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student. ACE cannot be held responsible for any unintentionally false representation.
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ABOUT US

Welcome to Australian Careers Educatity Ltd We are a Registered Training Organisai@imOxommitted

to helping you achieve your study and career goals. Our aim at ACE is to ensure you benefit from flexible anc
relevant hands on learning so that you enter the workforce with full potential. A special welcome is extended
to our international studets. | trust that you will find studying in Australia to be challenging yet excitingstl

that we can assist you to make your studies here more fulfilling.

Learning is a lidong pursuit and we are proud to accompany you on part of that journey. e you much

career success upg/our graduation from ACE.

Regards,

Garry Ghattas

Chief Executive Officer
Australian Careers Education
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ACE is highly committed to provide students with the fundamengthts protected by the ESOS framewoilthe
Australian Governmenivants overseas students in Australia to have a safe, enjoyable and rewarding place to stud
ldzZa OGN f Al Qa 1 ga LINBY2GS ljdzr t AGe SRdzOI G A fays ate KriRwn@2 tiled dz
ESOS framework and they include the Education Services for Overseas (E30Q%) &wd the National Co®917.

Protection for overseas students

Overseas studerst on a student visaust study with an education provider and in a course that can be found on the
Commonwealth Register of Institutions and Courses for Overseas Students (CRIG@S)/atcos.deewr.gov.au
CRICOS registration guarantees that the course and the education provider atsiutglis undertakemeets the high
standards necessary for overseas students.

Student Rights:
The ESOS standards covers a range of information students have a riglowakaout and the services that must be
offered to them by ACE. These include:

9 receive current and accurate information about the courses, entry requirements, all fees and modes c
d0dzReé FNRY @2dzNJ AyalhAhGdziaAzy FyR @2dzNJ AyaidaAdlddzia

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

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

1 get the education you paid for. The law includes tuition protections that will allow you to be placed in

another course or receive a refund if your institution is unable to teach your counsavfkas a provider

default), visithttps://tps.gov.au/for more information

access complaints and appeals processes

request to transfer to another institution and have that request assessed by your institution.

)l
)l

Information about visa conditions for student visa holders is available on the Department of Immigration and Borde
t N2 G SO0 A 2 ynOg/wwwSrand.dou.&i/stidénts/visaconditions.htm

1/ 9Qa 9ELISOGIGAz2zy FTNRBY {GdzRSy(a

We hold our students in high regard. Likewise, we have certain expectations of you, the student, to ensure we maintair
the Essential Standards for Overseas Students (ESOS).

Your responsibilities include to:
As an internatnal student on a student visa, you are responsible for:
9 comply with your student visa conditions
1 ensure you have and continue to maintain your Overseas Student Health Cover (OSHC) for as long as you stay
Australia on a student visa
9 tell yourinstitution if you change your address or other contact details

1 meet the terms of your written agreement with your education institution

1 maintain satisfactory course progress and attendance.
Student Handbook Version 6.2 Updated: July 2017
Authorised by CEO CRICOS # 03219/ RTO # 22424
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1 Information about visa conditions for student visa holdersvigilable on the Department of Immigration and

2NRSNJ t NP(GSOGAZ2YQa

6S0aAris

call 131 881 on MondayFriday from 8.30am to 4pm inside Australia (except public holidays).

Information about visa conditions for student visa holders is available on the Department of Immigration and Borde

t N2 G SO0 A 2 yn@m/wwwSdnd.dou.&i/stidénts/visaconditions.htm

Unigue Student Identifier (USI)

Students must also have a Unique Student Identifier (USI) and provide this tGAE€Eontact detailgble for the link to

apply for a USI.

Standards for Registered Training Organisations (RTOs) 2015

Australian SkillQuality Authority ASQA provides RTOs with a set sthndards to ensure nationally consistent, high
quality training and assessment across Australia's vocational education and training (VET)Rystarther information
regarding the standards, pleasee the contact details below for a link to the relevant website.

Contact details

Who?

Why?

How?

Your provider

For policies and procedures
that affect you

Speak with ACE staff.
www.ace.vic.edu.au

Department of Education

For your ESOS rights and
responsibilities

ESOS Helpline Ph: +61 2 6240 5069
Online enquiry form www.aei.gov.au

Department of Immigration and
Border Protection (DIBP)

For visa matters

WWW.immi.gov.au
Phone 131 881 in Australia
Contact the DIBP office in your country

Unigue Student Identifier (USI)

To apply for your USI

WWW.USi.gov.au

ESOS Act 2000
&
The National Code 2017

For complete information of
The ESOS Act 2000 and The
National Code of Practice for
Registration Authorities and
Providers of Education and
Training to Overseas Students
2017

https://internationaleducation.gov.au/requlatory-
information/pages/requlatoryinformation.aspx

Standards for Registered
Training Organisations 2015

For information about the
standards for RTOs 2015

http://www.asqga.gov.au/about/australias-vet-
sector/standards-for-registered-training-organisations-
%28rt0s%29-2015.html

Tuition and Protection
Services(TPS)

For information about TPS

https://tps.gov.au/StaticContent/Get/Studentinformation

Overseas Students Ombudsman

The Overseas Students
Ombudsman can investigate
complaints about education
agents who have an agreement
with a provider to represent
them in Australia or overseas

http://www.0s0.gov.au/overseas-students/

Ph: 1300 362 072 within Australia. Outside Australia
call +61 2 6276 0111.

Email: ombudsman@ombudsman.gov.au

Australian Tax Office

Information about declaring tax

https://www.ato.gov.au/

Fair Work Australia

Information and advice about
your workplace rights and
obligations.

http://www.fairwork.gov.au/
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ACE is committed to ensuring that once students have started studying their chosen qualification or course, provided
they continue to meet all of their responsibilities as students, they will be assured completion as per the training plan.
ACE will alsguarantee training and assessment of the highest quality as outlined before enrolment.

ACE is responsible for the quality of the training and assessment in compliance with the National VET Standards, an
the issuance of the AQF certification documerdati

Issuance of AQF Qualifications

1 AQF qualifications will be issued to students when they have been assessed as competent in all Units
Competency/competencies of the course or have been assessed as competent. Being assessed as
competent means thstudent has successfully completed all requirements of the course or training
product.

1 The AQF qualification certificate will be issued within 30 calendar days of the student completing all

required units in the AQF Qualification.

The student must have beepaid all fees owed to ACE prior to issuance of the AQF Qualifications.

The AQF Qualification will also be supported by:

1 A Completion Letter

1 Statement of Results

= =4

Issuance of Statement of Attainment

1 Statements of Attainment (SOA) will be issued to studemiten they withdraw or cancel their
enrolment in a Qualification or when they wish to receive a statement of all the modules or units of
competencies they have successfully completed.

1 The Statement of Attainment will be issued within 30 calendar dayshefstudent meeting the
requirements of the unit of competencycompetencies providethey have completed th&?w S Ij dzS & (i
/| SNIATFTAOIGST ¢ NI yaONREdim (hib ig siitimiit&l YoShé Rec@ds Manageérlath
Head Office or via email) drthat they do not have any outstanding fees owing to ACE.

1 Once the requested is granted, the Records Manager then prepares the Statement of Attainment. This
lists all the subjects the Student has successfully completed.

1 The Student is notified via emathen their Statement of Attainment will be available to pick up from
Head Office.

1

Former Students

Former students of ACE who have previously been issued a copy of their AQF qualification and/or Statement of
Attainment,or for some reason that thessocuments were not issued to them in the paatd who wish to obtain a

copy of their AQF qualification can do so by completing#he S 1lj dzSa i F2NJ / SNIGAFAOI GST ¢ NS
GG A Forn® Yhis @rm can be downloadéBiNE Y wWebsBe®@ibycontacting Head Office and requesting a copy

of the form. ACE will process applications feisguance of AQF certification documentation and or Statement of
Attainment within 14 days. Charges apply. Please refer to the Fees and Charges Policy.
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The AQRualification documentation and/or Statement of Attainment are accessible to current and part learners.

For more information, please refer to the Issuance of AQF Qualification Policy and Procedures which is available in the
website; or contact the headfafe to request for a hard copy.

International Students

In the event that ACE is unable to honour this commitment, it will provide a release letter to the student so that they ca
complete their training with another ACE.

ACE will alsssue a Statement of Attainment for any units successfully completed by the student.

ACE alssubscribes to the Tuitions Protection Service (TPS).

Changes to Agreed Services

ACE shall notify students of any changes that may affect their enrolmenbasas practicable. This includes any changes
to agreed services, including changes such as any new third party arrangements, a change in ownership, or change
existing third party arrangements.

C2NJ FdzNIi KSNJ Ay T2 NI Nokifigagfon of ISiyrFitadt EhamngBsTP8libl) aid Prodedu@IQ®t | 6 f S ;
website (vwww.ace.vic.edu.au/policigor by contacting Head Office to request a copy of the policy.

General Information

ACE Caotact details:

Head Office:

347-351 VictoriaStreet,Brunswick Victoria 305
Telephone: +61 3 9380 1414

Facsimile: +61 3 9380 1811
Emailiinfo@ace.vic.edu.au

Web: www. ace.vic.edu.au

Donald $eet Campus:

Aurora Building 14951 Donald StreeBrunswick East, Victoria 3057
Work-Based Training Location (Hospitality Suite ontyAurora Receptions
149151 Donald StreeBrunswick East, Victoria 3057

Victoria Street Campus:

347-351VictoriaStreet Brunswick, Victoria 3056
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Staff @ ACE

POSITION PHONE/EMAIL LOCATION
ChiefExecutive Officer P:+61 3 9380 1414 Victoria St
Mr Garry Ghattas Eparry@ace.vic.edu.au | Campus

Availability:Monday- Friday 9:00am
5:00pm by appointment only
Student Support Services Offiggr P:+61 3 9380 1414 Donald St
Donald St Campus Ebarbara@ace.vic.edu.au| Campus

Availability:Monday¢ Wednesday
and Friday between 9:00a3t00pm

Office Administrator P:+61 3 9380 1414 Victoria St
Availability:Monday¢ Saturday Einfo@ace.vic.edu.au Campus
9:00am5:00pm

Compliancebtudent Support Serviceg P:+61 3 9380 1414 Victoria St
officer EBernadette@ace.vic.edu Campus

Victoria Street Campuéwvailability: | au
Monday¢ Friday 9:00arb:00pm

Finance Officeg¢Victoria St Campus | P:+61 3 9380 1414 Victoria St
Availability: Monday to Friday Eaccounts@ace.vic.edu.a| Campus
9:00am¢ 5:00pm

Please note that a member of the Student Support Services Team is available during the hours of %00am
5:00pm Monday to FridayHowever,! / 9 Qa4 wS OS lihé ¥idoyia 5 Gatnjus &lsd open on
Saturdays between 9:00arvb:00pm for general student enquiries.

NB:Yourtrainers at ACE are available for all academic and attendance support throughout your study duration

Accommodation and living costs

ACE does not offer any accommodation services and studertsequired to organize their own accommodation for
their stay in Australia. Where a relative or friend is able to provide accommodation that is close to transport and with
LINEPEAYAGE G2 1/79Qa OFYLzar adGdzRSydGaidl MB NEORYYSYy S @&\
FOO2YY2RIGA2Y A& 2NHIYAT SR LINAR2N) (2 (KS adGddRSydQa | NJ
The Student Support Services Officer (SSSO) can provide information, advice, and guidance on the types
accommodation services available to stutk prior to arrival to Australia. The SSSO can offer advice if a change i
accommodation is required.

