

2020

New Year's Day

Tuesdayl January

Wednesdayl January

Australia Day

Monday, 28 January

Monday, 27 January

Labour Day

Monday, 4 March

Monday, 2 March

Good Friday

Friday 19 April

Friday 10 April

Easter Monday

Monday, 22 April

Monday, 13 April

ANZAC Day

Thursday25 April

Saturday 25 April &
Monday, 27 April



https://goo.gl/maps/KfmqyG46oiF2
mailto:student.services@kingstoncollege.wa.edu.au
http://www.kingstoncollege.wa.edu.au/
https://goo.gl/maps/jnr7a6aFndT2
mailto:student.services@kingstoncollege.wa.edu.au
http://www.kingstoncollege.wa.edu.au/
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Public Holiday 2019 2020
Western Australia Day Monday, 3 June Monday, 1 June
Queen's Birthday Monday, 30 September Monday, 28 September
Christmas Day Wednesday25 December Friday 25 December

. Saturday26 December &
Boxing Day Thursday26 December Monday; 28 December

Sourcewww.commerce.wa.gov.au/labotrelations/publicholidayswesternaustralia

Kingston Internatioanl Collegeill be closed on public holidays. For ELICOS courses, class will resume
on the next working day. For VET, class will resume on the next scheduled class day.

Note: Compensation will not be made for classes not offered on public holidays.

Campus Resources-------===========mmmmmmmm oo -

All KingstonCollege campuses have access tStadent Services Team including Student Support
Officers, and include multiple classrooms with@nditioning/projectors, toilets and food/beverage
offerings. Depending on your cae the resources are aifable to you at no further cost following
the payment of all tuition/materials fees.

At our Highgateampus we also havea small library oEnglistresources for studentto borrow.

Student Services oruo trainer and assesssyor teaches will be able to advise students about e
learning resources that are available.

At Kingston InternationalCollege we are committed to ensure that we have a sustainable and
ecofriendly training environment, therefore, wherever possible we provide our ifiaidaterials in

an electronic format, rather than as a printed resourb&Ttudents are encouraged to bring their
own laptop (wherever possible, if you own one), which can be linked to the student network. This
enables you to save the resource and yossessments, for review outside of class times.

Computer Lal8 WIFIACCESS---============nmmmmmmmmm oo oo

Kingston International Colledesa numberof Computer Laf @vailablefor our studentson campus

The Computer Lab may be used for classes, including assessments, -@tudgell herefore; please
ensure you are respectful of other students and limit the noise when using the facilities for personal
use. Conversations, including mobile phone ddll$SThe taken outside thé.ah

The Computer Lab is open:

A Monday to Thursday8.30am to 9.30pm
A Friday 8.30amto 5.00pm

Kingston International College has free-Mi/available in each location. If you nesstailson how to
connect to our network and fre®/i-Fi, please speak with Student Servigé&ception.


http://www.commerce.wa.gov.au/labour-relations/public-holidays-western-australia
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StUdENt D ========mmmm e e e e e e e e e e

As part of our Orientation Program we will take your photograph for use on your Student Identification
Card (ID). This card will be available for collection fromSttuglent Services Team, please allow up to
10 working days for this to be ready.

You are required to have yoltingston International Colledg&udent ID with you at all times whilst at
any of theKingston InternationaCollege Campuses. You may be askqatdduce your Student ID at
any time, and may be askéd leavethe premises if you are unable to provide it.

If your card is damaged, lost or stolgau are requested to replace youard. There is a fee for this
service.

Student Portaf, (Wisene} ------=--====m-mmmmmem e

AllKingston InternationaCollege Students have access to our Student PQ(iisene). You will be
able to access information regarding yaralificationschedule, your assessment results, and details
of non-participation (absences). You can also cheuk update your contact details.

Note: Resultanay take up to 72 hours to be updated in your Student Portal, after you have received
the feedback in writing, from youFraineror Teacher

International Student Visa Holders are reminded that it is a camditif your visa to updat&ingston
International College within seven (7) days of when you change your contact details. Students can
update their details in person d&ingston InternationaCollege using the Student Change of Details
Form. This must include Emergency Contact details if a change has occurred.

Note: Important news and messages froingston International Collegeill be posted in the
StudentPortal for your attention.

Email Conmunication ------=-==========me e

Kingston InternationaColleg®@ ad 2 FFAOA L€ 02 YYdzy A Ol b JoRinfegidided K 2 R
email accounts registeredvith Student Services.

Your registered emaihccount is theofficial communication methodetween you andKingston
InternationalCollege.

It is your responsibility to check your email account at least once a day.

Pleasedo not ignore Kingston International College emailst checking your email account will not
stopKingston International Colledeom processing disciplinary actions amdcancellations.

Kingston International Collegeay also send you a courtesy SMS text message to remind you to read
urgent emails. Please do not ignore these text messages.

g A
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Student LOQOR-==============mmmmmmmmm e e e e e e

Diagram 1: Main Page Kingston International College
Go towww.kingstoncollege.wa.edu.duy R Of A O1 2y WC2NJ { G4dzRSyGaQ

Diagram 2: For Students Pag@tudent Portal
bSEG OftA0]l 2y W{¢!59b¢ thwet![Q
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STUDENT PORTAL |

Student ServiCes ----=-=======nmmmmmm e e e

Student 8rvicesOfficersare availablend can assist with all matters relating to all academic and non
academic Student welfare issuassreferthe student tothe appropriate personYou may also request
additional support from your Traineor Teacherthroughout your studies. Th&tudent $rvices
Officers can advise you in all aspects of student life. The Stuéewic&sOfficersare available to
discuss and support you with issues including, but not limited to:

adjusingto study and life in Australia;

English language and study assistance programs;

Emergency and health services;

Any relevant legal services;

Kingston International 2 t £ S3SQa reSourGsA t AGASa | YR
Requirements for satisfactory course prograssl attendance

Support in findingaccommodation;

Kingstonmternational/ 2 f £t S3SQa O2YLX FAYyGa& FyR FLILISEHE A& LINE
general or personal circumstances that may adversely affect your education in Australia;
Learning pathways and possible RPL opportunities;

Provisions for special learnimgeds, speciatultural/religious needs or special dietary needs.

I I I D D D D D

Note: Kingston InternationalCollege may refer you to a third party (i.e. doctors, counsellors) as
appropriate.
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Payment Methods----==========cmeeeemcmem e e —

Students who wishes to pay course tuition fee by instalradffiir courses that are longer than 12
weeks only)need to sign up direct debit payment plan form and sign service agreement when

accepting letter of offer.

Procedure for direct debit payment is the following:

1. Student needs to complete and sign Direcbid&orm and Direct Debit Service Agreement

when accepting letter of offer.

2. Student needs to send completed Direct Debit Form and service agreeaieng with
acceptance letter and payment receipt for the first payment.

Hw

LT GKSNBQa

o1

TdzyR Ay

Direct debit form will specify #first date and frequencihat feeswill be deducted.
Direct DebitService Agreememill state terms and conditions.
AyadzFFAOASY

aldzRSy i Qa

by their bank, student needs to checkaet amount with the banks each bank charges

differently.

Please contact Student Services Department for more details.

Initial payment for CoE and instalment due on course commencement date can béyp&ank

Cheque/Bank Draft,

Electronic Fundsansfer or Credit Card/Debit Card/EFTP®S8llowing
instalments will be deducted from nominated bank account on monthly basis.

Payments via Bankh€guegBank Draft are to b@ayable toKKingston InternationaCollege

Payments i Electronic Funds Transf@FTare to be madedo the account specified below

Bank

ANZ

Address

James Street, Northbridge

Account Name

Kingston Intenational College Pty L

BSB 016-185
Account Number 108462792
SWIFT Code ANZBAU3M

You must quote your student numband your full nameavhen transferring funds by EFT.

Payments i Credit CardDebit Card or EFTPOS calybe made in persoat Kingston International

College

Note: A credit card surcharge @.920% for Australian issued cardnd3.060% for international
credit cardwill beadded to the total amount payable.

ol

\
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Additional Fees and Charges --=--===========s=smmse e mmememmemmen

The followingtablesshowsthe additional fees and charges you may incukKatgston International
College Fees may be subject to chandél.figuresare quoted in Australian Dollars

Administration

Refer to Refund and Cancellation Fee Policy
(included herein)

0.920% for Australian issued cards and 3.060% for
international credit card

LostCourseMaterial Printed booklets $15

Cancellation fee

Credit Card Surcharge

$0.20 per A4 page / single sided

PhotocopiegBlack andhite) $0.30 per A4 page / double sided

Photocopieg@lour) $2 per A4 page / single sided

Paper (per 500 pages) $50r 10c per pagé€Black/White)

Services include ApplicableFees
Reassessment of Theory Unit $50
Reassessment of Practical Unit $150
Reassessment of Course Specializations $300
Make-up Asse;sment for Practical _Unit $300
or Theory Unit (Absent faivhole Unit)

Reprint of Course Certificate $50
Reprint ofResult Transcript $50
Reprint of Letters of Confirmation $20
Reprint of Checklist for Award $5
Reissue of Student Card $20
Penalty forLate Payment ofCourseFee $100week
Subsequenthanges to CoE $100

Working in Australig---------============m s e

Permission to Work
For International Students: It is important to understand that you are not allowed to work until you
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have started your course. You can work up to 40 hours per fortnight while your course is in session
(excluding any work undertaken as a registered comporgnyour course, such as work based
training).You can work unlimited hours during scheduled course breaks.

Note: Please ensure that your roster for work does not affect your studies, including your work
based training placement. Your work must not beidg scheduled classes and scheduled
work- based training. Your work should not prevent you from studying.

Department of Home Affairs

If you're here on a visa as an international student, you may get atipator casual job while
studying in Australia. iE number of hours you can work each week may be limited by your visa
conditions. The Department of Home Affai(g@ww.homeaffairs.gov.au can give you more
information.

Finding Worke-=-=-==========eeme e e e

You may find it difficult to find work in Australia as you will be joining the general Australian population
in you search; therefore you should not rely on income from employment when budgeting to pay for
living expenses.

There are many different ways to find a job in Austradizch as

A Newspapers
A Kingston InternationaColleg€ Boticeboard
A Online

0o www.seek.com.au

0 www.careerone.com.au

0 au.indeed.com/jobsn-Perth WA

Earning an INCOME-=-==========mmmmmmmm e —

The Fair Work Ombudsman

Migrant workersand visa holders, including international students, have the same workplace rights
as all other workers in Australia. The Fair Work Ombudsman has advice and assistance to all workers
to help them understand these rights.

There are minimum pay rates that ghoyees have to be paid, based on the work they do. Employees
also have other minimum conditions at work. These are set out either #wardor agreement,or
come from theNational EmploymentStandards.A payslip needs to be provided each time an
employee gets paid.

Further information and support is available wiavw.fairwork.gov.au

Getting a Tax File Number

You must obtain a Tax File Number to be able to work in Australia. A tax file number (TFN) is your


http://www.homeaffairs.gov.au/
http://www.homeaffairs.gov.au/
http://www.homeaffairs.gov.au/
http://www.homeaffairs.gov.au/
http://www.seek.com.au/
http://www.careerone.com.au/
https://au.indeed.com/jobs-in-Perth-WA
https://www.fairwork.gov.au/awards-and-agreements/awards/find-my-award/
https://www.fairwork.gov.au/awards-and-agreements/awards/find-my-award/
https://www.fairwork.gov.au/awards-and-agreements/awards/find-my-award/
https://www.fairwork.gov.au/awards-and-agreements/awards/find-my-award/
https://www.fairwork.gov.au/awards-and-agreements/awards/find-my-award/
https://www.fairwork.gov.au/awards-and-agreements/awards/find-my-award/
https://www.fairwork.gov.au/employee-entitlements/national-employment-standards
https://www.fairwork.gov.au/employee-entitlements/national-employment-standards
https://www.fairwork.gov.au/employee-entitlements/national-employment-standards
https://www.fairwork.gov.au/employee-entitlements/national-employment-standards
https://www.fairwork.gov.au/employee-entitlements/national-employment-standards
https://www.fairwork.gov.au/employee-entitlements/national-employment-standards
http://www.fairwork.gov.au/
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unique reference number to our tax system. When you start work, your employer will ask you to
complete a tax file number declaration form. If you do not pdeva TFN your employment will be
taxed at the highest personal income tax rate, which will mean less money in your wages each week.

You can apply for your TEN

A Online athttps://www.ato.gov.au/Individuals/Tasfile-number/Applyfor-a-TFN or
A Over the phone, by callint 28 61lbetween8amand6pm, Monday to Friday.
o For the ATO translating and interpreter seryicall 13 14 50.

Tax Returns

Taxes are managed through the fafian Taxation Office (ATO). The tax you pay depends on how
much you earn. If you pay too much taou are entitled to a refund. To get a refunau will need

to lodge a tax return. You carocess your refund onlinaising etax (free), by mailing agper tax
return, or by paying a registered tax agent to complete and lodge the return for you. If yowlodge
refund by etax, your refund will normally be issued within 14 days.

Tax returns are lodged at the end of the Australian tax year (1 July arg). Each person who has
worked during a financial year is required to submit a tax return by the 31 of October.

Lodge your refund online, usingtax, by going towww.ato.gov.au

For a list of registered tax agemisit: www.tpb.gov.au

Superannuation

If your monthly wage is more than AU$450 (before tax), your employer must contribute an additional
sum equal to 9.5% of your before tax wage into a nominated superannuation (pgr&ioount for

you. In most cases, you can access your contributions when you leave Australia permanently, although
the contributions will be taxed.