The types of accommodation available in Australia are many and varied. They include the following:
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Private Rentals

The rental market offers a wide range of housing options. Signing a lease on your own for an apdlat@nhouse can
offer you an independent lifestyle and privacy. You may also plan to stay in this property
for the duration of your course. Rental property prices var
It can be however, quite an expensive proposition if you choose to live by yourself. Y$@m suburb to suburb. Chec|
would be solely respasible for the rental payments plus the connection fees for utilitiesrealestate.com.au or  The
and then the ongoing bills. Generally tenants are responsible for connection and usafjge newspaper for the
of water, electricity and gas. Tenants are also responsible for connection and paymentrrent cost of renting in
of the teleptone service. Melbourne.

Also visit http://tuv.org.au
Rental prices vary according to the location and condition of the property. It can béor rental advice) or
useful to familiarise yourself with the average price of properties in the various suburlygtp://flatmates.com.au (to
around ACE. Rental costs usually increase the closer the pragpéotyhe city centre. find a room in a property.

You can choose to reduce the cost by renting a property with housemates. This is a great way to not only reduce y
expenses (given expenses are shared), but it is also a great opportunity to meet new people!

Student Apartment
Student apartments are large centres containing rooms of various sizes (1 to 5 bedrooms). They usually come f
furnished with internet, 24 hour support and often in great locations.

Residential College

Residential colleges are typically located withishort distance from major universities. What you generally get is a fully
furnished bedroom which is cleaned weekly, meals, internet and shared kitchen and bathroom facilities. This is a gr
way to meet people!

Homestay

This is a common form aefccommodation where studentive with a local family in their own home. Hostay is where

a student lives with a family, couple or single person/s in their own hotn& S NBE I NB &Yl lyee tYNRP2O
operating in Australia and arrangements will varynfiréull board, part board to board in exchange. The most m@m
arrangement for homstay usually consists of a furnished room, two or three meals per day and bills (except telephon
and internet). The familys generally chosen by the Hostay Provider anéllows students an excellent way of settling
into the country.

Type of Accommodation Average Cost

Private Rental $165to $440 per week (depending on how matr
you share with and where you live)

Student Apartment $200 to $50Qper week

ResidentialCollege $285 to $41Qper week

Homestay $250 to $25 per week

(Source: Interational Student Guide Melbourne, Inside Guidesopy available at Head Office or by visiting
http://www.insiderguides.com.ay/
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Living Costs

Knowing the average living costs in Australia is an important part of your financial preparation. For your reference, he
are some of the costs associated with living and studying in Australia. (All costs are in Australian dollars.)

Minimum cost of living
The Department of Immigration ari8brder Protectiorhas financial requirements you must meet in order to receive a
student visa. Below is a guide on the requirements you must meet to study in Australia:

1 You-$19,830

1 Your partner- $6,940

1 Everychild - $2970

Living expense@in addition to housing)

1 Groceries and eating out$80 to $B0 per week
Gas, electricity $35to $140 per week
Phone and Internet $20 to $% per week
Public transport- $15 to $55 per week
Car (after purchase)$150 to $B0 per week
Entertainment- $80 to $150 per week

=A =4 =4 -4 -4

Visit www.movingtoaustralia.anz.confor further information regarding how much your lifestyle will cost and an
overall view of expenses.

The Australian Government provides information and guidance on managing your finances. You can read more
www.moneysmart.gov.au (opens in a new window)

Please Note:

1 The above estimates are in Australian dollars (AUD$). These estimatebpeet snchange. For further
information on living costs in Melbourne please refer to the Live in Victoria website
(www.liveinvictoria.vic.gov.ajwhich has a guide to living costs in Victoria.

5 2 y dget these costs do not include expenses relating to mobile phones, car or computer expenses.
Tuition Fees are not included in these living cost estimates.

)l
)l

It is recommended that students allow a minimum oB$3Q00 per year to cover their living costsis also
recommended to allow an extra $20.00 for costs that you may incur while settling;isuch as food, transport, and any
personal items you may require.

Please Note:

w All costs indicated above are per year in Australian dollars ands@sgect to change. To convert to your own
currency, visihittp://www.xe.com/ (opens in a new window).

w For further information on living costs in Melbourne please refer to the Live in Victoria website

(www.liveinvictoria.vic.gov.gduvhich has a guide to living costs in Victoria.

Costs indicated above do not include expenses relating to mobile phones, cars or computer expenses.

Tuition Fees are not included in the providadng cost estimates.

€€
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accommodation facilities.

Legal Assistance
At Australian Careers Educations Pty Ltd we provide referral service to studenésaniibge. Students requiring Legal
assistance can contact our Student Support Officer who can refer them to qualified Law practitioners. All information
provided by the student to Australian Careers Education will be kept confidential. All legal cbisespaild by student.
Please note that referral service is free of charge for the students of Australian Careers Educations Pty Ltd.

Transport
Melbourne has an extensive public transport system of buses, trains and trams. As Melbourne iglanmeli ciy it is
easy to travel in by car. Cars travel on the left side of the road. Drivers can use their home country licenses for three
months from the date of entry to Australia. An international license can be used providing the license from the country of
origin is also valid.

The following links will help you to get around in Melbourne Street directories:

http://www.whereis.com.au

http://www.street -directory.com.au

The Vic trip website provides information on the public transport system in Melbourne, including costs and timetables:
http://www.victrip.com.au
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Campus Locations and Facilities § X i o
l1/9wa | SIR hTFAOS | YR [ I Y LBilaas@idk EasRBnswicRialsib&tiRin Mejpournd&izy & & /
Victoria, Australia, 5 km north from Melbourne's Central Business District.

The area is among the besgrved by public transport in Melbourne, with the Jewell, Brunswick and Anstey stations on
the Upfield suburban train line. In addition, there is the number 19 tram service to Melbourne University and the city on
Sydney Road, and the number 1 and 8 (formerlytR#ns along Lygon Street, and the number 55 tram also heads
through Royal Par&ind to the city from nearby West Brunswick.

Third Party Arrangements

As part of the training package requirements for the Certificate Ill and IV in Commercial Cookery lanth Qip
Hospitality; students are required to undertake weslised training. ACE has a formal arrangement with Aurora
Receptions, a privately owned reception and catering facility, for its students to undertakebasekl training. For
further information, please refer to the individual courses in this brochure.
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Modes of transportation to travel to ACE
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It is the sharing of a car journey so that
more than one persotravels in a car.

Speak to one of our friendly Student Supp
Services officers to register your interest.
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C&@ By BICYCLE

Information on Bikes Where to ride
Major onroad bicycle network routes within the City of Melbourne include St Kilda Road, Royal Parade, Flemington Ro
Swanston Street and Canning Street.

Major off-road routes include Yarra River Trail, Moonee Ponds Creek Trail, Maribyrnong Rivetemnailgton Road,
Dynon Road, Footscray Road and St Kilda Road.

The Melbourne Travel Smart Maprovides a convenient and comprehensive guide to walking, cycling and public
transport routes and facilities in the City of Melbourne. You can also downloafyaof the map from the following URL.:

https://www.melbourne.vic.gov.au/ParksandActivities/ActiveMeurne/WalkingCyclingandSkating/Document
s/Travelsmart Melbourne map 16MB.PDF

Please note that this document changes yearly, most updated document and URL are available from the Travel Smart
Victoria site atlittp://www.transport.vic.gov.au/doi/internet/ict.nsf/headingpagesdisplay/travelsmpart

Accommodation

Deciding where to live is one of the most important decisions you will make. A number of optiobe cansidered
including:

Share and rental accommodation

In share houses, each person usually has their own bedroom and shares the kitchen, bathroom and living areas. Rent:
costs range from AU$148U$220 per person per week, depending on location anititfes.

Real estate agents offer a variety of rental accommodation, including houses and apartments. The average weekly ren
ranges from AU$20AU$300 for a one bedroom flat, and AU$2BW$400 for a two bedroom flat. Additional expenses
for both share andental accommodation include: food, gas, electricity, transport and telephone calls.

Private student hostel accommodation

There are many private hostels, offering a furnished bedroom, shared bathroom, living and leisure areas. Some hostel:
provide mealswhile others provide kitchen facilities. Computer facilities may also be available. Weekly prices range fror
AUS$22@AU$350. Extra costs may include payment of a bond. A bond is a security deposit that is held until your tenanc
has finished. It will usugllbe refunded fully if you have no rental arrears or you have not caused any damage to the
premises.
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Home stay / full board

Home stay is an excellent choice for students wanting to experience living in an Australian home, while at the same tinr
improvingtheir English. Students generally have their own furnished bedroom and share living spaces with their home
stay family. Weekly rates are approximately AU$230. Meals are included; however telephone calls and travel expenses
are not.

Student apartment compxes

Student apartment complexes are fully furnished and allow students to live independently in a secure and supportive
residential environment. As these complexes are very popular there is a high demand when vacancies are advertised.
Utility costs are nbusually included in the rental price. Rental can vary from AUSABSH0 per week.

School Agd Dependants

There are requirements for compulsory school attendance for children or dependents of international students. |
Victoria it is compulsory for ddren to attend school until the age of 16. The choice of schools includes public schools
private schools and religious schools. People over the age of 16 can continue to attend school until they have comple
Year 12. Dependents of persons holdinguadsit visa may be required to pay full fees in any school, college or university
that they enrol in whilst in Australia.

For information related to schools in your suburb, contact your local council, or refer to the Yellow Pages telephol
RANB O 2NBK A8/ RENP W

Leqgal Assistance

At Australian Careers Educations Pty Ltd we provide referral service to students of the college. Students requiring Leg:
assistance can contact our Student Support Officer who can refer them to qualified Law practitioriafermdtion

provided by the student to Australian Careers Education will be kept confidential. All legal costs will be paid by student.
Please note that referral service is free of charge for the students of Australian Careers Educations Pty Ltd.

UsefulLinks
Student Visa

Department of Immigration anBorder Protection (DIBP)
http://www.immi.gov.au/Study/Pages/Study.aspx

Overseas Student Health Cover
http://www.overseasstudenthealth.com/public_all oshc/aus/home/index.htm

Medibank Private
http://www.medibank.com.au/OverseaStudents/AboutOSHC/

Accommodation

www.realestate.com.au

www.flatmatefinders.com.au

www.domain.com.au/

www.sharehouse.com.au/melbourne/
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Public Transport
www.metlinkmelbourne.com.au/

http://www.victrip.com.au

Employment
Www.mycareer.com.au
www.seek.com.au

Australian Taxation Office
www.ato.gov.au

Equal Opportunityand Human Rights Commission
http://www.eoc.vic.gov.au

Office of Training and Tertiary Education
www.otte.vic.gov.au

Privacy
WWW.privacy.gov.au
WwWWw.immi.gov.au
www.byron.com.au
www.seek.com.au

Questions
If you have any questions relating to any of our policieprocesses, please direct your query to the ACE Student Support
Services Officer on (09880 1414.

Overseas Student Health Cover (OSHC)

All International Students must have Overseas Student Health Cover (OSHC) for the entire duration of their stay
Audralia. This requirement constitutes a Visa condition stipulated by the Australian Government. OSHC allows stude
access to out of hospital and in hospital medical services.

The following cost is valid as at January®8@dd price is subject to change. Further information on the price of OSHC and
provider details, please contact ACE.

Overseas Student| Approximately $59.00 for 12 months
Health Cover (standard cover for 1 adult)

Enrolment Procedure

Before you start officially, it is recommended that you follow all the enrolment steps. ACE has a standard process
ensure that you have successfully undertaken each step towards your enrolment. The process imelliee@ing the
entry requirements,conpleting an enrolment form, attaching certified true or original copies of the following
documents,Year 12 academic statemenr{pr equivalent) Testamurs and/or Statements of Attainment for Nationally
Recognised Training qualification(s), IELTS Certifiestz Grant Notification, Letter of Release (if applicable), OSHC covel
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(if already obtained) and current Passport (valid for the next 6 months or more), providing a list of any relevant wo
experience, and submitting these to ACE.