You workplace will have a superannuation fund that they can recommend for you, or you can
nominate your owrfund. Some examples include:

A ING Living Supgrwww.ing.com.au/superannuation.htmi
A Virgin Money Superannuatiocpwww.virginmoney.com.au/products/superannuation/joint
A Hostplusg www.hostplus.com.au

When you leave Australian permanently, and want to check you check your eligibility to claim
superannuation and to apply for yopayment, visithttps://www.ato.gov.au/Individuals/Super/in
detail/Withdrawingand-payingtax/Superinformation-for-temporaryresidentsdepartingAustralia

Note: You will need to provide the details of your superannuation fund

Personal Safeffips --------=========mmememe e e

A Travel in groups or with a companion wherever possible.

A When walking alone, do not wear headphonesisigood to be able to hear what is happening
around you.

A Keep valuables such as mobile phones, laptops and iPods out of sight and stay aware of your


https://www.ato.gov.au/Individuals/Tax-file-number/Apply-for-a-TFN
http://www.ato.gov.au/
http://www.tpb.gov.au/
http://www.ing.com.au/superannuation.html
http://www.virginmoney.com.au/products/superannuation/joint
http://www.hostplus.com.au/
https://www.ato.gov.au/Individuals/Super/In-detail/Withdrawing-and-paying-tax/Super-information-for-temporary-residents-departing-Australia
https://www.ato.gov.au/Individuals/Super/In-detail/Withdrawing-and-paying-tax/Super-information-for-temporary-residents-departing-Australia
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surroundings when travelling on public transport.

A Outside of peak times and at night, travel in the froatriage of the train nearest the driver. Where
possible do not travel in empty carriages.

A Check Public Transport timetables in advance. Avoid long waits on platforms and around Public
Transport hubs. If you do have a long wait, stay in-itedireas or nar open shops. Walk in well
lit areas even if it means your trip is long&woid short cuts through dark isolated areas.

A If you feel threatened in any way while walking on the street go to a shop or a house with its lights
on (if at night) and ask for pok to be contacted.

Forfuther information, pleaseisitthe Stude in Australia website
www.studyinaustralia.gov.au/english/livie-Australia/healthand-safety/persond

Scams

Scams take advantage of people's trust in authorities and fear of doing the wrong thing. Victims can
feel an array of emotions such as; helplessness, humiliation, amgleguilt; but it's important to know
you are not to blame and there is help at hand.

LY &2dz GKAYy]l a2YS8S2yS Aa GNBAy3a G2 a0y &é&2dzz 2NJ
advises to cease all contact with the scammer and contact your loieémr consulate immediately.

The Australian Federal Police (AFP) has the following tips on how to protect yourself:

A If you get cold called by someone making threats about arrest or deportation, it is a scam. Do not
send them any money. Instead, hangthp phone immediately and report it to your local police.

A Never give your personal, credit card or online account details over the phone unless you made
the call and the phone number came from a trusted source.

A If you think you have provided your bank aonb details to a scammer, contact your bank or
financial institution immediately.

A When dealing with uninvited contacts from people or businesses, whether it's over the phone,
by mail, fax, email, in person or on a social networkiampingsite, always casider the possibility
that the approach may be a scam.

You can contact IDCARE (Australia and New Zealand National Identity and Cyber Support Service) for
support if you have concerns about your identity being compromised. Contact them via the online
form or phone: 1300 432 273.

The 'Scawatch'websitehas information about scams in multiple languages.
For more information, you can visit:

AFPc www.afp.gov.at

ScamWatchky www.scamwatch.gov.gu

IDCARE www.idcare.org or

GCome and see one of oBtudentServicesOfficerswho are here to help you.

> > > D>

OtherUsefullnformation ------==-=========mme e e e oo

For more useful information relating to your stay in Australia, we recommend you visit the following
websites:


http://www.studyinaustralia.gov.au/english/live-in-Australia/health-and-safety/personal
http://www.afp.gov.au/
http://www.scamwatch.gov.au/
http://www.idcare.org/
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A www.studyinaustralia.qov.au
A www.mscwa.com.au
A www.studyperth.com.au

Managing FINANCes--=============m=mmmmmmm e e e e —

During the enrolment stage, studeswill be advisedf general living expenses they may incur during
their study in Australia.

However for specific expensedease refer takingstorf2 @ourseBrochure
http://www.kingstoncollege.wa.edu.au/sites/default/files/KINGSTON_Brochure 2018 Interactive F

ull.pdf

Another ugful website to assist students with managing their finances is
www.studyinaustralia.gov.au/english/livie-australia/livingcosts

Cost of Living Calculator

For futher assistance in calculating your estimated cost of living in Australia, please see the below
W{GdzRSy (G /2adG 2F [AGAYy3I /1 EOdzA 2N | @FAtlFoftS |
http://insiderguides.com.au/cosbf-living-calculator

Settingup a Bank Account

You can choose to open an account at any Bank, Credit Union or Building Society in Australia. Do your
research to get the best deal. Further information concerning the foulkegralian banks is available
as follows:

A Commonwealth Bang www.commbank.com.au
A National Australia Bank (NA8vww.nab.com.au
A Westpacc www.westpac.com.au

A ANZc¢ www.anz.com.au

To open a bank account you will need:

1. Your passport (with arrival date stamped by Australian immigration)
2. SQudent ID cargl

3. Money to deposit into the account (this can &g little as $1Q)

4. Tax File Number

Anyone who wishes to open a bank account in Australia must show several pieces of personal
identification which are allotted a points system. 100 points of identification is required to establish

your identity as the peson who will be named in the account. Your passport and proof of your arrival

date in Australia will be acceptable as 100 points if you open an account within six weeks of arrival in
Australia. After this time you will be required to produce additionaludoentation. As a student you

gAft 0SS FoftS G2 2Ly Iy |002dzyi oA0GK &LISOALFT ad
which contain no or minimal fees for transactions that might normally be attached to regular savings
accounts. You will also rema the student ID card from your institution to prove you are a student

and should have access to the benefits offered by a student bank account.


http://www.studyinaustralia.gov.au/
http://www.mscwa.com.au/
http://www.studyperth.com.au/
http://www.kingstoncollege.wa.edu.au/sites/default/files/KINGSTON_Brochure_2018_Interactive_Full.pdf
http://www.kingstoncollege.wa.edu.au/sites/default/files/KINGSTON_Brochure_2018_Interactive_Full.pdf
http://www.studyinaustralia.gov.au/english/live-in-australia/living-costs
http://insiderguides.com.au/cost-of-living-calculator
http://www.commbank.com.au/
http://www.nab.com.au/
http://www.westpac.com.au/
http://www.anz.com.au/
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For a comparison of accounts in banks throughout Australia see:
http://www.banks.com.au/personal/accounts

Most people in Australia enjoy the convenience of Internet banking and/or Telephone banking, which
enables them to manage their money, pay bills etc. from home. At the time you are setting up your
account you can request these services from your bank.

Bank and ATM Locations

Please visithe website below ad findthe Bank$¢ ATMsclosest to you:
www.lookatwa.com.au/AboutPerth/banks.html

Banking Hours

Most bank branches are open from Monday to Fridag0anto 4:00pm (except on public holidays).
Some branches have extended trading hours during the week and may be open Saturdays (check with
your individual bank). ATMs remain open 24 hoarday. However, you should be aware of your
personal safety if accessing cash from an ATM at night in quiet areas where there are not a lot of
people around.

ATMs (Automatic Telling Machines)

ATMs can be used to withdraw cash from an account by using Thé dard which is available with

most bank accounts. You can also use ATMs to get an account balance and transfer money into other
accounts. Some ATMs also allow you to deposit cash and cheques into your account. Using the ATMs

of your bank willgenerally2cad & f Saa Y2y Seé GKIFIYy AT @&2dz dzaS Fy2(K:
can vary between banks and between accounts.

Using an ATM

You will be given a PIN (Personal Identification Number) by your bank. You will need to enter this into

the keypad at the ATNb access your account. It is the key to your account and it is important that

you never tell anyone your PIN. A bank or reputable business will never ask you for your PIN. If anyone
R2S4> 0SS adzalLAOA2dza>s R2y Qi KI yilRandtlie pdicd. BetateilR NI LJ:
no-one is looking over your shoulder when you enter your PIN.

These general rules should be followed for ATM safety, especially at night:

A Minimise your time at the ATM by having your card ready when ypucach the machine; Take
a look around as you approach the ATM and if there's anything suspicious, dothieusachine
at that time (report any suspicions to the police);

A If you don't feel comfortable using a particular ATM, consider continuing @amather branch
or using offstreet ATMSs;

A Do remember that EFTPOS can be used to withdraw cash at many other places, like supermarkets
and service stations;

A If you simply want to check your account balance or transfer funds between accounts, telephone
or Internet banking can be used instead of an ATM.

If your ATM or credit card is lost or stolen (or if your PIN has been revealed to another person), notify

your bank immediately. This will enable your bank to put a stop on your card immediately so that no
oneelse can use it and get access to your money. Most banks havl@ul4elephone number for

reporting lostcardg A 1 Q& | 3I22R ARSF (2 1SSLI I NBO2NR 27F (K
LF¥ @2dz R2y Qi 1y26 GKS ydzYoSNE |41 @2dz2NJ olyl®


http://www.banks.com.au/personal/accounts
http://www.lookatwa.com.au/AboutPerth/banks.html
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SourceAustralian BankefAssociation Inc.

Safety When Carrying Money
Themost importantrules of safety when you carry moneye:

Not to carry large amounts of cash;

Not to advertise the fact that you are carrying money

Divide your cash into different locatisron your person (front pocket, coat pockshoes, etc;)
Keep your wallet in one of your front pockets at all times

Do not carry cash in a backpack or back packet

Sew a small money pocket into the cuff of a trouser, sleeve of a shirt or even a hdz. yiur
bank/credit cards and keep them in separate locations

Do not place money or valuables in lockers

Be very careful how you carry your handbag, and never leave it open for someonetteslip
hand inside.

EFTPOS

{ K2NI F2NJ WOt Sebdai RahtgTh O [Xd8/(Ra XANGtyre{F G SNXYAyYyIl fa OFy
AaSNDAOSE IINB &2t RX F2NJ SEFYLX ST &adzZLISNXIN)] Siaz &
gymnasiums. You can pay for goods and make payments through EFTPOS using your Adtkecard, r

than paying with cash. At some stores, when you use EFTPOS you can also withdraw cash from your
account at the same time. You should be aware that there are some retailers who put limits on how

much cash can be withdrawn which may be dependent oratheunt that is spent in the store.

v I > >

> >

When paying by EFTPOS, you also use your PIN to access your account. The same rules apply about
keeping the PIN confidential and never handing it over to anyone. Be carefulens looking over
your shoulder when yourger your PIN.

Paying Bills

Most bank accounts offer lots of easy options for paying bills. Transaction accounts with cheque book
facilities allow you to pay bills by cheque, and most transaction accounts and savings accounts allow
you to pay bills electnaically (e.g. using facilities such as telephone banking, Internet banking) and
using direct debits.

A note of caution on direct debitsthey are a convenient way to pay every day bills, but always make
adz2NB @2dzQ@S 320G Sy 2 dAK rtiecystobthedgbit. B yulzphy or @lovaanzy (i 2
goes into your account on a certain date, make sure your direct debit paymergstaduled to come

out of your account after your pay goes in, or you might end up with an overdrawn account or a
dishonoural paymentg both can cost you money.

Fair Work Ombudsmagp-----=-=-=========mmmmemm e

A Work Based Training (WBT) placemeist referred to by the Fair Work Ombudsman
(www.fairwork.gov.adl & W+ 2101 1 @ 8 Y B gfag@rdoffersiou theopportunity to get the
skills you need to transition successfully from study to work. At the same time, indyetsythe
opportunity to enrich your learning experience and assist you in becoming a reauky graduate.



http://www.fairwork.gov.au/
http://www.fairwork.gov.au/
http://www.fairwork.gov.au/
http://www.fairwork.gov.au/
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WBTis a requiredcomponent of specific courses &lingston InternationalCollege WBT can be
arranged by eitheKingston InternationaCollege, oras a student, you can initiate the placement
directly as long as it meets the requirements of your course.

Will | be paid?

Host Employers are not obliged to pay you remuneration for the duration of this WBT Placement.
Placements that meet the definitiorf @ vocational placement under the Fair Work Act 2009 (the FW
Act) are lawfully unpaid.

LT &2dz NEOSAQPS NBYdzySNI GA2ys (GKSyYy @2dz2NJ 1 2ad 9 VYLX
aldzZRSy G W9 Y LiCRofatdeaHeddh Brisl Bafelly A& 1984 and Fair Work Act 2009. This

will then become a private arrangement between you and the employer. ThereKirgston
International/ 2 f f S3S5Q& AyadzaNI yOS LkftAade FT2N adGddzRSyida A
insurance cograge for students completing voluntary work, will not cover against any accidents and

does not cover any student who receives remuneration from the Host Employer or their staff. In this
instance, you would be able to continue and finish your VocatioaakeRient with your employer.

What about my hours of work?
Students must completé/BTas ascribed by curriculuand required units of assessment.