Once ACE receives @mR Sy 1 4 Q Sy NRf YSyids> GKSe gAatf NBOASG GKS I LIL
send the prospective student a Letter of Oferd Student Acceptance Agreemeiihe student should carefully read the
terms of the Letter of Offer and Stent Acceptance Agreement, including the tuition fees and payment options.

Upon receipt of the Letter of Offeand Student Acceptance Agreemetite student, if willing to proceed with the
enrolment process, must sign the Letter of Offard Student Accephce Agreemenand make arrangements to make
payment of the enrolment fee (nerefundable). Payment can be made via Cheque, Money Order, Credi{iCaatson

Fd 179048 2RI BAOTFAODSHNRYAO ¢NIyaFSNI 2F CdzyRa (2 !/ 9Q3

Bark: ANZ Bank

Account NameAustralian Careers Education Pty Ltd
BSB N0031-236

Account N0.454-151-428

Swift code:ANZ BAU3M

Once the prospective student has submitted the signed letter of offer and student acceptance agreement and paymen
received, A9 GAf f O2yTANY GKS &dddzRSyidiQa | OOSLIilIyOS Ayha?z2
Enrolment (CoE) issued via PRISMS. The student can apply for a VISA using their CoE.

Enrolment Process Flowchart

Student reviews Pr&Enrolment Informaon

U

Student completes an Enrolment Form and attaches relevant documentation

P

If requirements metQOffer Letter and Student Acceptance Agreenigptrovided to student

—

Student acepts Offer letter and Student Acceptance Agreement by signingetndhing to ACE with proof of payment

—

Electronic Confirmation of Enrolmeistemailedo student (and agent, if applicabl&)r processing of visa

o

Visaapplication is determined by DIBP
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YourResponsibilities Some Tips!

Read your written agreememarefully before you sign-itt is a legal contract

Make sure you are clear about the number of study periods in your course, how the fees are distributed
throughout the courses and the difference between tuition fees and otiges of unprotected fees such as
accommodation

)l
)l

Understand the terms of any refund you may be entitled to is you do not meet the conditions of the written

agreement or in the situation where your visa is not appraved

Keep a copy of all receipts for mmnyou have paitb ACE.

Make sure ACBgives you (and you keep) a record of all study completed at each stage of your course
Let ACKknow any of your contact detathanges

)l
l
l
T

For further information, visitvww.aei.gov.a or phone (+61 26240 5069 to find out more about your rights and
responsibilites.

Language, Literacy and Numeracy (LLN)

All students will be required to takeld N test prior to their course commencement in order to determine any relevant
support required by thetudentsto achieve a sucasful outcome of their studies.

Orientation

An orientation program is conducted Btudent Support Services Officergs)your first day of class. Thisdasmpulsory

for all newly arriving students. The program includes an introduction to ACE, its services and facilities as well as an
introduction to Australian culture, society and life. Students are also introduced to #ueatc culture and rules of ACE
that are necessary for successful study. The orientation program also involves social activities, which will help students
meet each other and to familiarize themselves with the ACE and its surroundings.

ACE will ensurthat during the orientation program students are provided with information about the following topics:

Code of conduct

Student Support Services

Key Staff Contact details

Training facilities and resources

Learning resources and timetables

Attendance requements and absence notification requirements
Intervention strategy Policy and Procedures

Assessment Methods and Plagiarism policy

Reassessments

Recognition of prior learning and credit transfer

Access and Equity, privacy policy, Complaints and Appeziess
Special needs, welfare considerations, support for learning or physical disabilities
Refunds policy and procedure
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Student Visa conditions

Working under Student Visa

Overseas Health Insurance

Emergency contacts

External legal and welfare services students
Accommodation

Health Services

Transport information

Social & support groups

usl

1
1
1
1
1
1
1
1
1
1
During the orientation program, students are given an Induction kit consisting of the following items:
1
1
1
1
1
1

Course Credit

Student handbook

Course Timetable

ID card

Student SupporService Guide

Student Support Quick Reference Guide
Agent Student Appraisdrorm

In accordance witii KS { GF Yy RI NR&A F2NJ we¢hQad HampX !/ 9 | O00OSLIia Iy
and/or modules (unless licensing @egulatory requirements prevent this) where these are evidenced by: AQF
certification documentation issued by any other RTO or AQF authorised issaiggnisation; or authenticated VET
transcripts issued by the Registrar.

For more information, please sée/ 9 Q& ¢ Loudsddli§ ard Priddedureiawww.ace.vic.edu.au

Satisfactory Attendance

Students are required to maintain a full time study load as part of the student Visa requirements. The attendiuece of
student is monitored by ACE and where a student is at risk of falling below the required 80% attendance, ACE will cou
the student and provide support to prevent an unsatisfactory attendance record. Where there is an unsatisfactory reco
of attendance ACE is obliged to notify the Secretary of the Department of Education (DE) via PRISMS. This may affi
aldzRSyidQa @Aral adl Gddzao

C2NJ Y2NB AYyTF2NXIGA2Y I LI S| MoSitoring SAtendanced Ralicy @n8 cPivdeduiia T 2
www.ace.vic.edu.au
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Academic Progress

Students are required to maintain satisfactory academic progress as a condition of their visa. This progress is monitc
by ACE. Support and guidance will be given where progress is not dhieyed or where a student is unable to
maintain competency in at least 50% of the total number of units assessed throughout a term.

C2NJ Y2NB AYyTF2NXIGA2Y S LI SMaoaitbringa&se Proglesi PoligySamdi Rrac&duiat 2 N
www.ace.vic.edu.au

Student Conduct

Students are required to follow all rules of ACE and the instructions from ACE staff. Students are required to act in a n
discriminatory manner at all times and respect the rights of oth&tsidents are also required to adhere to academic
rules and regulations as directed by ACE or its representatives. Where a student is found to have acted in a way that
deems to be misconduct, ACE may implement disciplinary action.

For more informatig’ = LJ S+ aS aSS 1/9Qa4 6S60aAiAidsS F2N) 0KS @I NR 2 dza
Client Service Policy; Smoking Policy;-Bigcrimination and Bullying Policy; Drug and Alcohol Policy; Sexual Harassmer
Policy; Health and Safety Poliéjealth and Safety Policy; Plagiarism Policy). Pleasensgeace.vic.edu.au

Complaints and Appeals

{ddzRSyta KI@S F00Saa G2 !/9Qa /[/2YLIXlIAydGa FyR ! LILISIH
consideration anddetermination of any grievances or complaints against ACE in respect of the student assessme
process, academic or attendance records and any other concern the student may have.

Students are encouraged to raise any matters of concern and discuss issues with the relevant Trainer, Course Coordir
or Student Support services but also engage the formal procedure as regdillegdarties can have aore clear
understanding of the eth to end proedure, steps involved with timeframes and represetiva offered as detailed in

I/ 9Q@raplaints and Appeals Policy and Procedure

C2NJ Y2NB AYF2NXIGA2y 3T LI} SlCanplainis Safd AppedlsQRolicys &hd ®rbdedivia T 2
www.ace.vic.edu.au

Deferring, Suspending and Cancelling an Enrolment

Standard 13 of the National Code allows students to defer commencement of studies, take a leave of absence
temporarily suspend their studies. Tmist be completed through a formal agreement with ACE. As these absences ma
FFFSO0 GKS addzRSyidiQa gAral GKS adGddzRSyd Ydzad o6S F O02NR.
enrolment in limited circumstances.

For more informag y = LJ St &S &S S Defermen® Susperdioraandi Gancdlaidwlof Enrolment Policy and
Procedureviawww.ace.vic.edu.au
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Transfer between Registered Providers

Under the ESOS National Casimndard 7 students must meet certain conditions before they can enrol with another
education provider if they are urappy with the course they are doing.

The National Code indicates that a studemist havea letter of release from theieducation provider befor¢hey can
enrol with a new provider ithey havenot completed 6 months of theiprincipal course (the main course of stuihey
are undertaking). I& student wishes to transfer before thdyave completed six mohs of their principal course, they
need theirLINE @A RSN A& LISNX¥YAaaAz2y o

ACE has documentedpolicy andprocedureabout transferring between registered providefStudents are encouraged
to read and ensure theynderstand this policy, and whatheir written agreement says required of a studentbefore
making adecision to enrol wittACE

C2NJ Y2NB AYyT2NXI A2y TdinSdr Befveed Reyistdred Pravideic$ and ProcSdurdi2 NJ
www.ace.vic.edu.au

Completion within the ExpecteBuration

ACE monitors the workload of students to ensure they complete the course within the duration specified in their CoE al
do not exceed the allowable portion of online or distance learning. ACE only enables students to extend the expected
duration d study for the course through the issuing of a new CoE in limited circumstances.

C2NJ Y2NB AYyT2NXYI (A2y s Colhpltiod Bithi tBeSExpected DuiatiBwliByoaidh FioSedFes NJ
www.ace.vic.ed.au

Critical Incidents

ACkhas adocumented critical incident policy together with procedures that cover the action to be taken in the event of ¢
critical incident, required follovup to the incident, and records tifie incident and action taken.

C2NJ Y2NB Ay T2NXI A2y I CritifalSncideSPoliySabd Protebusizia wnSseaivicédi.afF 2 NJ

Access and Equity

ACE is committed, through the principle of inclusiveness, to increasing and aémipagducational opportunities and
LI NOAOALI GA2y F2NJ Iff &addzRSyia ANNBaAaLISOGADBS 2F 6KS(HK!
I The processes for disclosure of disabigtipoth at the time of enrolment/employment and during the course of
study/employment.
i The processes for making reasonable adjustmertte this in terms of teaching techniques or in terms of
assessment practices.
1 Facilities, administrative and marketing issues as the impact on the participation of students with a disability.

C2NJ Y2NB AYT2NXI (A 2Y I AdcdssSsahdEQuityaPBliSy ahd/ PRocedteasvBvcadeivit. 8du B2 NJ
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Refunds

ACE has a Refund Policy which outlitesrefund of course money paid by a student®6E due to thé&llowing
circumstancesProvider Defauland Student DefaultPlease note that enrolment fees paid are rafundable.

Formte NB AYTF2NXYI A2y 3> LI RBiurid®licgaddProced@redivwvaatd \dcieduSau F 2 NJ

Fees and Charges

ltisi KS & (rdgpoBsjbilit@adicarefuly review the fees and charges, including teems / conditions and associated
processes sas Nnot toincur unnecessaryees

For more information, please refer to theees and Charges Poliayailable online viswww.ace.vic.edu.au

Facilities and Bsources

Pt

2T |/ 9 Qaardicdlivehightlyyeqlipp@d With Jo#igy, learning and brésdilities. The campus facilities

include:

= =4 =4 =4 =4 =8 -8 =9

Classrooms with projector

Computer labs (with internet access)

Library access

Common room facilities

Kitchen facilities

Access to Internet and Printing

Current research based learning materials and learner friendly resources
Student support services

Privacy Statement

Disclosure

A
A

All information provided is to ACE is given with the consent of the applicant

Personal information will not be shared, sold or given to any third parties without consent, unless required or
authorised under the exemptions set out in the Privacy Amendment (Private Sector) Act 2000.

Information gathered may be used by ACE for it& @urposes subject to any disclosures herein.

As a general principle, individuals will be given access to their personal information and allowed to correct it or
explain something with which they disagree, unless disclosing this would have an unreasmpaicteon

someone else's privacy. This principle is subject to exemptions such as if this disclosure would compromise a
fraud investigation.

Students may view their academic redand personal files from the Reception Desk at the Head Office3847
Victoria Street, Brunswick providing their telephone ahead to the Desk at least two days prior and request their
records and make an appointment time with the Office Administrator. Students will need to provide their student
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ID card and another relevant fornf tb before being allowed to view their records. Students may not take away
their records.

Information Use

A The use of all information or data gathered by ACE will be in strict accordance with the purpose for which it was
obtained unless prior consent hasdn received from the relevant party to use the information for other means.

A All use of information will be monitored and restricted only to duly authorized personnel.

Student information will not be disclosed to a third party without written consent beshg obtained from the
student, except where required to do so by law.

Legislation and the Impact on Training

wWO[9+!b¢ {¢!¢9 ! b5 C959w![ [9DL{[!¢Lhb tOwe¢! LbLbD ¢h

As a company established under ASIC, #gSEan obligation to abide by and implement legislation governing over their
organisation. The following list contains legislation relevant to its operations:

a) Taxation and Corporations
i. Corporations Act 1968 (Commonwealth)
ii. Corporations Regulations 2001
iii. Link to all Taxation legislation:
http://law.ato.gov.au/atolaw/Browse.htm?ImA=folder&Node=0~0&0OpenNodes=,0~1,0&DBTOC=03%3AP
R%3\Taxation#0~0

b) Human Resources
i. Fair Work Act 2009
ii. Fair Work Regulations 2009

¢) Consumer Protection
i. Australian Consumer Law and Fair Trading Act 2012
ii. Australian Consumer and Fair Trading Regulations 2012
iii. Competition and Consumer Regulations 2010

d) Safety
i. Occupational Health and Safety Act 2QU4t)
ii. Occupational Health and Safety Regulations 2007 (Vic)

e) Workplace Harassment, Victimisation and Bullying
i. Human Rights & Equal Opportunity Commissions Act 1986 (Commonwealth)
ii. Human Rights Legislation Amendmewt A999 (Commonwealth)

f) Anti-Discrimination and Equal Opportunity
i. Racial Discrimination Act 1975 (Commonwealth)
ii. Sex Discrimination Act 1984 (Commonwealth)
iii. Disability Act 2006 (Vic)
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iv. Disability Discrimination Act 1992 (Commonwealth)
v. DisabilityDiscrimination Amendment (Education Standards) 2@95 (Commonwealth)
vi. Age Discrimination Act 2004 (Commonwealth)

vii. Charter of Human Rights and Responsibilities Act 2006

viii. Victoria Equal Opportunity Act 1995 (Vic)

g) Record Keeping
i. Information Privacy Act 2000
ii. Electronic Transactions (Victoria) Act 2000
ii. Privacy Act 1988 (Commonwealth)
iv. Privacy (Private Sector) Regulations 2001 (Commonwealth)

h) Other Relevant Legislation
i. Workers Rehabilitation and Compensation Act 1986 (Vic)
ii. Workplace Relations Act 1996ommonwealth)
iii. Copyright Act 1968 (Commonwealth)
iv. Goods Act 1958 (VIC)
v. Fit and Proper Person (ASQwip://www.asga.gov.au/aboutasga/nationalvet-requlation/fit-and-proper-
personrequirements.htm)

WO[9+!Db¢ {¢!¢9 !'b5 C959w! [ [9DL{[!¢Lhb tO9we¢!LbLbD ¢h
ORGANISATION

a) National Vocational Education and Training Regulact 2011 (The VET Quality Framework)

b) Education Services for Overseas Students (ESOS) Act (2000)

c) Education Services for Overseas Students (ESOS) Regulations (2001

d) The National Code of Practice for Registration Authorities and Providers of Educatidraaring to Overseas
Students (2007) (The ESOS National Code)

e) Standards for NVR Registered Training Organisations 2012

f) Data Provision Requirements 2012

g) Education and Training Reform Act 2006 (Vic)

h) Tuition Protection Servic@P$

RELEVANT STATE AMEDERAL LEGISLATION PERTAINING TO SPECIFIC TRAINING PACKAGES DELIVERED BY

a) Detailed Hospitality training package legislation:
i. Food Act (1984)
ii. Public Health and Wellbeing Act 2008
iii. Equal Opportunity Act 1977 (VIC)
iv. Environmental Protection Act 1970 (VIC)
v. Fair Work Act 2009
vi. Fair Work Regulations 2009
vii. Occupational Health and Safety Act 2004 (VIC)
viii. Occupational Health and Safety Regulations 2007 (VIC)

b) Detailed Business training package legislation:
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Public Health and Wellbeing Act 2008

ii. Equal Opportunity Actd77 (VIC)
i. Environmental Protection Act 1970 (VIC)
iv. Fair Work Act 2009

Fair Work Regulations 2009
Occupational Health and Safety Act 2004 (VIC)
Occupational Health and Safety Regulations 2007 (VIC)

ANCE WIBTANDARDS FOR REGISTERED TROIRGWBIISATIONS 2015

a) ACE will ensure that it complies with the StanddmtdRegistered Training Organisati®®l5 which states that ACE

must:

Comply with relevant Commonwealth, State or Territory legislation and regulatory requirements relevant to its
operations and its scope of registration.

. Ensure that its staff and clients are fully informed of legislative and regulatory requirements that affect their

duties or participation in vocational education and training.

a) !/ 9Qa [/ 2YLX Al y OS8nsiblerfdr maifhdy éhanfes to ee@slatial andl Jegulatory requirements,
updating the relevant ACE documentation and notifying the appropriate ACE staff and students.

b) ACE students will be informed of legislative and regulatory requirements that dfieictarticipation in vocational
education and training via the following methods:
i. Preenrolment brochure
ii. Student Handbook
iii. Updates posted on student notice boards and sent via ACE student email
iv. www.ace.vic.edu.au

On Campus Conduct

Every student has the right to learn in a safe and supportive environment. ACE provides students with some general
guidelines extracted from our Code of Conduct and Practices Policies and Procedures. These prescribe that students

must:

h

=8 =4 =4 =8 =4 =8 -8 -4

Maintain a high standard of behavior at all times within the premises of the ACE.
Maintain a learning environment which is free from unnecessary distraction.

0ASNIS !/ 9Qa NMz Sa NBflFGAy3a (2 alrfFSae FyR GKS OF

Refrainfrom disrupting the learning of others.

Not prevent staff members from performing their duties.

Refrain from endangering the health and safety of staff and fellow students.

Refrain from Interfering with the conduct of ACE operations.

Refrain from Indulgingh any acts which may result in damage to ACE property, reputation or unduly actions

GKAOK AYGSNFSNBE oA0GK (GKS O2YF2NI 2N 02y @SyASy0Sa
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You must come to class prepared for learning with all yamaks and materials
Student nustwear neat casual dress to class
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I You must come to class on time. If you are more than 15 minutes late in a session, you will be marked absent f
the remainder of that zhour session (each day is broken up intbdlr block$.
Mobile phones are not to be used in class. Students are not to receive phone calls during training hours.
If your address and other contact details changes, you must inform ACE within 7 days of the change either via
SYFAfT 2NJ Ay LISN&epgondesk. | SFR hFFAO0SQa w
No eating or chewing gum during class.
All alcoholic beverages and illicit substances are strictly prohibited on campus.
No hats or sunglasses are to be worn in class or during class hours.
You are expected to behave courteously and respdigtht all times towards staff and fellow students.
All homework set by trainer must be completed by the due date. If you unable to complete on time, you must
discuss with your trainer or course coordinator a request for an extension.
You must always aglour trainer for permission to leave class, no matter what the reason.
Keep the classroom tidy, including picking up papers off the floor. Place all rubbish in bins and, if rubbish falls o
the floor near the bin, pick it up and dispose of it correctly.
9 Ifyou are in the computer lab doing your work during class time without prior permission from your trainer, you
will be marked as absent from the lesson.
1 You are expected to read and familianzsurself with all student policies, including on campus pedicavailable
on the website linkttp://www.ace.vic.edu.au/policies.html

=A =4 =4 =8 =4 =A =
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ACE will not tolerate breach of these policies. Misconduct will be taken seriously and may result in exclusion or expuls
from ACE if the policies are deemed to have been violated.

Code of Practice

The CEO will foster the implementation of access and equity best practice by ensuring that:

> > > > >

>

Equal opportunity policies are in place.

Barriers to access and participation are idéatl and strategies developed to overcome these barriers.
Trainers / Course Coordinators have responsibility for and expertise in equal opportunity matters.
All! / 9pQligies and procedures are naliscriminatory and inclusive.

All staff members are praded with information about access and equity issues hntd 9cOndplaints and appeals
resolution processes, and will be expected to adhere to these principles.

All students are provided with information abou0aDS & a | YR Sl dzA (i éomphkiatsi aidSappealsy R
resolution processes.

All components of the education process are evaluated to ensure that they are inclusive and value students frc
diverse backgrounds.

Participation and attainment levels for equity target groups are monitored across the @ngograms.

Staff members are aware of progress in the participation and outcomes for equity target groups and action plans &
developed and put in place to meet any deficiencies.

Regulareview of Sudent Feedback Questionnairedkesplace to evaluag student perception of equity and access
adequacy.

ACE will ensure that any new access and equity principles developed or incorporated into policy documents ¢
communicated to Staff, and their compliance with these principles is upheld.
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A ACE will ensurehait any training program or course prerequisites are communicated to prospective clients in cours:
material provided.

A1/79Qa LINPNXYREWNRYUNE oAt LINPOARS NBFSNByOS (2 G(KS 2
and their utilisation.

Equal opportunity

Australian equal opportunity legislation protects people involved in the training system. Under this legislation it |
unlawful to discriminater harass people at work, in education institutions or in the commulgamples of Austriain
equal opportunity legislation are the:

A Racial Discrimination Act 1975
A Sex Discrimination Act 1984
A Disability Discrimination Act 1992

States and Territories also have equal opportunity legislation.

Disciplinary Procedures

ACE will not tolerate conduthat compromises its high standards of ethics, or honesty, lack of consideration for fellow
students, trainers or other Staff, unrubehaviour bullying or any form of abuse (physical or verbal) of others, lack of

respect for the property of others or grother unsavoury conduct. Where this is found to have taken place by a student,
the management of ACE will invoke disciplinary procedures.

In the case of students, depending on the severity of the event this action may include:

A One or more writterwarnings regarding the transgression.

A Dismissal from the course without refund of fees paid, or credit for learning granted.

A Dismissal from the course and reporting the student to the Police if the situation warrants.

Occupational Health and Safety

Occupdional health and safety is a broad area of the law that can be divided into three areas:

A Common law rules these laws made by the courts, such as negligence, trespass and defamation are applicak
throughout Australia and detailed in the National Ocdigraal Health and Safety Commission Act 1985.

A State and Territory lawthat deal with general occupational health and safety issares with particular industries,
work processes and equipment. These laws generally take the form of a series of rulesnaltiépe

A State and Territorworker's compensation legislatidhat protects employees in the case of-tive-job injuries.

You may view and download these Acts at festralasian Legal Information titate (ALII) which provides free online
access to Commonwealth, State and Territory case law and legislation.

Your state or territory training authority, registered training organisation or New Apprenticeships Centre will also be ab
to advise what leglation applies to your situation.
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Occupational Health and Safety at ACE

Australian Careers Education Pty Ltd has an Occupational Health and Safety Policy designed to protect students whil:
any Institute site or engaged in Institute activities.

Policy:

ACE shall set resource and maintain high standards in the area of health and safety regarding compliance with rele
legislation as a minimum.

ACE will designate a work group to monitor OH&S matters. The following are:

Accidents and Hazards

Students musteport all accidents and hazards on Institute property to a Staff member. The appropriate forms must b
completed.

Evacuation Procedures

During emergency evacuations, managers and teachers act as Emergency Coordinators and retain absolute authori
respect to any actions, instructions or requests relating to an emergency. Students are required to familiarize themsel
gA0K SYSNHSyOée LINPOSRdAZINB&a F2NJ GKSANI aLISOAFASR | NBI a
premises.

Insurance Gver
Students of ACE are covered by public liabitispiance through GIO insurance.