You must attend your WBT at the venue for the duration you have been scheduled to train and are
not allowed tofinish earlier than the scheduled finish date. The days and times of your shifts are as
agreed with theKingston InternationaCollegeand yourTraineror Teacher, which will beutlinedin

your placement Portfolio during the final WBT induction sessioBTW

Somelnternational Students work to support themselves financially while they study in Australia. If
you are on a Student Visa, this enables you to work up to 40 hours per fortnight while your course is
in academic session. WBT specifically, is densdl the same as an academic session or class time.
International Students are able to work up to 20 hours per week, in addition to WBT hours.

When should | contact the fair work ombudsman?

If you believe you are not receiving your minimum rights and @@ at work, whilst on your WBT
placement or in your own employment, contact the Fair Work Ombudsman for FREE information and
advice.

Fair Work Infoline; Tel: 131394

| need more information
For further assistance or information, please find the belioks from the Fair Work Ombudsman:

A Student placements:
https://www.fairwork.gov.au/pay/unpaiework/student-placements

A Unpaid Work Vocational Placements:
https://www.fairwork.gov.au/howwe-will-help/templatesand-guides/factsheets/unpaid
work/unpaidwork#vocationh placements

A Information for Visa holders and Migrants:
https://www.fairwork.gov.au/findhelp-for/visa-holdersand-migrants

A Pay and Conditions Tool:



https://www.fairwork.gov.au/pay/unpaid-work/student-placements
https://www.fairwork.gov.au/how-we-will-help/templates-and-guides/fact-sheets/unpaid-work/unpaid-work#vocational_placements
https://www.fairwork.gov.au/how-we-will-help/templates-and-guides/fact-sheets/unpaid-work/unpaid-work#vocational_placements
https://www.fairwork.gov.au/find-help-for/visa-holders-and-migrants
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www.fairwork.gov.au/pact

Overseas Students Ombudsman---============s=mmemmmm e emm e

The Overseas Students Ombudsman (OSO) investigates complaints about problems that overseas
a0dzRSyiia KIFE@S gAGK LINAGFGS SRdzOFGA2Yy FYR GNIAYyAY
are free, independent and impartial. You can find out more ahbis service on theiwebsite ¢
http://www.ombudsman.gov.au

Things you should know abothte external review process with the Overseas Students Ombudsman

A In Australia, you have the right tmmplain and appeal.

A The Overseas Students Ombudsman's services are FREE.

A In some cases, the Ombudsman may decide not to investigate your complaint and appeal. This
might happen where another organisation can help you, or you have not spoken to yourgsrovid
about your complaint.

A If the Ombudsman decides not to investigate, they will tell you why and refer you to another
organisation that can help.

A The Ombudsman is independent and impartial. If they do decide to investigate your complaint
and appeal, thewill contactKingston International Collegad ask us what happened.

A They will treat your information with privacy and respect, and collect, store, use and disclose your
personal information only in accordance with Australian privacy laws.

If they find that your education provider has made a mistake or acted unfairly, they m§masiton
International Collegéo Change or reconsider a decision change their policies or procedures take some
other action

If the internal or any external comgiht handling or appeal process results in a decision that supports
the student, Kingston International Collegeill implement any decision and/or corrective and
preventative action required and advise the students of the outcome. The final outcome of the
external appeals process must be abided by both parties.

LYF2NXIGA2Y 0221tSda FNRBY (GKS 2YodzRaYly | NB FNRBY

How to make a complaint with the Overseas Students Ombudsman

A By telephone, 9.00ag5.00pm, Monday td-ridayAEST.
0 In Australia, call: 1300 362 072 (calls from mobile phones at mobile phone rates).
0 Outside Australia, call +61 2 6276 0111.
A In-person:
0 Level 2, Albert Facey House,
469 Wellington Street
Perth WA 6000
0 By appointment only. To make an appointment, please call 1300 36Béi#2en9.00ant
5.00pm Monday to FridayAEST.
A Viawebsite www.ombudsman.gov.au



http://www.fairwork.gov.au/pact
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National Relay Service
TTY or modem usersall133 677 and then ask for 1300 362 072

Speak and Listen usecall1300 555 727 and then ask for 1300 362 072.

Internet Relay usergonnect to the National Relay Serviogsrnet-relay.nrscall.gov.aand then ask
for 1300 362 072

Interpreter Service: Call the Translating and Interpreting Service (TIS) in Australia on 131 450, outside
Australia call +6 3 9203 4027.

Consumer ProteCtioR--==-============mmmmmmm o e e e e

Australia has a strong consumer protection framework to protect the rights of Australian consumers,
including international students in Australia. The Australian Consumer Law includes a national law
guaranteeing consunrerights when buying goods and services. You should contact the relevant
government trade and consumer agency in your state or territory, if you:

A Would like information about your consumer rights.

A Have a problem with a consumer good or service that yoe @wught or are considering buying.
A Would like to know how a business should behave under the law.

A Would like to make a complaint about a business.

Visitwww.australia.gov.awr www.consumerlaw.gov.ato find the relevant government agency for
where you are living and studying.



file:///C:/Users/amanda.gradisen/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/F17SU09C/internet-relay.nrscall.gov.au
http://www.australia.gov.au/
http://www.australia.gov.au/
http://www.consumerlaw.gov.au/
http://www.consumerlaw.gov.au/
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Training and Assessment



& KINGSTON HAND oS

87 International College

Version Page
2.1.03 280f91

Introduction to Vocational Education and Training (V&EF)-------------

Vocational Education and Training (VET) provide students with the skill and knowledge required to
gain employment. Whether you want to enter oreater the workforce, train for a new job, upgrade

your skill or pursue further studies, VET courses will help you to meet your ddatgston
International Collegeoffers a wide range of VET courses International Trade, Leadership &
Business Managementylarketing, Christian Ministryand Theology Commercial Cookery and
Hospitality Early Childhood EducatiéhCare

Training Delivery

Kingston International Collegean Australian Government Registered College; it must deliver training
and assessments according to Australian Government standards stipulated in the relevant training
packagegwww.training.gov.alland in the Australian Qualifications Framework (AQF) (available at
www.agf.edu.al). Setting outall units of competence.

All Kingston InternationaCollege courses are delivered via Face to Face/Classroom based training,
this includes training in our simulated/real workplace environmentsBeaufort Kitchen, Childcare
Centres and Churchgikingstoninternational Collegeln addition to the above Structureddassroom
training, students can be expected to completa total 20 hours per weelksupervised selfearning
inclusiveof Un-Structured Learning. This can consist of Private study, preparatiofoo-up, self
initiated learning projectand Research.

Students who are unable to attend classes are required to provide medical certificate approved by
Kingston International Colleg®nly medical certificate issued by medical doctor is acceptabieeas
evidence of absence due to health issues. Medical note issued by pharmacist or other health
practitionersd dzOK | & & 2 y f hoybS acéepted d2eMidence. Madicdl certificatesnbe

dated on the day that student is absent from.

Work based r&ining

Work Based Training (WBT) ensufé&sgston InternationaCollege students achieve the skills needed

to be job ready. Work Based Training is a structured, assessable programme, which makes up an
AY@Eftdzk 6t S LI NI 2F | ZpipdzRiGny ard pershnaddldévalcFpiént. Warkk y |y
based trainingis considered as class time. The courses listed below include a COMPULSORY work based
training/Internship placement. During scheduled WBT Students must complete a MINIMUM of 20
contact hours per wek.

All Work Based Training are organised Kipgston International 2 £ £ S3SQa Ay O2yad
students. See below the prescribed Work Based Training required for géfeyston International
CollegeCourses:

Mandatory Work Based Training
(WBT)

Commercial Cookery SIT30816 Certificate Il in 240 hours WBT
CommercialCookery

Discipline Course



http://www.training.gov.au/
http://www.training.gov.au/
http://www.training.gov.au/
http://www.training.gov.au/
http://www.aqf.edu.au/

& KINGSTON HAND oS

87 International College

Version Page
2.1.03 290f91

Mandatory Work Based Training
(WBT)

Early Childhood Educatio] CHC30113 Certificate Il in Early| Standard Course 120 hours WB1
Childhood Education and Care
CHC5011Biploma of Early Standard Course 240 hours WB1
Childhood Education and Care

Discipline Course

Assessments and Assessment Outcomes

You will receive a Unit Outline and Assessment Agreement at the commencement of each Unit of
Competence/Class. The Unit Outline akgbessment Agreement informs you of the requirements of
the unit, including the number of assessments required to complete satisfactorily to be deemed

competent, the assessment methods, assessment dates and assessment venue.

As a Registered Training Orgaation,Kingston International Collegeust ensure thatll assessments
conducted follow the Principles of Assessment and Rules of Evidence.

Principles of Assessment
Fairness ¢tKS AYRA@GARIZ f €SI NYySNnRa ySSRa | N

Where appropriate, reasonable adjustments are applied by the RTO (Kin
LYGSNYylFGA2y Lt [/ 2t€6S3S0 G2 GF1S Ay

The RTO (Kingston International College) informs the learner abou
assessment process, and provides lgerner with the opportunity to challeng
the result of the assessment and be reassessed if necessary.

Flexibility Assessment is flexible to the individual learner by:

A wSTESOGAY3T (GKS tSIFNYSNRa ySSRAT

A Assessing competencies held by the learner no mattev bowhere they
have been acquired;

A Drawing from a range of assessment methods and using those th:

appropriate to the context, the unit of competency and associg
assessment requirements, atige individual.
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Validity Any assessment decision of tRFO (Kingston International College) is justif
based on the evidence of performance of the individual learner.

Validity requires:

A Assessment against the unit(s) of competency and the assoq
assessment requirements covers the broad range of skitiskmowledge
that are essential to competent performance;

A Assessment of knowledge and skills is integrated with their prag
application; assessment to be based on evidence that demonstrates
learner could demonstrate these skills and knowledgeother similar
situations;

A Judgement of competence is based on evidence of learner perform
that is aligned to the unit/s of competency and associated assess
requirements.

Reliability Evidence presented for assessment is consistently interprateassessmer
results are comparable irrespective of the assessor conducting the assess

Rules of Evidence

Whilst each of the rules are important factors in their own right, assessment activities should reflect
all rules and not elevate thiemportance of one at the expense of others.

Validity The Assessor is assured that the learner has the skills, knowledge and att
as described in the module or unit of competency and associated asses
requirements

Sufficiency The Assessor isssured that the quality, quantity and relevance of
FaaSaaySyid SOARSyOS SyloftSa | 2dzR

Authenticity The Assessor is assured that the evidence presented for assessment
ft SEFNYySNRa 26y 62N o

Currency The assessor is assured that the assessment evidence demonstrates

competency. This requires the assessment evidence to be from the pres
the very recent past.

Fromi KS ! aSNN&a DdzARS (2 GKS {dFyRIFENRa FT2NJw¢ha Hnamp

Assessments Methods

Assessment Methods &ingston InternationaCollege include (as taken from Designing Assessment
Tools for Quality Outcomes in VET, a DTWD Publication):
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Method Examples of Methods
Observation Real work/realtime activities at the workplacéncluding those in th
(Observation) workplace/simulated workplace)

Structured Assessment Simulation exercises/rolplays Projects, Presentatiorsnd Activity
Activities sheets
(Structured Assessment)

Questioning Written questions, Interviews, Sedfaluation, Verbal questioning,
(Questioning) Questionnaireand Oral examinations

Evidence compiled by the | Portfolios, Collections of work samples, Products with supporting
Student (Student Evidence| documentation, Historical eviden@ndJournals/logbooks

Review ofProducts Products as a result of a projetWork samples/products
(Product Review)

Third-Party Feedback Testimonials/reports from employers/supervispEridence of
(ThirdParty) training, Authenticated prior achievements Interviews with

employers supervisors or peers

The outcome of each assessment is eitGerCompetentor NYC= NotYet Competentin order to be
deemed competent in a unit of competency, you must complete every assessment satisfactorily. If
you do NOT submit assessments, the result will shoW@§ YET COMPETENT (NYC)

If your performance in any one assessment is NETCOMPETENNYQ you cannot be deemed
competent for that unit of competency. To be awarded with a Qualification (Certificate or Diploma)
you must have achieved competency in all units of competence of the course (which may include core
and elective units).

If you are unable to achieve competency in all units of the course, a Statement of Attainment (not a
gualification), listing the units for which you achieved competency will be issued.

Assessment Submission Guidelines

This Assessment Agreement outlines thées that govern all assessmentskahgstoninternational
/2668380 2AGKAY SIOK Faadaavysyld R20dzySyids Iy wia
agree with the contents of this document. No assessments will be accepted for marking without a
completed and signed Assessment Cover Sheet, this is included in each assessment you will complete

at Kingston InternationaCollege.

Assessment Policy

It is your responsibility to keep a second copy of your assessni€imgston InternationaCollege
doesnot take responsibility for lost or stolen assessmeKiagston InternationaCollege reserves the
right to request a copy of your original assessment at any time after you have submitted your
assessment. This includes WBT (Work Based Training)
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Latesubmission of Assessments

This Unit Outline prescribes when each assessment is due for each Unit of Competence. If you submit

your assessments later than the due date (set by your trainer and highlighted on your Assessment
Cover Sheet) you will be requiréal pay the late assessment fee at Bieident ServicesReception

You will receive a receipt which you must attach to the assessment before it will be marked. Please

0S F6FNB GKIFIG F2tf2Ay3 LI &YSyid | yR abdanafkedi aA 2y :
within 4 weeks. Feas $50per assessment

ReAssessment Fee

If your first submission was marked Négt Competentthen a reassessment fewill apply as below:
A $50 per assessment (theory)

A $150 per assessment (practical)

ReEnrolment Fee

For each student to prove competency, this requires demonstration of current performance;
therefore assessments must be submitted witloine (1) weeksof the unit being completed. If you
have not submitted your assessments (first submission) you will be deBimedet Competent (NYC)
for that unit and will be required to renrol in the unit. The fee for this is as follows:

A BTMGourses Unit Tuition Fee =Total Tuition Fee/Number ofUnits.

A Hospitality and ECEDurses: Unit Tuition Fee =Total Tuition Fee/CourseDuration X Number of
Weeks toComplete Unit.

A Resources fee will be charged again forereolment for some units, please check with the
college for more details.

Submitting your assessment

Assessments must be submitted to the respective trainegassr electronically.
All submitted assessments file names minstfor matted as below:
Full name_Student ID_Unit of Competence_Assessment Number_Trainer_Date submitted

ExampleJane DOEKICO0Q99F BSBWHS40Michael 27022019

Assessment Readiness

Students participating in more tha89% of scheduled classes will be deemed assessment ready, unless
instructed otherwise by the student. All other students are required to complete a verbal or written
test to prove they are ready for the assessment. Teercannot accept completed assessments from
students who are not assessment ready.

Assessment Retention Requirements

Kingston InternationaCollege is required to securely retain all completed student assessment items
for each student, for a period of smonths from the date on which the judgement of competence for
the student was made.



& KINGSTON HAND oS

87 International College

Version Page
2.1.03 330f91

Written Assessments Guide
All written assessments must be submitted in the following format:

A Text
o Font TypeArial
o Font Size: 12
0 Spacing: 1.5
A Titles
o Font TypeArial
o Fort Size: 12
A Header
o Font Type: Arial
o Font Size: 9,
A Header Content:
o Kingston InternationaCollege
o  Unit Title
A Footer:
o Font: Arial
o Font Size: 9
A Footer Content:
o First Name
o Family Name
0 StudentID
o Date: dd/mm/yy

A Margins (As follows)

o LEFT: 4cm

o TOP:4cm

o BOTTOM4cm
0 RIGHT: 4cm

To ensure that our students are ready for induskingston InternationaCollege focuses on ensuring
student assessments reflect the industry requirement. Work ready documentation in terms of format,
presentation and consistency is a kesgrt of our assessment process. All students are expected to
adhere to the required standard depending on the course level/type they are enrolled in.
References

References must include the following information:

A From aBook: BooKTitle, Author, Year Published and Page No.
A From aNewspaper: Newspaper Name, Issue No. Date and Page No.
A From thelnternet: Website Author (if available), Dat&ccessed

Results

Your Assessment Results (Assessment Outcomes) and Unit/Module Results (Training Outcomes) will
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be madeavailable viayour Trainer / Assessor he following are the guide times for these results:

A Certificate {IV courses, Three (3) weeks, after unit end date or assessment due date, whichever
is the later.

A DiplomaandAdvanced Diplomaousesc Four (4) weeks, after unit end date or assessment due
date, whichever is the téer.

For units/Modules that include Work Based Training, the assessment due date is the last day of your
work-based training placement. As such, results will be made available following the guide time
outlined in thedot points abovegResults)

Your results will be provided to you either in person or via yegiisteredKingston International
College email address and will include specific feedback, including details on any gaps identified.
Where required, this communication will also includestdmission details. Where Assessments are
submitted late (after the due date), please allow four (4) weeks from receipt for these assessment
results to be made available. It is your responsibility to check your results on a regular basis. You may
logon tothe Student Portal (viKingston InternationaCollegewebsite) to check your results.

Where we are unable to meet these guide times, for any reason, we will send you an email to inform
you of the delay. If you have any specific questions or concernsseptaEmtact our Student Services
Team or the Course Coordinator.

Assessment decisions can be appealed. Please refer to the information on complaints and appeals,
available on ouwebsite

Assessment Support Services

Learning Support Sessions

Kingston Intenational College is committed to providing a harmonious environmentaibof our
students.We alsoprovides one hour free assistance in numeracy and literacy, upon request; as or
when required.

Students who are late to class and require extra Hiedm the trainer during class time due to non
participation (nonattendance) are considered by other students as disruptive. Therefore, students
whose participation is lower than 80% are not able to accesst@mae tuition from trainers during
classtime, or after classime. Rather, they will need to review any missed course material during their
own time.

If students would like to study in a group sessioe(2 LIS2 LJX S0 X Al Aa (GKS &aGdzRSy
these groups. Groupsmust be studying thesame course materiainust be paid for, before sessions
commence, and they are not available to students who faxerdue ourse fees.

Support Guidelines
Pleaseefer tothe following guidelines:

A {GdRSYy( O2dzyasSttAy3 T2 NJ lfare dnd acadéniicregresNSaivayS R A Y 3
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availablefree of charge

A No reassessment fees apply where students present a valid medical certificate for thetdeay of
assessment.

A Payable reassessments must be settled in advance and a receipt must be showtraintreto
be admitted. Payment must be madtie Student Services Reception

Student Workshops
Free supervision class is availasidepart of unstructured learninfpr yourcourse.

Academic Dishonesty

You must ensure that the evidence you submit &ssessment is your own work, and/or that you
acknowledge the work of others appropriately (see reference guide below). In an educational
environment cheating means, to act dishonestly in an attempt to mislead the Trainer to accept the
work of others as yauown work.

Cheating

Kingston International Collegeill not tolerate cheating. Cheating is defined as:
A H YyRAY3I Ay az2vYSz2yS S SQa ¢2NJ] a &2dz2NJ 28y 06A
A UaAy3 ye LINL 2F az 2 y &cknviletlgeent, igcRidiil breadhésK 2 dzi
of copyright
Handing in a completely duplicated assessment

A
A Allowing someone else to hand in your work as their pwn
A Copying sentences or paragraphs from one or more sources

f a
Y S

A Presenting substantial extracts from booksticles, theses, unpublished work such as working
papers, seminar and conference papers, internal reports, computer softweslesites lecture
notes or tapes, without clearly indicating their origin

A Using notes or other resources without permissionidgrformal testing

A Having several people complete the assessment and hand up multiple copiespratented
(implicitly or explicitly) as individual warkr

A Sealing an examination or solution from a Trainer

Appeal

If you are dissatisfied with the wapu have been assessed or with your result, you can communicate
this to your Trainer or contact th8tudent 8rvesOfficer within 30 working days of receiving your
result. The Trainer and/or StudeneigicesOfficerwill inform you about your rights to gyeal and
your entitlements in the appeal process.

Recognition (Exemptions)

Recognition of Prior Learning (RPL)

This process encourages you to apply for recognition for previous study, work, life and educational
experience that match the units eabmpetency, qualification or part qualification of modules within
the training and assessment program.

If you are applying for recognition of existing skills and knowledge, then you will need to generate
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evidence to support your claim in order to be asssssExamples of evidence might include;
documentation such as certificates issued by other training organisations, support letters from
employers, job description, resume or outlines of previous training and development.

To apply for RPL, conta#tingstonInternational College to discuss your skills recognition and
assessment options/ou will receive a copy of the Application for Recognition Form, which you will
need to complete and returd. An appointment will be made for you to discuss your applicafitre

fee for RPL assessement are $120 application fee, phessment fee per unit.

Note: Credit for course fees are only calculated where an Application for Recognition is submitted
prior to commencement of studie®\s a Registered Training OrganisatikingstonCollege
will recognise AQF Qualifications and Statement of Attainments issued by another RTO, refer
to Credit Transfer.

Note: Recognition of Prior Learning may reduce your overall study time; any changes will be updated
in PRISMS and thereforepmrted to The Department of Home Affairs (DHA), which may affect
your student visa.

Credit Transfer

Credit transfer is where you have completed units of competence from a current or previous training
package that are comparable (through a mapping procesghose you are about to be or are
currently enrolled in.

If you believe you are entitled to get credit transfer, you need to request for credit transfer when
completing your application form at the time of enrolment and provide related evidence. Oidiabff
certificate and statement of attainment will be recognized when assessing your credit transfer
request. Your tuition and resources fee will be reduce according to your credit transfer outcome and
these fees will be reflected on your letter of offer.

LF €2dz RARY QU NXBIdzSad F2NJ ONBRAG GNIyaFSNI I
your course, we still can do credit transfer but there will be no fee reduction, meaning you still need
to pay the full course fee.

To apply for CrediTransferafter commencing the courseomplete the Application for Recognition
Form (available aStudent Serviceg Reception and attach copies of the evidence you have (e.g.
Statement of Attainmenor Qualification) to show you have completed the unit.

Kingston International 2 f f S35Qa wSO023ayAilAz2y t2fA08 NBO23IAYAIT !

through formal studies at recognized training organizations but also through activities such as
employer based training and development and relevant lifeegdgmce and if you are granted Credit
Transfer byKingston International Colleg@mu do not need to complete that unit of study again.

The policy supports the granting of credit to students with recognized Australian Qualifications
Framework (AQF) qualififons and Statements of Attainment issued by any other registered
education provider.

Applications for RPL/Credit Transfer which require no further information will be assessed and you
will be informed of the outcome of the assessment in writing withimvbdking days of the application
being received with all necessary supporting documentation. You will be notified in writing if any
further information is required in support of your application.



hy

KINGSTON HAND RS

' International College
Version Page

2.1.03 370f91

For International Students: It is a condition of your visattyou are enrolled in fulime study. Full

time study is defined as 20 contact hours per week for 36 weeks of the year-oataraccording to

the requirements of the ESOS Act. If RPL or Credit Transfer is granted, you will be required to enroll in
alternative approved studies to make up for your full time study |ld&dgston InternationaCollege

must report any change of course duration to The Department of Home Affairs (DHA) via PRISMS
under section 19 of the ESOS Act.

Note: If course credit is graed by Kingston InternationalCollege before your Student Visa is
granted it will be indicated on your Confirmation of Enrolment wiiilmgston International
College. If course credit is granted IKingston InternationaCollege after the Student Visa is
approved, you will receive a report indicating any reduction of your course durdtingston
International College will adjust your course duration on PRISMS, which may have an effect
on your visa.

Kingston InternationiCollege will provide a record of the RPL or Credit Transfer to you within

15 working days and in exceptional cases as soon as possible. You must acknowledge your
acceptance of the RECOGNITION/CREDIT TRANSFER in writing before the recognition/credit
transfer can take effect. A record of your acceptance will be kept in your personal file.

Application for Qualification or Statement of Attainment (Award)

Qualifications can only be issued to studentowharedeemed Competent in all units of competence

of their course (including all core and elective units). Students nwhave not been deemed
Competent in all units of competence will receive a Statement of Attainment listing all units in which
they have been deemed competent.

For VET course¥purcertificate wll be issued two weeks aftéhe official finishing date ogour COE.
For ELICOS courses: Your certificate will be issued on the last day of class.

Preparation of the Award documentation may take up to 10 working days. Kingston International
Collegewill send you an SMS when it is ready for collection.

The Award documentation will not be prepared if there are outstanding fees, therefore students
should ensure outstanding fees are paid PRIOR to applying for an Award.

KingstoninternationalCollege wilhot provide your Award documentation to a third party, including
parents, spouse etc.; unless you have nominated them on the form or provided formal written advice.

Students who have undertaken any studies from January 2015, are required to providé8ieir
(Unique Student Identifiet)efore a qualificatiorstatement of attainment (award) can/will be issued.

In some cases you may be entitled to apply for an exemption, if you receive an exemption, please
provideKingstonCollege with the Exemption Noticetter. For more information about applying for

a USI please refer toww.usi.gov.au

AwardOllectionMethods

A Via post for$7 for local and 85 for international(this cost is subject to change)

A Collect from Kingstomternational College

A Nominate a person to collect the award, with their details completed onrtbmination form
obtained from receptiohcommunicated via formal written advice.


http://www.usi.gov.au/
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Kingston International College will take every effort to ensure that the rAwia packaged
appropriately to avoid damage; howeviingstonCollege will take no responsibility for any damage
caused during postal delivery.

Information about ELICOS COUIrses-==-===========nmmmmmmmemmmmmmmmnnn

English Language Intensive Courses for Overseas Students

Here in AustraliaELICOS courses are highly regulated by the Government to ensure that the courses
being taught are of high qualityro view these regulations, you can visit The ELICOS Standards 2018
at https://www.legislation.gov.au/Details/F2017L01349

Intake Dates

The intake date for General English is on a Monday each week (except for Public Holidays where the
intake for that week will be on the Tuesday). Intake dates are subject to change, please visit
www.kingstoncollege.wa.edu.ao confirm intake dates.

Class Sizes

General English classes will not exceed 18 students. Classes will run with seven or more students, with
the average class size being ardui® students.

Study Period

The minimum study period for General English students at Kingston College {8) weeks. The
curriculum includes five levels, each one delivered over a period of twelve (12) weeks for 20 hours of
faceto face teaching per wek.

A Elementary A Upper Intermediate
A Preintermediate A Advanced
A Intermediate

Student enrolments and study durations may differ depending on the following factors:

1. { GdzRSYy Q& | @I At | 0 Adish sty i2Austrélia YS F2NJ DSYSNr € 9y
2. {0dzRSYyiQa RSAaANBR fS@St 2dzi 02 YS GitheScompletiors G K S NJ
of their General English study for entry to employment, further study or to sit for a specific test
3. { (i dzR Sy i Q a astugeintMBo entésde tourse at a Beginner level will conceivably spend
longer studying then a pratermediate student if the desired level outcome is the same.