Students of ACE who are undertaking WBdsed Training as part of the requirements of thygialification;are covered
08 UKS 5SLJ NI ¥SwrikCowrinsfar exdidy.i A 2 y Q

Cleaning Work Areas

Students are responsible for the cleanliness of their work areas and designated work areas. For example, benches, de
machines and tools should be cleaned after each use.

Eating and drinking in classrooms, computer lab ditatary isstrictly prohibited.
Breakages, Losses and Damage
Students are required to report all damage to college property to a Staff member whether involved in the damage or nc

If a student wilfully breaks or damages Institute property, or persor@bgrty, the student will be asked to pay for the
replacement of that property. Disciplinary action will result.
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Drugs and Alcohol

Students are not permitted to attend class or any college site, or participate in any college activity following the
consumpton of performance inhibiting substances such as drugs and alcohol. By law, any drug offence is automatically
reported to the Police.

Smoking

Students at ACE premises are not allowed to smoke. Disciplinary action will result.

Personal Protective Equipment

Students are required to supply and wear mandatory personal protective equipment and apparel as determined by the
practical training requirements of their course and Occupational Health and Safety Advisory Standards.

Dress Requirements
As per ACE Studehiformation and Requirements students must:

! Maintain a high standard of dress as laid down by the Occupational Health and Safety Act
1 Be acceptable to industry / commerce standards.

Note: Minimum standards include appropriate footwear (NO THONSESJFFES)

Harassment
Sxual Harassment is UNWANTED and UNWELCOME sexual attention. It may be sexual harassment when someone:

Leers at you

Touches or brushes against your body

Persists in asking you out after you have said 'NO'

Tells dirty jokes in your presence

Dispays offensive printed material

Emailing and SSM offensive material

Makes unwelcome comments or asks questions about your personal life or sexual habits
Tries to force you to have sex.

=4 =4 =4 4 -4 -8 -4 -9

What if you're not sure you're being sexually harassed?
If the behavious made you feel:

Offended
Intimidated
Upset
Frightened
Humiliated
Angry

=A =4 =4 -4 -4 -4
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1 Or that someone went too far... then it is sexual harassment.

You don't have to put up with sexual harassment. You may feel you have to keep quiet about sexual harassment or ev
playalong with it. You may feel that if you do object to sexual harassment you will be seen asamtérg or unable to
take a joke.

But remember:

Sexual harassment is not flattering or harmless fun

It is not friendship, or part of normal social relationzhi

It is unwanted and unwelcome sexual attention which denies you respect and fair treatment
You have every right to object and do something about it.

=A =4 =4 =4

Is sexual harassment against the law?

State and Commonwealth legislation outlays sexual harassmentoasaf sex discrimination. ACE takes its obligations
under this legislation very seriously and will not tolerate sexual harassment.

If you are sexually harassed:

1 Tell the person you find their behaviour offensive. Keep a record of the incident

1 Talk to yourStudent Support Officer for personal advice and support in dealing with the feelings caused by the
harassment

1 Report the complaint to the CEO or any Staff member at ACE. Everyone can support you in this altocess
complaints will be treated confideratily

Other Harassment
Bullying, intimidation, abuse of power are other examples of harassment or workplace violence. Students who have su
concerns should discuss them with PEO or any Staff member so that appropriate action can be taken.

Disciplinary Proedures

ACE will not tolerate conduct that compromises its high standards of ethics, or honesty, lack of consideration for fellc
students, trainers or other staff, unruly behavior, bullying or any form of abuse (physical or verbal) of others, lack
respect forthe property of others or any other unsavory conduct.

Where this is found to have taken place by a student, the management of ACE will invoke disciplinary procedures.

In the case of students, depending on the severity of the event this actionrolagle:

A One or more written warnings regarding the transgression.

A Dismissal from the course without refund of fees paid, or credit for learning granted.

A Dismissal from the course and reporting the student to the Police if the situation warrants.

CriticalIncidents

In the Event of a Critical Incident or Emergency on Campus:
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In the event of a critical incident such as a serious injury, serious and sudden illness, assault, crime, natural disaste
other threat ACE asks all staff and students to follow tieseS LJA (2 Sy adz2NE SOSNE2ySQa al

1. Clear the area around the effected person/persons and call emergency services on 000 to request police, 1
brigade or ambulance.

2. If the area needs to be evacuated, move to the assembly area of your campus (outsig@ithentry doors of
each campus).

3. Notify the Student Support Officer of that campus who will run the Critical Incident Policy and Procedure. In tt
event that they cannot be contacted, a member of staff such as a Trainer or Administration Officer will initiat
the Critical Incident Procede.

4. You may also call the CEO on the 24 hour ACE emergency mobile humbe4d6492. Clearly state the
nature of the emergency and your exact location.

5. Please remain calm and follow all instructions given to you by ACE staff to ensure the safety of al

In the Event of a Critical Incident or Emergency outside of ACE/after hours:
In the event of a critical incident such as a serious injury, accident, serious and sudden iliness, assault, crime, nat
disaster or other threat:

1. Clear the area around #heffected person/persons and call emergency services on 000 to request police, fire
brigade or ambulance.

2. Call the CEO on the 24 hour ACE emergency mobile numberld4a®?2. Clearly state the nature of the
emergency and your exact location. The CEO wil6 S o0t S G2 | 00Saa GKS ST¥TFS
family or make other arrangements as required. He will also run the Critical Incident Policy and Procedure.

Feedback and Continuous Improvement

ACE collects statistical information reguladymonitor, maintain and achieve ongoing continuous improvement in the
delivery of vocational education and training and student servidés.value and welcome feedback from our students
and staff that would improve our existing educational and studsnvices provided by our RTO.

To provideManagement with this feedback for evaluation, you will be asked to complete a student survey which will b
distributed after OrientationStudents wishing to provide Management with feedback on any issues of coacareas
for improvement are requested to tatk the Student Support Officer.

Student Support & EducationalServices

ACE is highly committed to providing studentith a supportive learning environment to help them achieve success in
their educational edeavours. ACE has a team of Student Support Services Officers who are available to assist stude
with their educationabnd speciaheeds. These services include (bot limited to):
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Academic Assistance

Referencing

Report Writing
Assignmenpreparation and writing
Preparing for tests

Computer assistance

Note taking skills

Readingwriting and listening skills
Oral presentations

Literacy and numeracy assistance

Study Guidelines

= =4 =4 =4 =4
=A =4 =4 =8 =4

Students arealso encouraged to seekssstance from their trainers and course ardinators for assistance with their
studies.

General Enquiries

1 Immigration Enquiries 1 Information related to Life in Melbourne
9 Visa Assistance 1 Referral to Welfare Service Officer
Work Permis 1 Opening bank accounts
1 Tax File Number T Mental Health _
1 Emergency and health service references
1 HealthCare

Disability Support

9 Difficulties with studies or learning environment due to the effects of a disability or impairment.

9 Liaising with trainers / assessors to determine additional supports in the learning environment.

1 Identification of reasonable adjustments / additional supports that can be implemented to assist a student to
undertake their studies safely.

Students with a disability, impairment or health condition which impacts their ability to meet the requirements of the
training package are encouraged to complete the Reasonable Adjustment / Special Needs Form and arrange
appointment with a Student Support Services Officer. The Student Support Services Officer will seek to clarify the ext
2T GKS aildzRSy G mant dr xhail capadityk td Bheetkthe Xeyulrdmentsl of the training package and the

supports that can be provided by ACE. The Student Support Services Officer will assess each application for addit
support on its own merit and will submit the applicatitmthe CEO for final approval. ACE will support the student as far

as reasonable, however students are advised that in the event of additional equipment or aides requiring purchase, t
cost of such equipment will be incurred by the student if the studsiatgreeable.

Disclosure of disability or impairment is treated with confidence and will not be used to disadvantage the student.
tfSrasS NBFSNI G2 !'/9Qa ! 00Saa IyR 9ljdzade t2fA08 F2NI T

Student Card Assistance:
M Loss of Student Card
9 Issuingof new Student Card

Complains Management:
1 Complaints and Appesiprocess
1 Sudentissusresolution
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Student Support Seminars:

{0dzRSy i {dzZLJLI2NI { SNIBBAOSAE hFFAOSNR | az2 NXzy NB adifitidnal) a
assistance. Information about when seminars are held and the content of the sessions is available on the noticeboarc
each campus or by contacting your local Student Support Services Officer.

Dayto-DayStudent Support Services

ACE providethe opportunity for students to participate in additional services designed to assist students in maintainin
their attendance and improve their progress throughout the course.

Student Support Services are provided to all students on one to one and3Ma dzLJA Q o6 4S5S4 RdzNR y =
Support Services Officers will endeavor to approach students generally from time to time to identify the area of suppol
that the students may need in the all aspects of their academic or personal concerns.

ACE will have StudeBupport Services Officeron site duringhormal business hours, 9:00ata 5:000m Monday to
Friday.

Community Support Services

At times, Student Support Services Officers may be limited in their ability to assist you with your query or there may be
more appropriate services availat#gternally. In suclkases, the Student Support Services Officanprovide you with
information regarding the external services available and the costs of accessing these services. The Student Support
Services officer may also be able to assist you in connecting with the appropriate support and arranging a referral.
Referrals can be initiated at nosido the student.

ACHloes not charge any fees forlmuse student support services. However, in the event that students require
specialist external services such as medical specialists, psychologists or legal services please note that the student is
responsible for all costs associated with these external services should they choose to use them.

Some of the Community Services available include (but not limited to):

Problem Website Phone no.
Emergency 000
Alcoholism www.aa.org.au 938 777 88
Anxiety (including phobias { www.ada.mentalhealth.asn.au 9879 5351
Obsessive&Compulsive Disorder)

Anxiety WWw.serenitynsw.com.au/ 9740 9539
Accommodation http://melbourne.gumtree.com.au

http://www.domain.com.au
http://www.realestate.com.au
http://www.hostelworld.com
http://www.reiv.com.au
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Asthma www.asthmansw.org.au/ 1800 645 130

Abortion & Grief Counselling 1300 363 550

Consumer credit and debt www.cclchsw.org.au 1800 808 488

Consular Services http://dfat.gov.au

Australian Search and Rescue

Crime stoppers (report crim 1800 333 000

anonymously)

Crisis counselling (Wesley Missiol www.lifelinesydney.org 9951 5522
131114

Depression www.depressiondoctor.com

Depression (National Initiative) | http://www.beyondblue.org.au 1300 22 4636

Department of Human Servicg
(Melbourne CBD Office)

1300650 172

Department of Immigration an
Border Protection

www.immi.gov.au

131 881

Disabilities

www.ideas.org.au

1800 029 904

Domestic violence

8745 6999

Domestic violence

1800 656 463

Drug addiction: Narcotic] www.na.org.au 1300 652 820
Anonymous
Drug addiction (Christian help) | www.naranon.com.au 9418 8728
Drugs andnental health www.thewaysidechapel.com 9358 6577
Families & friends with mentd www.arafmi.org 9805 1883
illness
Eating disorders www.edf.org.au 9412 4499
Eczema www.eczema.org.au 1300 300 182
Emergency services (police, fire, ambulance) 000
Epilepsy www.epilepsy.org.au 9856 7090
Family planning information www.fpahealth.org.au 1300 658 886
Gambling Counselling (Wesley) | www.wesleymission.org.au 9951 5566
G-Line (gambling) 1800 633 635
Gay & lesbian counselling line www.glccs.org.au 8564 9596
Grief support 9489 6644
Grief support www.solace.org.au 95192820
Hepatitis C www.hepatitisc.org.au 9332 1599
I 2YAOARS +AO0A Y www.ghvsg.or.au 1800774744
24x7 (QLD)
HIV/AIDS www.sesiahs.health.nsw.gov.au 9332 9700
Lifeline www.lifeline.org.au or | 9391 2244
www.crosscultural.net.au
Legal information and advice www.lawaccess.nsw.gov.au 1300 888 529
Mental health advice www.mentalhealth.asn.au 9816 5688
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Maternal and ChildHealth Line

132229

Melbourne Water

www.melbournewater.com.au

131 722

Overseas Students Ombudsman

http://www.0s0.gov.au/

1300 362 072* within Australig
Outside Australia call +61
6276 0111.