The table below offers some guidelines on how we calculate the lengtimefrequired for your
English enrolment.


https://www.legislation.gov.au/Details/F2017L01349
http://www.kingstoncollege.wa.edu.au/
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Kingston Class | CEFR IELTS PTE | Expected Minimum Level needed for entry t¢
Description progress* further study
2.0
Elementary Al 12 weeks
2.5
_ 3.0 6-8 weeks
Prelntermediate A2
3.5 6-8 weeks
4.0
Intermediate Bl 4.5 30 12 weeks Certificate Il

5.0 36 6-8 weeks | Certificate IV

5.5 42 6-8 weeks | Diploma

Upper Intermediate| B2 6.0 50 6-8 weeks | Advanced Diploma
6.5 58 8-10 weeks | University studies
7.0 65 8-10 weeks
Advanced Cl 7.5 73 8-10 weeks
8.0 79

*Weeks are given as a guide only. Time taken will vary between students.
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What can graduates do at this level?
Proficiency Level

Listening Speaking Reading Writing

Can effectively comprehend
and interpret complex

Can communicate effectivel
in most formal and informal

Can read to evaluate a giver
text with reference to its

Can write a number of
complex texts characterised

Proficient spoken language used for a| social and learimg situation | validity and quality. Can by personal style showing
range of purposes to monito about familiar and unfamiliai interact with the text to consistent control over
IELTS 8:8.0 language patterns and issues of some complexity. | construct its meaning. textual features.
PTE 8380 communicative techniques
to sustain oral
communication.
Can effectively and Can use the language Can effectively read and Can write effectively and
Advanced :
accurately comprehend fluently and accuratelgn all | comprehend all text styles | accurately to fulfil personal,
IELTS 7.98.0 discourse in all personal, | levels normally pertinent to | and forms, including the social,academic or
PTE 680 social, academic or personal, social, academic ¢ finer points of complex texts| vocational needs.

vocational needs.

vocational needs.

Upper Intermediate

IELTS 5.66.5
PTE 4562

Can sufficiently comprehenc
a discussion or discourse ar
is rarely affected by comple)
discourse patternsCan
follow and comprehend at a
normal rate of utterances.

Cansufficiently participate
and contribute in
conversations with or
between native speakers
with a good degree of
fluency and reasonable
accuracy.

Can read, paraphrase or
summarise key points and
has sensitivity to variations
in style and register. Can
read quickly enough to cope
with an academic course, th
media or norstandard
correspondence.

Can write a cohesive text
showing the main features g
the text being presented.
Can prepare professional
correspondence and take
accurate notes.
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What can graduates do at this level?
Proficiency Level

Listening Speaking Reading Writing

Intermediate

IELT®.0¢ 5.0
PTE 3610

Can follow and participate in
a conversation between
native speakers and can get
the gist of extended
discourse or a lecture in a
known area of study.

Can give a talk on a familiar
topic or keep up a
conversation on a fairly wide
rangeof topics.Can link
ideas and text effectively
beyond the level of short
utterances.

Can skim and scan texts for
relevant information and
understand detailed
instructions or advice,
though more difficult texts
still cause difficulty.

Can write a range okt
types with reasonable
control of simple sentences
and variable control of
complex sentencegrrors do
no impede comprehension.

Prelntermediate

Can comprehend enough to
understand instructions or
public announcements to

Can express opinions in a
limited way or offer advice a
minimum courtesy

Can read short texts deal
with everyday activities or
texts relating to immediate

Can write with reasonable
accuracy to satisfyllesurvival
needs and limited social

IELTS 3.93.5 meet all surival needs. requirements within a needs. needs.
known area.
Can comprehend utteranceg Can express simple opinion{ Can read short, simple Can write brief, simple notes
Elementary in a familiar context or in in a familiar context and is | sentences and short or postcards related to
areas of immediate survival | able to satisfy immediate instructions such as signs at personal information.
IELTS 2.0 needs.

needs usingearned
utterances.

simple reports on familiar
matters.
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Holidays

Students are periitted to apply for up to4 weeks of holiday, Course enrolments of less tBaveeks
do not include any holidaysiowever, long holidays might affect your visa application outcome and
academic progress so please try not to take long holidays during stuekswe

Note: Application for holidays must be completed at the time of enrolment. Holiday periods do not
incur any course fee.

Sample Timetable

At Kingston College, we offer a number of timetable options including day, evening and weekend.
Belowisasamplé A YSGIF 0t S Ay Of dzZRAYy 3 2dzNJ { dzZLISNWAASR { G dzRe

Monday Tuesday Wednesday | Thursday Friday
8.30anm¢ Grammar Reading & Listening & Testing Supervised
10.0Gam introduction | Writing Speaking Study

(Optional)
Coffee Break
10.15mg Grammar Reading & Listening & Testing Supervised
2.00pm practice Writing Speaking Study
(Optional)
Lunch Break
12.45%m¢ Speaking Listening & Revision Test results | Supervised
2.30pm Viewing revision Study
(Optional)

Supervised Study classes amgreat opportunity for you to get some extra help with your course work
or assessments from a qualified teachBnese classes are offered free with your enrolment, however

attendance is optional.

General English Assessments as Valid, Reliable, Faixibie FI

As a Registered ELICOS provid&ingston
assessment/testing of students is Valid, Reliable, Fair and Flexible. This is done by ensuring:

International

Collegenust ensure that ALL
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Valid Direct testing ensures that evaluation of proficiency is basmeévidence of student
performance that demonstrates the skills taught within class times.

lff GSada INBE RSaA3IySR (G2 S@Ifdad dS {
(reading, writing, speaking and listening). At the completion of ¢ash) students will
receive an individual mark for each skill.

Before students undertake testing, they will be provided with instructions and
information including; practice tests, detailed test cover sheets and any other
information required for student evaluatiowithin the General English course.

All test materials undergo a monthly test material moderation and evalugitioness
enacted by the Course Coordinator and General English teachers.

Reliable | All test materials undergo a monthly test material moderatéord evaluatiorprocess
enacted by the Course Coordinator and General English teachers.

Ensure teachers are well trained in utilisation of student evaluation tools to make
reliable and standardised judgements.

Fair I O02YY2RI GAY 3 Ay RAdMRbetdstingipliodeBsS y (1 Q&  y

Providing students with an outline of the test timetable on the first day of study,
which outlines the number of tests they will complete and the dates these will tak
place. Students are also provided details about how andnatbsts will be completed

Providing the opportunity for students to appeal test results as outlined in this
handbook.

Ensuring students have patrticipated in a sufficient number of lessons, and have
NBIljdZA NBR a1 Affa G2 0 Swhkithg ysbtiipatedibnioie the
60% of scheduled classes will be deemed test ready, unless instructed otherwiseg
the Teacher. Students may be also be required to complete some verbal questio
prove they are ready for the test/s.

Flexible Adjusting testing and teaching timetables where possible for students.

Flexible course structure allows for the inclusion of possible extension time as
instigated by students based on their individual needs.

¢KS AyOfdzaAaAzy 27F W{ ddsI® bddessiaBdriondl teazied halp
to ensure successful outcomes.

Student Assessments and Evaluating Student Progress

Student testing at Kingston College is ongoing throughout the course and consists of short level tests,
as well as longer and more-ttepth midcycle tests and end of cycle tests to evaluate student
progress.



STUDENT

+T++I KINGSTON HANDBOO!

87 International College

Version Page
2.1.03 440191

Placement Test

All students will be given a comprehensive placement test before commencing their enrolment in the
General English course. The placement test assesses all foltilleeyresading, writing, speaking and
listening to ensure the students are accurately placed in the correct level class. The placement test
will be administered over a one hour period prior to the commencement of study on the first day. At
the end of the eientation period, students will be informed of their level and given their timetables.

Progress tests, Midycle and End of Cycle tests

The main tests conducted throughout the course will be level tests. These tests are specifically created
to evaluate whether students have sufficiently met the requirements for each level. Students can
progress to the next level lBchieving a grade of 65% or more in each of the skills tested in the mid
cycle or enecycle test

Testing Schedule

The testing schedule for every level in the General English Course will be as follows:

Test type Week administered

Placement test Beforecommencement (week 1)

Progress Test Week 2

Progress Test Week 4

Mid Cycle Test Week 6

Progress Test Week 8

Progress Test Week 10
End of cycle test Week 12

Results

Your teacher will complete a progress report in Week 6 and Week 12 of your cdhisevill contain

the results of all the Progress Tests that you have completed as well as yocuayatedor enecycle

test results.Your teacher will spend time with you discussing your progrBlss. is a good time to
raise with your teacher any concemsu have about the course and to discuss ways to improve your
results. Your Progress Report will be uploaded to the Student Portal for your records.

It is your responsibility to check your progress on a regular basis. You may logon to the Student Portal
(access via Kingston Collegebsite to check your progres#f you have any specific questions or
concerns, please contact our Student Services Team or the English Course Coordinator.

Test decisions can be appealed. Please ask your teacher or anyStéittent Services staff about our
complaints and appeals process. You can also find information about these processesvebsite
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Graduation Certificates
Certificates of Achievement will only be issued to students who have;

A Achieved 65% in each skiti the midcycle or enecycle test
A Attended a minimum of 80% of their scheduled classes

Preparation of the Certificate documentation may take up to 10 working days. Kingston College will
send you an email when it is ready for collection.

The Certificate doumentation will not be prepared if there are outstanding fees.

Kingston College will not provide your Certificate documentation to a third party, including parents,
spouses & etc. unless you have provided formal written advice.

AwardQollectionMethod

A Via post for$7 for localand 25 for international

A Collect from Kingston International College

A Nominate a person to collect the award, with their details completed on the nomination form
obtained from reception/ communicated via formal written advice.

Kingston International College will take every effort to ensure that the Award is packaged
appropriately to avoid damage; however Kingston College will take no responsibility for any damage
caused during postal delivery.
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ELICOS Course Attendance Monitoring Pehey------------------=----—-

Students who are enrolleih the ELICOS General English Program at Kingston College are required to
attend at least 80% of the scheduled course contact hours per learning cyci2.dz R2y Qi Yl Ay il
attendance of 80%, Kingston College is obligated to report the matter to the Department of Home

Affairs (DHA) for further action. This may result in your Visa being cancelled.

Attendance is calculated over the 12 week learningayzdeA y3 G KS Wa G NI GAYSQ |y
on the class rollPlease ensure you fill out these details correctly every time you come to Claess.
cycle dates for the year will be clearly displayed in your classroom.

All absences should be explain€h the day you return to school after an absence, please provide a
Medical Certificate or other supporting document to Student Services which covers the period of the
absence.Explained absences due to illness or other reasons, will not affect your attiead
percentage.

Only medical certificate issued by medical doctor is acceptable as the evidence of absence due to
health issues. Medical note issued by pharmacist or other health practitioners are not accepted as
evidence. In addition, medical certifiat A 3adzSR o6& WQ2yftAyS R203G2NRQ
evidence as welBackdated medical certificate will not be accepted as well. Medical certificate mst

be dated on the day that student is absent from.

Warning letters will be sent to your email a@ds if your attendance drops to the following:

A First Warning Letteg 90% attendance or below
A Second Warning Lettay 85% attendance or belowinterventionstrategy implemented as per
page ®)

A Notice of Intention to Report will be emailed and postedgou if your attendance drops to 80% or
below. If you receive this notice, you have 20 working days to appeal to the college using our appeals
process (as outlined in this handbook) before the matter is referred to the DHA.

Student Services can help yaith the following:

Accessing the Appeals Process

Understanding the Warning Letter process
Understanding how attendance is calculated
Making a plan to maintain your future attendance
Gathering evidence to explain absences

> I > D

All Colleges want to offer a harmonious learning environment in which each member respects the
beliefs, feelings, person and property of others without conditidRemove?

By enrolling aKingstoninternationalCollege, you havagreed to adhere to th&ingston
International Colleg€ode of Conduct. THeingston International Colleg@ode of Conduct is as
outlined below Also included in your prenrolmentdocumentation and is available:at
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www.kingstoncollege.wa.edu.au

Breaches ofKingston International Colle@d / 2 RS 2F [/ 2y Rdz04 Yl & fSIR
enrolment, which may affect your student visa.

All students enrolled aKingston Inérnational Colleganust uphold the following standards at all
times. Students will:

Behave honestly and with integrity

wSALISO0 20KSNJ LIS2L) SQa NARAIKGA (2 K2ER
wSAaLISOG 2GKSNJI LIS2 LI S0 agenasSocmSshadgenget; ( A 2
Not use offensive language;

Maintain an environment suitable for study and work free of interruption;

Act with care and diligence on campus and at wioaked training organisations;
Maintain satisfactory course progress and/or satisfagtattendance (participation);
Not cheat or plagiarise;

Allow trainers to deliver their course material without being unnecessarily interrupted or
disturbed:;

Adhere toKingstoninternationalCollege uniform policies where required;
Respectkingstoninternational2 f £ S3SQa y2 aY21Ay3dr y2 |fO02K2ft =X
Uphold the reputation of kingston international college

Provide accurate and timely notification of information required Kpgston International

Gollegeto make appropriate decisions aboitlteir continuing enrolment at the college;

Comply withKingstoninternationalGollegepolicies and procedures as stipulated in this student
handbook;

A Comply with your student visa requirements

w»

w

ATFSNBY
yEtAGET N
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Students are required to apply a high level of professionalisran communicating, socialising or
networking using any social media or facility.

TheKingston International Collegéode of Conduct and the contents of the Student Handbook are
reviewed each yeakKingston International Collegtudents are invited to aatribute to improvement

of our Code of Conduct, policies and proceduRdease contact Studenefvicesto provideKingston
International Colleg&vith your recommendations or complete a feedback form.

Breaches of Code of Conduct

Students found breaching th&ingston International Colleg€ode of Conduct or their visa

NBIljdA NBYSyda 6Aft 068 RSIEG sAGK & AGALMA LGSR dzy
Students affected by a breach of tKéngston International ClelgeCode of Conduct are encouraged

to contact the Student&vicesOfficer immediatelyto discuss the issues concerned.

Kingston International Collegeay initiate a suspension or cancellation of your studies on the grounds
of misbehaviour or abreach 6fKS O2f f S3SQa /2RSS 2F [/ 2y Rdz00 @
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Reporting Breaches

Kingston International Collegstaff and students are responsible for maintaining a harmonious
learning environment. Therefore, students are encouraged to report any undue pressure, disturbance,
or harassmnt by any member of staff or by any other student as stipulated in Kirggston
International Colleg€ourse of Conduct.

Reports of breaches can be submittisdwriting clearlyoutlining the details to theStudent ®8rvices
Officer,andtheir Trainer Anyreports will be viewed biingston International Colle@Management.

If you are uncertain about your rights and responsibilities, pleesetact StudentServicesfor
clarification.

Your rights as a student will always be respected and youiratarn, expected to respect the rights
of others.

Process

Breaches to th&ingston International Collegeode of Conduct will be processed as soon as possible.
Involved parties will be informed in writing. Breaches are dealt with by a committee formeeato
with the breach and including th@hairman Student 8rvicesManagerand where necessary selected
students and staff.

Note: Kingston International Collegewill review its decisions based on documented
compassionate/compelling circumstances.

If you ae not satisfied with the outcome of arigingston International Colleg#ecision, you may
appeal, using the Complaints and Appeals Form available from the Student Services Office, or via our
website

Alternatively, you can contact the Overseas Studentb@mamanat 1300 362 072r lodge an online
complaint at:http://www.ombudsman.gov.au/making-complaint/overseasstudents

CancellatiorResulting from Breaches

Ly OFaSa oKSNB 6S AydiSyR (2 OFyOStf &2dzNJ SYNRBf Y
/| 2y RdzOG @&2dz gAff 0S AdaadzsSR gAGK | ab2GA0S 2F Ly
your Kingston International Collegamail account, as a caesy a COPY may be mailed to your last

known postal address.

The Noatification of our Intention to cancel will advise you of your breach and inform you that you may
be cancelled fronkingston International Collegend as a result reported to The DepartmeftHome

Affairs (DHA) and The Department of Education and Training (DET) which may affect your Student
Visa.

Deferring, Suspending or Cancel¥ogr Enrolment-----------------------

Deferrals, Suspensions and Cancellations can only be applied for in writing, using theaoatsm
Application Form (available frommvw.kingstoncollege.wa.edu.aand at the reception desk). VERBAL



http://www.ombudsman.gov.au/making-a-complaint/overseas-students
http://www.kingstoncollege.wa.edu.au/
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notifications toKingston International Colleggaff or agents ARE NOT VALID.

Definitions

Deferral Postponing the commencement of your course prior to course commencement.
Suspension  Postponing your enrolment during your coutse

Cancellation Cessation of enrolment in the course.

For International Students: It is important to understand thatatedls, suspensions and cancellations
may affect your student visa status.

Cancelling your enrolment will attract cancellation fees. Where applicable, cancellation may also
affect your refund. Please read the Refund and Cancellation Policy carefully & anakformed
decision. A copy of our Refund and Cancellation Policy was included in your Letter of Offer.

A deferral, suspension or cancellation of your enrolment can be initiated by yourselfkinggton
International CollegeAll applications fodeferment, suspensions and cancellations must be lodged
no less than 14 days in advance and will be considered within 10 working days.

For International Students: Standard 9 of the National Code 2018 states:

G! NBIAAGSNBR LINE OA R BnEImMENt af a SuBehtSf NbeReiss thetedate
O2YLI aaAz2ylFdS 2NJ O2YLIStftAy3d OANDdzyaidl yoS

Deferment or suspension of study can be requested by you for compassionate and compelling
circumstances. These can incluulg are not limited to

A Seriousillness or injury, where a medical certificate states that the you are unable to attend
classes;
A Bereavement of close family members such as parents or grandparents (where possible a death
certificate should be provided);
A Major political upheaval or natutalisaster in the home country requiring emergency travel and
this has impacted on your studies;
A Atraumatic experience, which could include:
o Involvement in, or witnessing of a serious accident; or
o  Witnessing or being the victim of a serious crime, and ttds impacted on you (these cases
dK2dzZ R 0S adzZlll2NISR o0& LRfAOS 2N LJABOK2f 2343

Right of Appeal

You have the right to appeal any decisiorKirygston International Collede defer, suspend or cancel

your studiesKingston International CollegeA f £ Yl Ay Gl Ay GKS aiddzRSydaQa S
and external complaints and appeals process are completed.

Deferral ofehrolment¢ Studentinitiated

You may request a deferral of your course commencement by completing an Application for
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Defermert as follows:

Complete an Application for Deferment Form and submit to Stedent ®rvicesOfficer, with
evidence to support your application, who will:

1. Discuss your application for deferment whlingston International Colleddanagement;

2. Discuss thehanges to your training plan with ypu

3. Confirm the outcome of the meeting in writing, and, if granted, provide you with a copy of the
new schedule/intervention strategy

4. Inform you whether your application for deferment affects your visa;

Update your studnt file accordingly;
Send you a letter outlining the deferment details
Notify The Department of Home Affairs (DHA) via PRISMS that the enrolment has been deferred.

Note: Deferring your enrolment may cause your refund for the currerd anbsequent semester to
be forfeited. Please read the Refund and Cancellation Policy carefully to make an informed
decision. A copy of our Refund and Cancellation Policy was included in your letter of offer.

Suspension dinrolment¢ Studentinitiated

Kingston International Collegdanagement must approve your application for suspension in writing

before you can leave. You must lodge your request for suspension with a Course Variation Application
Form, at least 10 working days prior to the requestedostision date (unless in an emergerggee
WORYLI daA2yFGS 2N O02YLISttAy3a NBF&a2yaQoed ¢KS YI EA
terms (20 weeks).

Note: Suspending your enrolment may cause your refund for the current and subsequent semester to
be forfeited. Please read the Refund and Cancellation Policy carefully to make an informed
decision. A copy of our Refund and Cancellation Policy was included in your letter of offer.

Complete a Course Variation Application Form and submit t&thdentServicesOfficer, who will:

1. Discuss your application for suspension vidihgston International Colled@¢anagement;

2. Discuss the changes to your training plan with;you

3. Confirm the outcome of the meeting in writing, and, if granted, provide you with a abine new
training plan

Inform you whether your application for suspension affects your visa;

Update your student file accordingly;

Send you a letter outlining the details of your suspension

Notify the Secretary via PRISMS that the enrolment has begyesded.

No ok

Deferment ofEhrolment¢ Kingston International Collegétiated

Kingston International Collegaay defer your enrolment of a course if the course does not commence
as agreed in the Student Agreement.



+T++I KINGSTON HAND B

87 International College

Version Page
2.1.03 520f91

You will be informed about the changes to the course details and receive an option to either agree to
the changes or to receive a refund, where applicable, as stipulated in the refund and cancellation policy
outlined in this student handbook and available ourwebsite

Suspension dinrolment¢ Kingston International Collegstiated

Kingston International Collegaay suspend your enrolment for a course if the course ceases to be
provided at any time after it starts but before it is completed.

You willbe informed about the changes to the course details and receive a refund, where applicable, as
stipulated in the refund and cancellation policy outlined in this student handbook and available on our
website

Cancellation oEnrolment¢ Kingston Internatioal Collegénitiated

Kingston International Collegmay choose to defer, temporarily suspend or cancel your enrolment
under the following circumstances:

A Breach of theKingston International Colleggode of Condugct

A Assault of another student or staff merak

A Non participation of class and/or not contactiigngston International Colleder a period of 10
working days or longer

A Misbehaviour by the student;

A Failure to pay course fees;

A Any behaviour or serious breach of the College Code of Conduct, identified as grounds for possible
expulsion.

Where Suspension and Cancellation is not initiated by the student, you have the right to access the
Kingston International Colleggomplaints and\ppeals Process as listed below.

¢CKS &ddzaLSyarzy 2N OFryOSttriAzy 2F (GKS 20SNESI & 3
Hamyo OlFyy2d GF1S STFFSOG dzydAt GKS AYyOiSNYyLFf | LI
health or wellbemg, or the wellbeing of others, is likely to be at risk. Deferment and suspensions will be
recorded on the Provider Registration Information Management System (PRISMS).

If Kingston International Collegikecides to defer, temporarily suspend or cancel yemrolment, then
Kingston International Collegeill let you know about their decision in writing, via a Notice of Intention

to Cancel/Suspend/DefeKingston International Collegeill remind you, that the change in enrolment
status may affect your visand that you have 20 working days to usmgston International Collegea
complaints and appeals process as outlined in this Student Handbook. A copy of all correspondence will
be kept in your student file.

If you decide not access the complaints and appeals process,Kimgston International College
required under Section 19 of the ESOS Act 2000, to advise the Department of Home Affairs DHA
(formally DIBPittps://www.homeaffairs.gov.a@bout changes to your enrolment and breaches of your
visa conditions relating to academic performance and attendance.

If you do use the complaints and appeals process, the dedat/suspension/cancellation will not take
effect until the process is completed.


https://www.homeaffairs.gov.au/
https://www.homeaffairs.gov.au/
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Complaint and Appeal Process---=-===========smmmmmmmemm e e

Kingston International Colleg&ovides a complaints and appeals process that is transparent, fair and
equitable and refers student to an indepdent external body if necessary.

As per the requirements of National Code 2018 (Standard 10) and ESQ&ngston International
Collegecomplaint and appeal processes are:

A Available to all students
A Confidential
A FREE of cost

The Complaints and Appeaprocess must commence within ten (10) working days of receipt of the
complaint and/or appeal

The processes set out hereinafter do not replace or modify procedures or any other responsibilities
which may arise under other policies or under statute or ather law. Nothing in these procedures
limits the rights of individuals to take action under Australia's Consumer Protection laws. Also, these
procedures do not circumscribe an individual's rights to pursue other legal remedies.

Complaint

A complaint ishe process of informing your dissatisfactionkimgston International Colle@ed & SNIJA OS
team members, facilities or any other area you are dissatisfied with.

A complaint can be lodged formally. Appeals relating to an assessment outcome must be latiged wi
two weeks of the date the original assessment outcome was given to you. Appeals relating to other
matters should be lodged as soon as practical.

Formal Procedure

A formal complaint and appeal can be lodgedtodent ServicesReceptionin writing by completing
the complaint form

The StudentServicesOfficer will inform you abouKingston International Colleged O2 YLX | Ay (i
appeal process, including:

1. Assuring you of your right to complain without fear of being disadvantaged or punishedvvagny

2. Assuring you that the matter remains confidential and students have the right to view their
submissions, reports and outcomes of a formal complaint with the student Support officer during
Kingston International Collegermal operating hours;

3. Asking pu whether a translator is required;

Allowing you to present your case FREE of cost;

5. Informing you about your right to access the

B

Overseas Students Ombudsman
www.ombudsman.ge.au/makinga-complaint/overseasstudents

Telephone: 1300 362 072

9:00am to 5:00pmMonday to FridayAEST

Information booklets from the Ombudsman are available at$tedent ServiceReception Desk



http://www.ombudsman.gov.au/making-a-complaint/overseas-students
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6. Informing you about your right to be accompanied andsissi by a support person of your choice
at any relevant meetings;

7. Inform you thatKingston International Collegell commence the complaints and appeals process
within 10 days of the lodgement date of the complaint or appeal;

8. Once a decision has been ofed you will be informed about the outcome of your
complaint/appeal, in a written statement which will include details of the reasons for the outcome.

9. Inform you about your right to lodge a complaint and appeal for external review, if you are not
satisfied with the outcome

10. Inform you that Kingston International Collegenaintains your enrolment throughout the
complaints and appeals process, including the external review process with the Overseas Students
Ombudsman.

11. Informs you about the following process after your complaint or appeal has been received.

The StudenServicefficer or in the absence of the student support Officer, @airman will hear
you and will make notes of it in the complaint and appeal farmd in the Student Database (BECAS).

The Student Services Officer investigates and liaises with relevant staff (also the
VPVET/VPCSCHairmanif staff conduct involved) to gather information about your complaint. The
Student @®rvices Officer prepares a & file for presentation toKingston International College
Management.

Kingston International Colleddanagement makes a decision about your complaint.

Once a resolution is reached, the Student Support Officer prepares a draft letter and submits it to the
VPVET/VPCSO for approval;

Once a decision has been reached and approved, you will be provided with a written statement which

will detail the reasons for the outcome. Within this you are invited to acknowledge your satisfaction

with the outcome or otherwiseyour intention to acces¥ingston International Colle@ed S E G SNJY/ |
appeals process.

If you are satisfied with the outcome, the relevant files will be updated and the case is closed.