Poison Information Centre

131 126

Police (Local, Brunswick)

03 8378 6000

Pregnancy counselling

Www.pregnancysupport.com.au

1300 737 732

Psychology Melbourne http://www.psychologymelbourne.c| 9269 1001
om.au/contactus

Rape Crisis Centre WWW.nswrapecrisis.com.au 1800 424 017

Relationship counselling www.interrelate.org.au 9745 5544

Schizophrenia www.sfnsw.org.au 9879 2600

Serious illness  (sufferers www.cansurvive.org 1300 364 673

families)

Smoking Quitline 1318 48 /137848

Student organisation an{ http://www.studymelbourne.vic.gov

Community Groups

.au

Suicide Prevention

www.suicideprevention.com.au

1300 360 980

Suicide Helplin¢Victoria)

1300651251

Study Melbourne Student Cent
(SMSC)

http://www.studymelbourne.vic.gov
.au/help-and-advice/support
services/studymelbournestudent
centre

1800 056 449

Telephone Interpreter Service

131 450

The Lounge (Salvation Army)

http://www.salvationarmy.org.au/fi
nd-

us/victoria/melbourne614/melbourn
e6l14services/thecouch614/

0451 374 507

Victims of crime support

9374 3000

22YSyQa NBFda$s

9560 1605

Refund Policy:

Definitions

Enrolment Fee: The feepayable, as set out in the Student Acceptance Agreement, to make an application to study a Course
The Enrolment Fee is a noefundable fee covering the cost of registration. The Enrolment Fee is subject to ch

Course Fees:

Money that ACE redees, directly or indirectly from:

1 An overseas student or intending overseas student; or
1 Another person who pays the money on behalf of an overseas student or intending overseas studet
Course fees = tuition fees + ntuition fees received by the providen respect of the studentas extracted fromr
Explanatory Guidance on the Education Services for Overseas Students (Calculation of Refund) Specificatio
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Prepaidfees &a2YSGAYSa NBFSNNBR (2 la WTFSSa 02t théréavdhiservicgs have ikt
provided

ESOS Act: The Education Services for Overseas Students Act 2000 of the Commonwealth of Australia, as amended fro
time.

National Code: The National Code of Practice for Registration Authorities Rraliders of Education and Training to Overs
Students, established pursuant to Part 4 of the ESOS Act, as amended from time to time.

SRTO (2015) Standards for Registered Training Organisation (2015), a legislative instrument made under the NVR A
(Subsections 185(1) and 186(1))

Study Period One term of study (which includes public holidays and breaks).

TPS Tuition Protection Service
Written The agreement entered to between ACE and the student, and signed by the student prior toemtrolm
Agreement

Agreed starting the day on which the course was scheduled to start, or a later day agreed between the registered provider
day course and the student

Tuition Fees:  Tuition fees are defined in section 7 of the ESOS Act. They are fees received by a provider (from or on be
2O0SNBSIFAE &ai0dRRSyid 2N AYyiSyRAy3I 20SNESIHAE &0dzRSyido
provider is providing, 2 FFSNAY 3 (2 LINRPOARS:E (2 G4KS &idRSyié¢o
Tuition fees are typically compulsory fees for the delivery of the enrolled course and include items such as:

1 tutorials and tutoring sessions

1 lectures

1 additional requisite training including practicums and practioers

1 ancillary costs for fieldwork, excursions or laboratories

1 specialist materials that are mandatory and relate to the provision of the course.

Non-Tuition Norttuition fees cover other items not directly related to tuition, and may be compuylso discretionary.
Fees:

1. Policy

1.1 Refunds of course money applies when the following circumstances occur:

A. Provider Default
The ESOS Legislation Amendment (TPS) Act (Q@iZkion 2, Subsection A, 4GAlefinesprovider defaultas follows:
(1) Aregisteredproviderdefaults,in relation to an overseas student or intending overseas student and a course at a location, if:
(a) Either of the following occurs:
(i) The provider fails to start to provide the course to the student at the location on the agtaetthg day;
(ii) The course ceases to be provided to the student at the location at any time after it starts but before it is completed; and
(b) The student has not withdrawn before the default day
(c) The course is not provided in full to the studentégse a sanction has been imposed on ACE or any other reason.
Note: An exception to this rule applies if ACE fails to start to provide the course, or the course ceases to be provided detlhdstause the
student
(i) Failed to pay an amount he/she wéaable to pay to ACE;
(i) Breached a condition of his or her student visa:
(i) Misbehaviour by the student
B. Student Default
The ESOS Legislation Amendment (TPS) Act (2@izkion 2, Subsection B, 4ZAlefines student default as follows:
(1) An overseas student ontending overseas studewkefaults, in relation to a course at a location, if:
(a) The course starts at the location on the agreed starting day, but the student does not start the course on that day (@tdohagously
withdrawn); or
(b) The studenwithdraws from the course at the location (either before or after the agreed starting day); or
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(c) The registered provider of the course refuses to provide, or continue providing, the course to the student at the loczdiosebaf one or
more of thefollowing events:
(i) the student failed to pay an amount he or she was liable to pay the provider, directly or indirectly, in order to undeetakeitse;
(i) the student breached a condition of his or her student visa;
(i) misbehaviour by the student.
Note 1. Forn exception to subsection (1)(a), see section 2 below.
Note 2: For an exception to subsection (1)(c)(iii), see section 3 below.
(2) An overseas student or intending overseas student does not default under paragraph (1B)(a) in relation to a colmsatinaif the
student does not start that course because the registered provider defaults in relation to the course at the location ubsdmtisn
(1) (a)(i) above.
(3) An overseas student or intending overseas student does not default under subsgbtio){iii) unless the registered provider accords the
student natural justice before refusing to provide, or continue providing, the course to the student at the location.
In all of the aforementioned instances of student default, ACE will notify the T®ctor and DIBP via PRISMS within 5 business days of
the default occurring.
Note: a student default may occur only after all internal and external appeals processes have been exhausted.

1.2 If a refund is provided to a student, ACE shall provide amstame explaining how the amount has been calculated.
1.3 ¢KS SyNefvYSyid F8S OKINHSR (2 (GKS addzZRSyid O20SNB (GKS Rk yA &
refundable.

14 ACE holds membership with the Tuition Assura®cleeme (TAS) approved by the VET Regulator, ASQAidfuk@Ble to provide services
for which thelearnerhas prepaid, ACE must ensure:
a) the learner will be placed into an equivalent course such that:
1 the new location is geographically close to where ldmrner had been enrolled; and
1 the learner receives the full services for which they have prepaid at no additional cost to the learner; or
b) If an equivalent course cannot be found, tearneris paid a refund of any prepaid fees for services yet to be delivered above the
threshold prepaid fee amount.
15 This policy angiroceduresmust be read in conjunction with théormalisation of Enrolment Policy and Procedares theComplaints and
Appeds Policy and Procedures
2. Procedures

2.1 Actions required to meet this procedure are outlined in the following sections:
a. Total Refunds
b. Partial Refunds
C. No Refunds
d. Process for Claiming Refunds
e. Payment of Refunds

ACE DEFAULTS:
Total Refunds
1. Tuition fees and any Application fees will be refunded in full where:
i.  The Course does not start on the agreed starting date which is notified in the Letter of Offer;
ii. The Course stops being provided after it starts and before it is completed,;
iii. The Coursés not provided fully to the Student because ACE has a sanction imposed by a government regulator; or
iv. An offer of a place is withdrawn by A@#&d no incorrect or incomplete information has been provided by the Student.

2. Inthe event that ACE is unabledeliver the Course in full; the Student will be offered a refund of all the Course Money paid by the Student to
date for that Course. The refund will be paid within 14 days of the day on which the Course ceased to be offered. Alyerthati®tudent
may be offered enrolment in an alternative course by the ACE at no extra cost. The Student has the right to choose whetlkea tiulsee
refund of Course Money, or to accept a place in another course. If the Student chooses placement in another courdleagkBaStudent
to sign a document to indicate acceptance of the placement.

3. Afullrefund, less any Enrolment fee will be provided to the Student where:

i.  lliness or disability prevents a Student from taking up the course;

ii. Prior to the commencement ad term, the Student has been excluded from ACE for failure to meet progression rules and where fees
were paid in advance of notification of the exclusion;

iii. There is death of a close family member of the Student (parent, sibling, spouse or child); or

iv. Other special or extenuating circumstances, including political, civil or natural events, are accepted at the discretionEs thietiee
ACE, or his or her nominee, as preventing a Student from taking up the course.

Partial Refunds

4. |f ACE defaults, a refund of tuition fees received by ACE will be issued to the student basedatiovifieg calculations under section 7_of
the Education Services for Overseas Students (Calculation of Refund) Specification 2014:
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Weekly tuition fee= (total tuition fee for the course / number of calendar days in the course) x 7, rounded up to the nearest whole
dollar.

Weeks in default period= number of calendar days from the default day to the end of the period to which the payment relates / 7
Refund amount = weekly tuition fee x weeks in default period

5. If ACE is unable to deliver the course in full, the student will be offered a refund of any Tuition Fees paid in advéncersesizonds to the
portion of tuition for which the student has paid, but$aot yet been delivered by ACE.

6. Where an Application for Refund is made undestal Refunds Item,3he Student must provide at the time of making the application
documentary evidence to the satisfaction of the ACE in support of one or more of the gi@iaedsnTotal Refunds Items 3\(i).
(Notification of Withdrawal from Studigaust be received #veeks prior to term commencement by Student Administration*)

Partial Refunds
1. Partial refunds of the amounts specified below will be provided in the fatigwircumstances:
i. Withdrawals at least 4 weeks prior to agreed start date a 70 % of theN&¢s: Enrolment fees is non refundable.
ii. Withdrawal less than 4 weeks prior to agree start dates no refund of the lets: Enrolment fees are non refundable.

No Refunds

1. A Student who withdraws or defers from a Course more than 20 working days after the commencement of a term shall nbtébtoekgi

refund for that term except for the reasons outlinedTintal Refunds Items 3\(i).
2. A Student whose enrolment is either suspended or cancelled by ACE for whatsoever reason during a term, including btechtat limi
misbehavior or nospayment of fees to the ACE, shall not be eligible for a refund for that term.

3. Withdrawal from the coursafter the agreed start date.
Refund of student prepaid fees if ACE closes
A student will be eligible to receive a refund of the unexpendedpaiel tuition fees which the student has paid to ACE and will cover only that
portion of tuition for which thestudent has paid but for which tuition has not yet been received.
Following default, ACE will fulfil its obligations to all affected students within 14 days. During this time ACE walffeittiee student an alternative
place which is acceptable todrstudent, or the appropriate refund amount.
In the event ACE does not satisfy this obligation to all affected students, the TPS Director will facilitate accestitterthescourse placement.
The proportion of prepaid course fees which ACE hasr&und to students when required
The ESOS Act limits refunds paid to students to the portion of the course for which the student has paid but which has cdelibered or
assessed in the event of ACE closing.
If ACE fails to meet its refund obligatidhe partial refund amount will be calculated in accordance with the TPS model and will be used by TPS t
place the student in an alternative course in the first instance, and failing that, to provide a refund.
List of documents that assist the TPS in detening a refund of prepaid tuition fees
To assist TPS in calculating the refund of tuition fees for the part of the course for which the student has paid buasvhiwhbieen delivered or
assessed in the event of ACE closing, ACE will advise studahtel should keep the following documents and make them available when
required:

9 The student agreement with ACE;

9 Original receipts for tuition fees preaid to ACE;

I Bank statements; and

9  Other relevant correspondence which identifies the amount of prepegs paid (e.g. an email or SMS between ACE and the student).
Recommended action for a student if ACE has not refunded the unused portion of their prepaid fees where the student hasawithftom their
course
In the first instance the student will be ragied to check their written agreement to ensure that they are eligible for a refund. If they do not have a
copy they will be required to contact ACE or their agent and ask for a copy.
After reading their agreement, if they still believe that they areitded to a refund, they should contact ACE in writing seeking a refund. If a student
is not satisfied with the outcome of the ACE's refund decision they can contact TPS. In this case they will be requirgdetaher TPS with
documents (suchastheddt2 YS f SGGSNI 2F 1/ 90Qa NBFdzyR RSOA&A2Yy0 (2 &adzlL2 NI GKSA

STUDENT DEFAULTS:
1. Where a student fails to start a course due to visa refusal and the student notifies ACE that their visa application haseiesad.
A refund of tuition fees received by ACE will be issued to the student based on the following calculapenSeastion ®f the Education
Services for Overseas Students (Calculation of Refund) Specification 2014:
Total course fee* minus the lesser of:
(i) 5% of the amount of course fees received by ACE before the default day, or
(i) $500
(*Course fees = tuition fees + nauition fees received by ACE in respect of the student)
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Where a student commences a course and subsequently has a visa refusgdtudent notifies ACE that their visa application has been
refused.
A refund of tuition fees received by ACE will be issued to the student based on the following calcakpienSection 100f the Education
Services for Overseas Students (CalcutatiobRefund) Specification 2014:
Weekly tuition fee= (total tuition fee for the course / number of calendar days in the course)

x 7, rounded up to the nearest whole dollar.
Weeks in default period= number of caledar days from the default day to the end of the

period to which the payment relates / 7
Refund amount= weekly tuition fee x weeks in default period
Where a student withdraws prior to commencement of thetourse and student notifies ACE.
Refund applications shall be assessed and granted in accordance with the schedule below:

Enrolment Fee Non-refundable

Withdrawal at least 10 weeks prior to agreed start date Full refund less enrolment fee
Withdrawal at least 4 weeks prior to agreed start date 75% refund less enrolment fee
Withdrawal less than 4 weeks prior to agreed start date 60% refund less enrolment fee

Process for Claiming Refunds
Refund applications for full or partial refundwst:
i. Be made in writing via thRefund Request Forrand
ii. Set out the reasons for the application; and
iii. Be accompanied by supporting documents as may be appropriate; and
iv. Be forwarded to:
Chief Executive Officer
Australian Careers Education Pty Ltd
347-351 Victoria Street,
Brunswick, Victoria, Australia 3056
The information provided by the Student on the Refund Request Form must include:
i The date of the claim;
i. ¢KS {{idzRSyi{iQ&a FdzZf ylI YST
iii. The course in which the Student was enrolled;
iv. The basis for midng the claim;
V. The amount claimed;

Vi. The address to which the refund is to be forwarded;
vii ¢KS {GdzRSyidQa LI &YSyid RSGlIAfAT
vii. ¢KS {ddzRSyidiQa aArdayl GddaNBI I yR

iX. All documents relevant to the consideration of the claim.
Refund applications will not be processedes the signature on the Refund Request Form does not match the Student's signature as
shown on other documents provided by the Student for admission to ACE.
A Refund Calculation Statement will be prepared and forwarded to the Student and any refundrmilly be made in the currency of
1KS a0dRSyi(iQa O2dzyiNE 2F LISNXIyYySy(d NIBaAiRStadaSe cursériiesl@vhere thef ré&undi y
would normally then be paid in AUD) or payment to another Australian educationdltitii ACE accepts no responsibility in respect of
any foreign exchange rate fluctuations.
The funds covering the tuition fees must be cleared (i.e. cheques cleared, telegraphic transfers received etc).
All debts owing to ACE are to be deducted from mafynd.
Where a Student is dissatisfied with a decision to provide or not to provide a refund he or she may appeal that decismnaldmee with
the ACE'€omplaints and Appeals Policy and Procedure.
This policy and the availability of complaints andJLJS | £t & LINPOSaasSasx R2Sa y2i NBY20S (KS
consumer protection laws.

treYSyid 2F wSTdzyRa TF2NJ t NPGARSNRA 5STFI dzA
Applications for refunds for Students must be authorised by the CEO / Compliance Officer or his/her nominee.
Where:

i. the Course does not start on the agreed starting date; or

ii. the ACE stops the Course after it starts and before it is completed; or
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iii. the Cairse is not provided fully to the Student because ACE has a sanction imposed by a government regulator, and the Stude
has requested a full refund of fees rather than placement in an alternate course, the refund of fees will be paid ith&ull to
Studentwithin 2 weeks.

2.4 In any other circumstance, ACE will refund the amount within 4 weeks after receipt of the completed and signed Refund-Bequegether
with appropriate supporting documents.

2.5 The date of the notification for application for refundtie date the completed and signed Application for Refund is received by ACE.
2.5 The Enrolment fee is not subject to a refund.

2.6 Overseas Student Health Cover Fee&CE has arranged the application and issuance of the OSHC of the student with sor@&iét; ACE
gAftf aaArald GKS &addzRSyid G2 NBIldzSad F2NJ I NBFdzyR gAGK GKS h{l/

Tuition Protection Services

¢KS ¢t{ gAff KSfLI @82dz ljdzAOlfte FAYR Fy20iKSN O2 dzNBSSwl L

use online placement service to give you all the information you need so you understand your options and can choose

alternative course that best suits you. Additional assistance will be available if you need it. You will still have th meet

the course entry requirements of another provider and any extra costs if the provider is more expensive than the one y

originally enrolled with.

The Tuition Protection Service or TPS is a placement and refund service for international students

From F' July 2012, the TPS has replaced the Tuition Assurance Scheme (TAS) arrangements and the E
Assurance Fund

The TPS is like insurance cover with premiums based on risk. It will aim to place students in an alternative cot
first and pay refunds only as tagsort.

The TPS includes strengthened governance arrangements for greater accountability to government.

A limit of up to 50 percent of total tuition fees may be collected prior to student commencement (unless the
course is 24 weeks or less)

= =4 = = =

9 Student refunls will be based on unexpected tuition fees (rather than on total course cost as previously)

The TPS overview — how does it work for international students?
comtsctsyou || Repister with | | You provide you to find options providers preferred commence
- :lm = md for completing your and apply for suitable offer. study a3
for you. COUSES
LI’ H
If thare are no suitable alternative 5
couries of offers, you may apply for & i ".wl
refund of the amaownt of any unspent ¥ e Any
the provider. Thede are any tuition : urspent
fees you have already paid that are TWition is
directly related to the course which refunded to
*Ceasing study may affect pour visa.
Contoct immi gov.ou for assistonce

Mote: The above flow diagram is for guidance purposes only. To the extent that the diagram is inconsistent with the Education Services for
Overseas Students Act (the ESOS Act) 2000 the ESOS Act prevails. Providers should not rely on this diagram alone and must read the
requirements in the ESOS Act.
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Work Based Training Policy

Work Based TrainindWBT)is required to ahieve the Certificate Ill and IV in Commercial Cookery and Diploma of
Hospitality. For further information regarding WBT, please refer to the individual course guides.

Pre-Enrolment Information

All prospective learners prior to enrolment will besessed to detmine the competency(s) that they may have acquired
through formal, noAformal and informal learning to determine the extent to which that individual meets the
requirements specified in the training package.

This assessment will help ACE determine theoam of training it will provide to each learner with regard to their
existing skills, knowledge and the experience of the learner

Learner Cohorts with Formal learning:

Where an Assessment determines the learner has formal learning through a structurgchi of instruction and is
linked to the attainment of an AQF qualification or statement of attainment (for example, a certificate, diploma ol
university degree), ACE will grant credit for the unit of competency completed at another RTO. ACE wilicatithema
information in the document provided by contacting the organisation that issued the document and confirming the
O2yiGSyid Aa QGFHtAR® ¢KAA&A O2dz2NBS ONBRAG Yl & NBRdAzOS GKS
studies prevdusly undertaken and completed successfully.

Learner Cohorts with NorFormalor Informal Learning:

Where an Assessment determines the learner hasfoomal learning or informal learning through a structured program
of instruction or through experience of werklated, social, family, hobby or leisure activities that did not lead to the
attainment of an AQF qualification or statement of attainment; ACE will offer the learner Recognition of Prior Learnin
Owt [0 2KSNB Fye wt[ Aa INIYISR GKAa gAff NBRdAzOS (KS

Learner Cohorts with No Prior learning:

Where a learner has no pridearning ACE wiflive them the opportunity to fully absorb the required knowledge, and to
develop skills over time in the different contexts they would experience in the workplace. This will require a longe
timeframe than for those learners with formkgdarning or significant industry experience.

General Course Entry Requirements

Students enrolling imnycourse with ACE must meet the minimum entry requirements including:

1. Minimum Age- Applicants must be 18 years of age at the commencement of their course (refer 8utlent
Engagement Prior to Enrolmeahd Marketingpolicies and procedures).

2. English Proficiencylnternational students are required to possess an IELTS 5.5 (amataqtt) in order to be
accepted into this program. Applicants who do not possess the required IELTS score or equivalent are advised
enrol in an ELICOS program with another approved RTO/provider to facilitate achieving the English language
entry requirenents. An applicant must satisfactorily complete the EAL course / English language course or
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satisfactory completion of-80 weeks ELICOS from a National ELT Accreditation Scheme (NEAS) Accredited
English Institution with an IELTS score of 5.0
Exemptionsapply, including:

o Equivalent qualifications [Certificate IIl EAL (Access), Certificate IV EAL (Access), Certificate Il EAL (Furth
Study), Certificate IV EAL (Further Study), Certificate Ill EAL (Professional), Certificate IV EAL
(Professional/Employmejijtdemonstrating English proficiency.

0 The student was educated for 5 years in an English speaking country.

0 The student has completed a Certificate IV level course in an Australian Registered Training Organisation
(RTO).

0 The student has successfully conplba foundation course in Australia.

NB:Tests results/ certificates and other evidence demonstrating English proficiency older than two years are
not accepted unless they have completed two years of study in Australia. When assessing overseasigialificat
against AQF requirements refer to the equivalencies table for each country (refgptendix A in the Student
Engagement Prior to Enrolmepolicy and procedure). Where there is insufficient or unclear information with
regards to IELTS level or itauagalent the application is forwarded to the CEO for assessment.

International Students from Assessment Level 1 and 2 countries will be exempt from this requirement; however
they will be required to demonstrate English level proficiency as indicateavbelo
0 {dzOO0S&aaFdZ O2YLX SGA2Y 2F !/ 9Qa& [lFy3dza 3SzT [ AGSNI
0 Successful completion of a foundation course at an RTO in Australia.
0 The student has completed a Certificate IV level course in an Australian Registered Training Organisation
(RTO).

(For further information on assessment levels referhtip://www.immi.gov.au/Study/Pages/studertisa
assessmenlevels.aspk

*Equivalent English Proficiency Testsemted include:

0 Test of English as a Foreign Language IntedBased Test (TOEFL IBTertificate TOEFL IBT score of 46 or
above for direct entry into a course; or 35 with an ELICOS course to be taken before your main course.

0 Pearson Test of English BTAcademic CertificatePTE Academic score of 42 or above for direct entry into
a course; or 36 with an ELICOS course to be taken before your main course.

o Cambridge English: Advanced (CAE) Certifc&&E test score of 47 or above for direct entry mtmourse;
or 41 with an ELICOS course to be taken before your main course.