If you are not sqtisfied with the outcome, then you have the right to ack&@sgston International
CollegeQd SEGSNYIFt NBGASH LINROS&a oAGK GKS h@SNASH A
Appeal

An appeal is the process of informiKgngston International Colleggout your dissatisfaction with a
decision made biKingston International Colleg&he decision may be about an assessment outcome, a
complaint outcome, a decision not to defer your course or any other decision made by the College.

You may appeal on the followirggounds:

A Kingston International Collegea FIF Af dzZNB (G2 NBO2NR (GKS 2dzid2YS
Compassionate or compelling circumstancas

A Kingston International Collegeas not implemented its intervention strategy and other policies
according to its documented policies and procedures that have been made available to you.
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A reasonable cause for namompliance is compassionate or compelling cirdamses, which may
include:

A Serious illness or injury (requires a medical certificate stating that the student was unable to
attend class)

A Bereavement of close family membecsparents or grandparents (death certificate to be
provided)

A Major political upleaval or disaster in your home country requiring emergency travel Traumatic
experience; such as being involved in or withessing an accident

A Committing a crime or impacted by a crime (police report required)

Note: The following reasons do not constitutompassionate or compelling grounddgtending or
beinga part of, a wedding party (in Australia or abroadiglping a friend or family member
employer requirementsdress and depression (unless certified by a medical certificate)
tiredness Appeals relating to other matters should be lodged as soon as practical.

Appeal Procedure

An appeal can be lodged writingwith the StudentService©fficer using the Complaints and Appeals
form. The StudenServicefficer can assist you in completing thoem.

The StudenServicefficer will invite you to a meeting to inform you abdingston International
Colleg®a | LILISHE LINRPOS&aasz AyOfdzRAy3Y

A Informing you of your right to appeal without fear of being disadvantaged or punished in any
way;

Assuring yothat the matter remains confidential

Asking you whether a translator is required

Allowing you to present your case at no Gost

Informing you about your right to be accompanied and assisted by a support person of your
choice at any relevant meetings

Informing you thatKingston International Collegeill commence the appeal process within 10
working days of the lodgement date of the complaint or appeal

I > I D

p>N

Once your complaint has been received:

1. The Student &vicesOfficer, or in the absence of the Studer@r8cesOfficer, a Director, will
accept your appeals form and make a note of the complaint in the Student Database.

2. The Student &vicesOfficer investigates and liaises with relevant staff (and@mémanif staff

conduct is involved) to gather informan about your complaint.

Student 8rvicesOfficer prepares a case file for presentation to Management.

4. Management determines an outcome of your complaint.

5. Student 8rvicesdrafts a letter with the outcome/resolution and submits it to tairmanfor
approval.

w

Once a decision has been reached you will be informed about the outcome of your appeal in a written
statement which will include details of the reasons for the outcome

A If you are satisfied with the outcome the relevant files will be updated and#se is closed.
A If you are unsatisfied, you will also receiméormation on how tolodgea complaint or appeal
with the Overseas Studef@mbudsman
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Kingston International Collegeaintains your enrolment throughout the appeal process, including the
compaints process with the Ombudsman

The procedures set out haredo not replace or modify procedures or any other responsibilities which
may arise under other policies or under statute or any other law. Nothing in these procedures limits
the rights of individuals to take action under Australian Consumer Protection. L&las, these

LINE OSRdzNB&E R2 y20 OANDdZYaONAGS ye AYRAGARIZ f Q&

Appeals relating to an assessment outcome must be lodged within two weeks of the date the original
assessment outcome is provided to you.

To appeal an assement outcomefirst discuss your assessment outcome with your trainer. If you
cannot resolve the matter, or choose not to discuss the matter with your trainer, you can lodge an
appeal in writing using the Complaints and Appeals form.

If you appeal relate to a Notice of Intention to Cancel and/or Notice of Intention to Report, and the
Appeal is unsuccessful you will receive a notice of the outcome, and your enrolméiimigston
International Colleganay be cancelled and The Department of Home AffairsAjDRformed via
PRISMS. You will also be informed of your rights to access the Overseas Student Ombudsman Western
Australia at (Freecall) 1800 117 000 to lodge a complaint. Please ensure that you Kifgyston
International Collegeof your intention to bdge a complaint/appeal with the overseas student
ombudsmen.

Note: During the appeals process you are allowed to continue with your studies.

StudentDiscipling --=-==========mmmm e e e —

Kingston International Colledeeats all breaches dfingston International Collegeda / éh8uct2 F
seriously.

Students are expected to report any breaches of the Code of Conduct &itlkdent &rvicesOfficer.
Kingston International Colledgtaff member MUST report breaches to the Vice President Vocational
Education & Training.

All breachesre automatically substantiated and will be investigated. The repercussion of breaches
can be as follows:

Written Warning

Suspension from Class

Request for apology

Counselling

Student monitoring

Mediation

Supervised withdrawal from class
Cancellation of erolment

I I D I D

Depending on the severity of the breach, the College may decide at its discretion to investigate a
matter either by itself, or involving students and staff to make informed decisions.

Where the breach is perceived as being an immediate risk taviditbeing of students, staff or the
general publicKingston International Collegeill report the breach to relevant authorities, including
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the Police.

Ly OFIasSa 6KSNB 6S AyiSyR G2 OFyOStf @&2dzNJ SYyNRf Y€

Conduct(including unsatisfactory course progress and/or unsatisfactory course attendance) you will

68 A33dSR 6AGK | Wb2GAOS 2F LydSydazy Kidgaton/ | y OS¢

International Collegeegisteresemail account, as a courteayCOPY may be mailed to your last known
postal address.

The Notification of our Intention to Cancel will advise you of your breach and inform you that you are
subject to cancellation which may be reported to The Department of Home Affairs (DHA) which may
affect your student visa.

Examples of serious breaches

Low attendance/participation
NonPayment of Fees
Plagiarism

Academic Dishonesty

> I >

Nonpayment ofFfe@S----==-=====m-mmmmmmm e oo e e

Tuition fees must be paid in advance and prior to the commencementotiese due dates are as
outlined in your Offer Letter (Payment Agreement). Tuition fees do not cover charges for
accommodation, living expenses, textbooks, uniforms, stationery, equipment, and external
examinations. If fees are not paid by the due date, an adtration fee of$250will be charged.

If you do not pay your fees prior to the commencement of the course, you will be issued a
NOTIFICATION OF OUR INTENTION TO CydiC€Erolment. The Notice will be sent to you via
email only.

You will have 20 working days to pay any outstanding fees in full or to appeal our decision to cancel
your enrolment. IKingston International Colledas not received your payment 20 working days after
the Notification of our Intention to Cancel has besmailed to you, your enrolmemhaybe cancelled.

If you are experiencing difficulties paying your fees by the due date, you must speakAodbents
Officer or Student &vicesOfficer at Kingston International CollegpEFORE THE FEE BECOMES
OVERDUE

Kingston International Collegeserves the right to refuse access to training and assessments, if fees
have not been paid and/or where no payment plan has been signed.

Academic DiShON@Sty-----=========mmmmmmm e e e e

Definition: Academic Dishonesty is defined as intentionally usiragtempting to use unauthorised
materials from the Trainer or others. Using information, or study aids (such as mobile phones, hand
written notes) in any assessment; copying another student's work; submitting work for-casis
examination that has beeprepared in advance; representing assessments that were prepared by
another person as one's own work; violating the rules governing the assessment process.

At Kingston International Collegécademic Dishonesty is a serious breacKin§ston Internationia
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A Word for word copying of sentences or whole paragraphs from one or more sources

A Close imitation of a text or idea with or without referencing

A Another person assisting in the productiofi @n assessment submission without the express
requirement, consent or knowledge of the assessor

A Asking another person to prepare and or submit an assignment on your behalf

A 52gyf2FRAY3I 2F 02y iSyld FTNRBY (GKS AyadSNYySi FyR 3

A Assessrants completed dishonestly or by improper means are considered plagiarised.

You must not submit assessments that are not entirely your own work. You must not assist others or
accept assistance from others for individual work.

Note: If your trainer/assesstdteacherbelieves that your assessment/text or any form of assessment
has been plagiarised, then he/she must collect all evidence and refer the matter to the Course
Coordinator, Compliance Teahtead ofVocational Education & Training and Studesviées
Officer.

Where plagiarism has occurred, the student will be penalised as follows:

A 1% offence ¢ Written warning, $50 administration fee, entry into student database; Re
assessment at own cost;

A 2" offence¢ Second written warning, $50 administration femtry into student database, Re
assessment at own cost;

A 3doffencec Cancellation of enrolment under Standard 9 of National Code 2018

How to avoid Plagiarism

To avoid Plagiarism, you need to follow the Assessment Agreement handed out by your trainer.
Kingston International ColleghB Ij dzA N3 & GKIFG @2dz NBFSNBYyOS GKS &
thoughts and expressions in all assessments.

Contact your Trainer if you requiesssistance.

Academic Course Progress/Attendange----------==========s-nse—nuu---

Your permission to study in Awalia is closely linked to the Australian Government Student Visa
Program. It is essential for you to comply with the regulations of your student visa at all times.

Under the ESOS A#tingston International Collegs required to notify yowandthe Department of
Home Affairs (DHA) if you have breached your student visa conditions as a result of having failed to
maintain satisfactory course progress or if applicable, attendance requirements.

Course Progress Policy and Procedure--------=-=========s-em—uuuu--

Kingston InternationlaCollegemust therefore monitor, record and assess your course progress for
each unit of the course for which you are enrolled to help you achieve satisfactory course progress
and will intervene if you are at risk of failing to achieve satisfactory cquegess. This requirement

is as per the National Code of Practice for Providers of Education and Training to Overseas Students
2018 (Standard 8).
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Course Progress is assessed by monitoring the following:

A Assessment completion;
A Participation in tuition advities or other indicators of academic progress;
A Student attendancés at leas20 hours per week80%).

Your course progress will be deemed satisfactory if:

A You have been deemed Competent for all units of competency delivered to you wittinarse
A Yau actively participate in class activitjes
A You can verbally demonstrate knowledge of the unit of competency

Unsatisfactory Course Progress is where you have been marked Not Yet Competent or Did Not
Submit/Not Completed (by not submitting required assesats) for more than 50% of theourse
studied duringhe course period, being any part and/or a numbercohsecutive study period. If you

are found to have submitted plagiarised/copied work, which results in a Not Satisfactory assessment,
this could resulin a Not Yet Competent outcome. This could then also result in Unsatisfactory Course
Progress.

Note: Certain courses do not allow students to proceed to the next term of study if you have not
been deemed competent in one or more prequisite units. Aore-requisite unit is a unit that
must be successfully completed before commencing another unit. The Training Package
clearly identifies preaequisite units. Praequisite units are also highlighted in your Course
Study Guide. If you have been deemed net gompetent in a prgequisite unit, you must
contact your Trainer to identify ressessment opportunities as soon as possible.

Unsatisfactory course progress may also be assessed if:
A Course load will prevent you from completing the course within the expected duration of the
course as specified groureCOE.
o For e.g. You have too many outstanding assignments or have been absent due to illness or
other issues for too long to be able tohieve competency within the duration of yoe€OE.
A The trainer identifies you as being at risk of making unsatisfactory course progress before the end
of the study period
o For e.g. Your participation (attendance) is not sufficient for you to be deemedatentgn
a number of units. You do not have the necessary skills and knowledge to attempt the
assessments.

Note: Kingston International Collegeay permit you to reenrol in units you have been deemed not
yet competent; however any associated costs, susldditional course fees, visa extension
fees and other fees are your responsibility.

Intervention Strategy------=-==========n=mmmmmmm e

For International Studentingston International Colleg@ed Ay G SNBSy GA 2y &GN} G§S3e8
comes to our attention that you arat risk of not maintaining satisfactory course progress and/or
participation attendance lower than 80%
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VET Students Unsatisfactory Course Progress applies.
Warning letters will be sent to your email address if your attendance drops to the following:

A If you have been recorded a Not Yet Compentent (NYC) result in 25% of your qualification, the
first warning letter will be issued.

A If you have been recorded a Not Yet Compentent (NYC) result in 37.5% of your qualification, the
second warning letter willdissued.

A If you have been recorded a Not Yet Compentent (NYC) result in 50% of your qualification, the
third and final warning letter will be issued.

ELICOS Studentdlease refer to pager4
Warning letters will be sent to your email address if yattendance drops to the following:

A First Warning Letteg 90% attendance or below;
A Second Warning Lett&r85% attendance or below.

For Course Progress, this is identified because you have not main@inealirs attendance and/or
80% or more patrticipation for the units required in any awarse attendancer have been deemed
not yet satisfactory for 50% of your coungarticipationand/or progress

At the end of each compulsorgourse attendanceyou will be assessed against theurse
participation (attendance) policy. If a student is identified for the first time as not maintaining
satisfactory course participation (attendance), théngston International Collegetervention
strategy is implemented-or Course Attendance, thisicentified because you have been absent for
more than five consecutive days without approval, or you are at risk of not meeting attendance
requirements before your attendance drops below 80% (a warning letter has been issued).

DuringCoaurse attendancehe student will be assessed against the course attendance policy. If a
student is absent for more than five consecutive days without approval and/or the student receives a
secondwarning letter for attendance, th&ingston International Collegatervention strategy is
implemented.

An Intervention Strategy is an agreement between you Kindyston International College which

you agree to adhere to a strict plan which may involve additional extracurricular work (homework)
and extracurricular coaching sessions with a trainer (See note below). An intervention strategy is
necessary where you have been deemed at risk aif meeting satisfactory course progress
attendancerequirements.

Kingston International Colle@ed A y i SN Siptlide2 y &G NI G S38

A procedures for contacting and counselling students;
A strategies to assist identified students to achieve satisfactory eoaitendance;
A the process by which the intervention strategy is activated.

Kingston International Colle@ed Ay G SNBSy A2y aGN)y GS3e& AyOf dzRSa

A Advising you on the suitability of the course in which you are enrolled;

A Advising you that unsatisfactory course progress in two consecutive study periods for a course
could lead to you being reported to The Department of Home Affairs (DHA), which may result in
the cancellation of your student visa, depending upon the outconmengfappeals process.

LJI
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A copy of the intervention strategy will be submitted to your Trainer/s and the Course Coordinator,
delivering and assessing the relevant units of competencies. Trainer/s will be instructed to monitor
your adherence with the intervdion strategy and to report any short comings (such as tardiness,
non-attendance and/or unsatisfactory performance).

If you fail to fulfil the requirements of the agreed intervention strategy a warning letter will be issued
to yourKingston International @legeemail account. You must respond to the warning letter, clearly
indicating the reasons for not adhering to the intervention strategy.

Note: Extracurricular coaching sessions may attract a fee of up to $30 per 30 minutes if the student

is available ding Kingston International Colleged Yy 2 NX I f 2 LISNF GAy 3 K2 dz\
coaching cannot be offered outside &fngston International Colleeda y 2 NI | 2 LIS NJ

hours. Extra assessments are charged at the rates listed for reassessments.

Reporting
Kingston International Collegmust notify you of its intention to report to The Department of Home

Affairs (DHA) and The Department of Education and Training (DET), via PRISMS for the following
reasons:

A VET Students (unsatisfactory course progress only):
o If you are identified as not maintaining satisfactory course progress in a second consecutive
compulsoryattendancein a course.
A ELICOS Students (unsatisfactory course progress and/or unsatisfactory course attendance)
0 Your attendance has dropped below 80%.

The Notice of our Intention to Report (NOR) officially advises you that you are in breach of your
student visa requirements and that you will be reported to The Department of Home Affairs (DHA)
which may affect your student visa.

If you are not meeting th80% attendance requirements (ELICOS) and/or if your progress has been
deemed not satisfactory for 2 consecutive study periods (ELICOS/VET), a Notice of our Intention to
Report will be sent to you via email to yadgingston International Colleganail accant and a COPY
mailed to your last known postal address. The Notification of our Intention to Report will advise you
of your breach and inform you that you will be reported to The Department of Home Affairs (DHA).

There are limited circumstances whefington International Collegmay decide not to report you

for falling below 80% attendance (ELICQ8) are still attending at least 70% of the scheduled course
contact hours and have provided genuine evidence of compassionate or compelling circumstances fo
failing to maintain an 80% attendance rate.

You may access the Complaints and Appeals Process within 20 working days from the date stated in
the Notification of our Intention to Report. To access the Complaints and Appeals process you must
complete a Complaints and Appeals form available #tingston International Colleged ¢ S0 aA G S
www.kingstoncollege.wa.edu.aor from the Student Services Office. You may contact the Student
ServiceOfficer to assistqu with this process.

Kingston International Collegaust maintain your enrolment by only reporting a breach of course
progress or attendance in Provider Registration and International Student Management System
(PRISMS) if:

A A breach has been upheld in taemplaints and appeals process;


http://www.kingstoncollege.edu.au/
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A You have chosen not to access the internal complaints and appeals process within the 20 You
have chosen not to access the external complaints and appeals process or you have not accessed
it within 20 days; or

A You havewvithdrawn from the complaints and appeals process.

Extending Course Duration

Kingston International Collegé & OK224S8 (2 SEGSYR | &iddzRSyidQa
situations:

O

A It is assessed that compassionate or compelling circumstances exigénEe must exist to
support this decision;

A If Kingston International Collegeas implemented or is in the process of implementing an
Intervention Strategy for an overseas student who is at risk of not meeting satisfactory course
progress;

A An overseas stlent has an approved deferral/suspension of their enrolment.

If Kingston International Colled@E i Sy R&d G KS RdzNI GA2y 2F +y 20SNESI
are advised they need to visit The Department of Home Affairs (BidBgiteto seek advice on any
potential impacts on their visa.

Student Dress Code-----=-=======n=mmmmmmm e e oo

To maintain the good image of the College, students are reminded to be appropriately attired in a
manner befitting the status dkingston International Colleggudents as well athe occasion, when
you are on campus.

You should dress appropriately in rooms / kitchen/ offices.
Clothing

A Must not expose your midriff, chest, upper thigh or show visible cleavage or undergarments
A Must not wear clothes that are transparent (sdeough);
A Must not bear any vulgar, offensive or obscene prints or language footwear.

For security purposes, students must be readily identifiable at all times with their faces uncovered.
Students shall not wear anything that prevents ready identification suchuliface motorcycle
helmets, masks or veils.

Student Feedbaghke---=--=======m=mmmmm e e e

At Kingston International Collegrur goal is for all our students to Discover, Learn and Enjoy. We are
always keen to hear your views about videfinitionge we are and more importantly aréni YSS i Ay 3
this goal. Student feedback is a valuable source of informatioKifagston International Colledas)

to improve the quality of training as well as the overall student experience. As such, we provide
multiple avenues for both structured and sinuctured feedback. We also welcome you to provide
feedback on our services at any time.

There are four (4) ways for you to provide feedbacKiegston International College
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Monthly Feedback

Every month,Kingston International Collegesues an email survey to all the students currently
studying with us. This survey focuses on gathering feedback on your experience over the recently
passed month, including your most recently completed or studied unit/module/subject/course level.
The fealback is monitored each month and survey results are sent to both the Course Coordinators
and Senior Management Team to review and identify areas for continuous improvement. Where you
identify that you would like to discuss your feedback witkkiagston Iternational Colleggeam
member, a meeting iarranged.

End of Course Feedback

Every monthKingston International Collegesues an email survey to all students that have collected
their qualification in the last month. This survey focuses on your ovexalerience atKingston
International Collegeincluding your entire course of study. The feedback is monitored each month
and survey results are sent to both the Course Coordinators and Senior Management Team to review
and identify areas of continuous imavement. Where you identify that you would like to discuss your
feedback with &Kingston International Collegeam member, a meeting is arranged.

Sending Emails

All students are encouraged to send us feedback at any time using the designated email account
student.services@kingstoncollege.wa.edu.@his email account is monitored daily by tagson
International Colleg&€ompliance Team. All feedback is reviewed by the Senior Management Team
and where you require assistance or further clarification, a meeting is arranged between you and a
member of theStudent Services Team, to ensure that you hawer concerns addressed.

Student Services Team

Our Student Services Team is here to help and support you with Academic a#thdamic issues.
You are welcome to come and discuss feedback akingston International Collegeith them in
person or via teephone on08 9228 8288

Kingston International Collegeeviews all the above methods of feedback with Continuous
Improvement in mind. Where an improvement can be made to the services and courses offered to
Kingston International Colledggtudents, a Contirous Improvement Request form is completed and
changes are implemented by the Senior Management Team. Where changes and/or improvements
are a direct result of your feedback, information is published in the monthly Student Newsletter so
that you can undersind the value of the feedback process and see that your satisfaction is of the
utmost importance taKingston International College

Students with Special Nee@s----------=======nmmmmm e

In line with our Access and Equity practices, students with special needs are offered the same
opportunities as any other candidate. Our training and assessment programs will take special needs
into consideration. Flexible learning and assessment methods will be adapted according to your
specific requirements if necessary.

To ensure that we are ablo assist you with these needs, please ensure that you advise us either at
the time of your enrolment or via oustudent 8rvicesOfficers.
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Social Media POliGy-==============msmmm e e e —

Social media refers to any facility for online publication and or commentary including blogs, Facebook,
Twitter, YouTube, Instagram, virtual words, text messaging and many more. This policy provides
guidance as to our expectations when your activity onaanedia refers to or relates tKingston
International Colleggits stakeholders (example: Students, Staff, Employers, Government)

This policy applies to all students and to any other person who uses social media either in an
authorised capacity, as paof their job, or in a personal capacity, where social media activity concerns
Kingston International Colleg#s products and services, its people, clients, vendors, competitors and
or other business related individuals or organisations.

All students & required to apply a high level of professionalism when communicating, socialising, or
networking using any media or facility. None of the material published concerkingston
International Collegand its stakeholders shall, in all circumstances, éregived as being menacing,
harassing or offensive in any way.

Failure to comply with th&ingston International Colleg@cial Media Policy may result in disciplinary
action, including cancellation of studies.

Health and Safety on CampetS--===========ms=mmmmmomm e e e

Kingston Interational College has adopted the SAFE risk management model. It is a simple and easy
to remember process for undertaking risk management. The SAFE risk management model enhances
health and safety in the workplace and incorporates a simple four step prodessteps are:

A F
Assess the risk Fix the problem

The Occupational Safety and Health Act 1984 prescribes the employers duty of care to provide a safe
and healthy working environment for all employees, and Ber L)t 22 SSQ& Rdzié 27
reasonable care for the health and safety of others in the work place. This includes the provision of:

A A workplace that is safe to work;in

A Adequate staff training including topics such as safe work procedures, infecticmolcon
procedures and appropriate hygiene

A Properly maintained facilities and equipment

A The provision of personal protective equipment such as gloves, eye protection and sharp
containers where required

A A clean and suitably designed work place with the s&deage of goods such as chemicals

Kingston InternationalCollegetraining locatiors have a Health and Safetperson who regularly
checkseachtrainingcampusand reports issues.

The following procedures and standards must be observed to achieve avedfsng and learning
environment:

A Do not smoke otrainingcampusand at workbased training venues
A Do not consume alcohol drainingcampusand at workbased training venues

O
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Do not consume illicit drugs drainingcampusand at workbased trainingzenues

Maintain a safe, clean and efficient, working environment

Store and dispose of waste according to health regulations

Clean walls, floor and working surfaces to meet health and safety standards without causing
damage

Check all equipment for mai@hance requirements, refer equipment for repair as required
Store equipment safejy

Safe lifting and carrying techniques used

Identify fire hazards and take precautions to prevent;fire

Ensure studenand visitorsafety at all times

Ensure procedure®f operator safety are followed at all times

All unsafe situations recognized and reported

Implement regular fire drills and provide first aid courses to all staff and stugents

Display first aid and safety procedures for all staff and students tp see

Report any identified Occupational Health and Safety hazard to the appropriate staff member as
required

Implement procedures and practices, in accordance with State and Local Government Health
regulations.

> > >

>
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Note: AllKingston InternationaCollege studentare required to REPORT any HAZARD immediately
to aKingston InternationaCollegeStaff Member.

Emergency Evacuation Procedure

Emergency Evacuation plans (maps) are located in every classroom and throughoWliregthn
International College&Kingstoncampus Please ensure you are familiar with emergency evacuation
procedures and location of exits, fire extinguishers, fire alarm sounds and emergency assembly points
in case an emergency happens while yowcampus The evacuation plans will be reviewedyou

at Orientation

In the case of an emergency or a practice evacuation, please pay attentiingston International
College staff, who will lead you from the building to the emergency evacuation assembly area. Fire
Wardens are assigned to eackmpusand are responsible for coordinating emergency evacuation
procedures. Please ensure that you pay close attention to the Fire Wardens direction in case of an
emergency evacuation. Fire Wardens will be wearing yellow, red, or white hats during ant@racua

Refer to the following diagrams:
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Diagran®: Evacuation PlanKingston International CollegdHighgate

S

5

133¥1S a108VH

| ST |

FIRST FLOOR

~ =N
[N
Lﬂ— TTTHNGE T U
L IN EMERGENCY

0 B 000
] e
131 HAROLD STREET, HIGHGATE
STREET 150
L - STIRLING STREET

GROUND FLOOR IN CASE OF FIRE
R.A.c.?“

REMOVE PERSON'S IN IMMEDIATE
= DANGER, ONLY IF SAFE TODO SO

PO S —
RING 000 - UIFE RISK, TYPE OF
TR SRS
RS

KINGSTON INTERNATIONAL i “"‘“ff“??w

TO CONTAIN THE SMOKE AND

p— INITIAL ATTACK FIRE
FIRE PROTECTION

STIRLING STREET

IF TRAINED.
A SAFETO 00 50,

EVACUATE ALL PERSONNEL
OUT OF BUILDING OR TO A
SAFE AREA.




A< KINGSTON HANDBOO!

.«u

: International College

Version Page
2.1.03 670f91

Diagramd: Evacuation PlanBeaufort Street Kitchen

Our emergency procedure is as follows

A If you witness a fire or other emergency situation; immediately notify the cloKésgston
International College staff member and if directed to do so, evacuate the building going directly
to the emergency assembly point.

A An alarm or voice alert will sodrto advise of an emergency and may be followed bgrainual
siren or voice alert message advising that an evacuation is required.

A Follow the instructions oKingston mternational College staff andcampusFire Wardens to
evacuate the campus, and go tbet designated meeting point. Please remain at the meeting
point untilyou receive further instructions.

First Aid orCampus

Eachcampushas a trained First Aid Officer on hand, in the event of a student accident or emergency
ontraining location studentsshould:

Seek assistance from th€ngston mternational College team to locate a trained First Aider.an
emergency situation, ring 000.

First Aid assistance/advice is available via Student Se(8i&8am t05.00pm)or a designated Health





































