0 Occupational English Test (OET) Certificate OET score of ‘pass'.

0 TOEFL Pap&ased Test (PBT) Certificate (This test is only acceptable if taken in one of the following
countries where IELTS is not available: Belarus, Ecuador, El Salvador, Guatemala, Honduras, Kyrgyzstan,
Moldova, Solomon Islands, Suriname, Tsijiii, Tanzania, Uganda and UzbekistaMQEFL PBT test score
of 527 or above for direct entry into a course; or 500 with an ELICOS course to be taken before your main
course.

3. Academic Requirements Students must have satisfactorily completed a minimafrigear 12 or equivalent; OR
completed studies equivalent to an Australian Year 12 qualification from an English language speaking country
4. StudentVisag{ G dzZRSy (a Ydzaid aldira¥fe 5L..tQa NBIldZANBYSyGa ¥

Please refer to each individual qualiation below for entry requirements specific to the qualification.
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COURSE DETAILS
HOSPITALITROURSES

SIT3081&ertificate Il in Commercial Cookery CRICOS COURSE 0@aB@4G

Course Description:

This qualification reflects the role of commercial cooks who use a wide range alaveloped cookery skills and sound
knowledge of kitchen operations to prepare food and menu items. Using discretion and judgement, they work with son
independence and uiter limited supervision using plans, policies and procedures to guide work activities.

This qualification provides a pathway to work as a commercial cook in organisations such as restaurants, hotels, cli
pubs, cafés, and coffee shops.

Course Duratior& Location:

52 weeks Full time study (including 6 weeks break/public holidays)
Student contact hours = 20 hrs per week x 46 weeks

ELearning = 280 hours

Delivery Location: Donald Street Campus

Work-Based Training Location: Aurora Receptions

Course Entry & Visa Requirements:

There are no specific entry requirements for this qualification. However, students must meet the following minimur
entry requirements:

Minimum Age- Applicants must be 18 years of age at the commencement of their eo(refer to the Student
Engagement Prior to Enrolment and Marketing policies and procedures www.ace.vic.edu.au).

English Proficiencylnternational students are required to possess an IELTS 5.5 (or equivalent test score

Academic RequirementsStudents mst have satisfactorily completed a minimum of year 12 or equivalent
StudentVisz{ 1 dzZRSy (a Ydzald aldAa¥Fe 5L.tQa NBIdZANBYSyda F2NJ I

Mode of delivery:

This program is delivered in a classroom based environment with access to a kitchencftarap@mponents of the
course. In addition students will also be required to undertake a practical placement in a workplace environment und
supervision to ensure the student can perform the work as expressed in each unit of competency. Each uvérexddel
and assessed as a standalone unit in a combination of face to face theory and demonstration sessions in the classr
and supported by practicals within the kitchen environment prior to undertaking the work placement component of the
course.This ppgram also contains anlearning component to be completed by the student (as supported by the trainer
/ assessor) to consolidate their learninglearning hours for each unit are indicated below.

Work Based Training:

Work-Based Training (WBT) for thelidtic unit SITHCCC020 Work Effectively as a Cook must be undertaken in order
achieve the Certificate Il in Commercial Cookery. ACE will organise WBT for students at no additional cost.

1/ 9 KF& Fy FANBSYSyld 6AGK | NIKEANR aLIZ2NENG 3K 2!3dZINR NI ¢ wSSrO 3
(48 Service Periods) will be completed in Work Based Training (WBT)
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Assessments:
The following assessment methods but not limited will be used during this qualification: Formative Activities
Assignmets, Student Presentations, Practical Demonstrations, Written Assessments and Log Book.
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Educational Pathways:

After achieving SIT30816 Certificate Il in Commercial Cookery, individuals could progress to SIT40516 Certificate

Commercial Cookery.

Training Package Rules:

To attain SIT30816 Certificate Il in Commercial Cookery, 25 units must be completed by the student: 21 core units al

elective units

The units offered by ACE are listed in the section below.
Note: Unit SITXFSA001 Use hygienictimexfor food safety is a RiRequisite unit for the units marked in *
Students will need to be competent in this unit prior to commencing units marked with an *

Units of Competency SIT3086 Certficate 1llin commercial cookery

347-351 VictoriaStreet, Brunswick, \C, 3056 Phone: +63 9380 1414 Facsimile: +61 3380 1811

Unit Code Unit name Nominal Delivery e-Learning
Hours Hours Hours
Core Units
BSBSUS201 Parti(_:ipate in environmentally sustainable wor 20 20 10
practices
SITXWHS001 Participate in safe work practices 12 16 10
BSBWOR203 Work effectively with others 15 16 10
SITXHRMO001 Coach others in job skills 20 20 10
SITXFSA001 Participate in safe food handling practices 40 36 15
SITXFSA001 Use hygienic practices for food safety 15 16 10
SITHKOPO001 Clean kitchen premises and equipment* 13 16 10
SITXINV002 Maintain the quality operishable items* 10 16 10
SITHCCCO001 Use food preparation equipment* 25 24 10
SITHCCCO005 Prepare dishes using basic methods of cookel 45 44 15
SITHCCCO0O07 Prepare stocks, sauces and soups* 35 32 10
SITHCCCO006 Prepareappetisers and salads* 25 24 10
SITHCCCO08 (Fj’irsehpeasrf vegetable, fruit, egg and farinaceous 45 48 10
SITHCCCO012 Prepare poultry dishes* 25 32 10
SITHCCCO013 Prepare seafood dishes* 30 32 10
SITHCCCO014 Prepare meat dishes* 50 48 15
SITHCCCO18 Prep_are food to meet special dietary 75 72 20
requirements*
SITHKOPO002 Plan and cost basic menus 30 28 10
SITHPATO006 Produce desserts* 100 96 10
SITHCCCO019 Produce cakes, pastries and breads* 40 40 10
SITHCCCO020 Work effectively as a cook* 80 160 0
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Elective Units

SITHCCCO003 Prepare angresent sandwiches 10 16 10
SITXINV001 Receive and store Stock 10 16 10
SITXINVO03 Purchase goods 30 28 10
SITHCCCO015 Produce and serve food for buffets* 25 24 10
Total Student Contact Hours 825 920 280

Course Fees*

Enrolment Fee

AUD $200 (Non Refundable)

Textbooks/Materials Fee

Resources -$350.00

Knife Kit -$140.00

Uniform & Shoes- $160.00 AUD $650
Tuition Fee AUD $9,150
Total Course Fee AUD $10,000

*Please note that ACE mafange these fees at any time throughout the year.
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SIT40516 Certificate 1V in commercial cookery: CRICOS COURSEHZABDEG

Course Description:

This qualification reflects the role of commercial cooks who have a supervisory otdadimg role in the kitchen. They
operate independently or with limited guidance from others and use discretion to solveautime problems.

This qualification provides a pathway to work in organisations such as restaurants, hotels, clubs, pubsdaaftieean
shops, or to run a small business in these sectors.

Possible job titles includehef, chef de partie

No occupational licensing, certification or specific legislative requirements apply to this qualification at the time c
publication

CourseDuration & Location:

81 weeks Full time study (including 12 weeks break/public holidays)
Student contact hours = 20 hrs per week x 69 weeks

Delivery Location: Donald Street Campus

Work-Based Training Location: Aurora Receptions

Course Entry & Visa Ragiements:

There are no specific entry requirements for this qualification. However, students enrolling in this qualification with ACE
must have first completed the Certificate Il in Commercial Cookery. This is to ensure that the students meet tke volum
of learning requirements. Other minimum entry requirements:

Minimum Age- Applicants must be 18 years of age at the commencement of their course (refer to the Student
Engagement Prior to Enrolment and Marketing policies and proceduwes.ace.vic.edu.au

English Proficiencylnternational students are required to possess an IELTS 5.5 (or equivalent test score

Academic RequirementsStudents must have satisfactorily completed a minimum of year 12 or equivalent
StudentVisz{ 1 dzZRSy (a Ydzald aldAa¥Fe 5L.tQa NBIddZANBYSyda F2NJ I

Mode of delivery:

This program is delivered in a classroom based environment with access to a kitchen for practical components of the
course. In addition students will also bequired to undertake a practical placement in a workplace environment under
supervision to ensure the student can perform the work as expressed in each unit of competency. Each unit is delivere
and assessed as a standalone unit in a combination of éaface theory and demonstration sessions in the classroom
and supported by practicals within the kitchen environment prior to undertaking the work placement component of the
course.

Work Based Training:

Work-Based Training (WBT) for the Holistic uSEEHCCCO020 Work effectively as a cook and SITHKOP0O5 Coordinate
cooking operationsnust be undertaken in order to achieve the Certificate IV in Commercial Cookery. ACE will organise
WBT for students at no additional cost. ACE has an agreement with a thirdpar ! dzNB NI wSOSLIiA 2y a
WBT employer. A total of 240 hours (80 Service Periods) will be completed in Work Based Training (WBT)
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The following assessment methods but not limited will be used during this qualificationaffee Activities,

Assignments, Case Studies, Student Presentations, Practical Demonstrations, Written Assessments and Log Book.

Educational Pathways:

After achieving SIT40516 Certificate IV in Commercial Cookery, individuals could progress to Blipkimatmf
Hospitality Management or Diploma Qualification in any service field.

Training Package Rules:

To attain SIT40516 Certificate IV in Commercial Cookery, 33 units must be completed by the student: 26 core units ar

elective units

The unitsoffered by ACE are listed in the section below.
Note: UnitSITXFSAOQdse hygienic practices for food safeiy a PreRequisite unit for the units marked in *
Students will need to be competent in this unit prior to commencing units marked with an *

Units of Competency SIT4046 Certificate IV in commercial cookery

Unit Code Unit name Ml DEIERY
Hours Hours
Core Units
BSBDIV501 Manage diversity in the workplace 60 48
BSBSUS401 Implgment and monitor environmentally sustainable work 40 40
practices
SITXCOMO005 Manage conflict 20 20
SITXWHS003 Implement and monitor work health and safety practices 30 32
SITHKOPO004 Develop menus for special dietary requirements 15 16
SITXHRM4003 Lead and manage people 60 56
SITXMGT001 Monitor work operations 20 20
SITXFINOO3 Manage finances within a budget 30 32
SITHKOPO005 Coordinate cooking operations* 100 112
SITHCCCO001 Use food preparation equipment* 25 24
SITHCCCO005 Prepare dishes using basic methods of cookery* 45 44
SITHCCCO006 Prepareappetisers and salads* 25 24
SITHCCCO007 Prepare stocks, sauces and soups* 35 32
SITHCCCO008 Prepare vegetable, fruit, egg and farinaceous dishes* 45 48
SITHCCCO012 Prepare poultry dishes* 25 32
SITHCCCO013 Prepare seafood dishes* 30 32
SITHCCCO014 Preparemeat dishes* 50 48
SITHCCCO018 Prepare food to meet special dietary requirements* 75 72
SITHCCCO019 Produce cakes, pastries and breads* 40 40
SITHCCCO020 Work effectively as a cook* 80 160
SITHKOP002 Plan and cost basic menus 30 28
SITHPATO006 Producedesserts* 100 96
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SITXFSA001 Use hygienic practices for food safety 15 16
SITXFSA002 Participate in safe food handling practices 40 36
SITXHRMO001 Coach others in job skills 20 20
SITXINV002 Maintain the quality of perishable items* 10 16
Elective Units
SITXFSA004 Develop and implement a food safety program 50 48
SITXCCS007 Enhance the customer service experience 40 36
SITXHRMO002 Roster staff 30 28
SITXFINOO2 Interpret financial information 60 56
SITXINV001 Receive and store stock 30 28
SITXINV003 Purchase goods 30 28
SITHCCCO015 Produce and serve food for buffets 25 24
Total Student Contact Hours 1310 1380
Course Fees*

Enrolment Fee AUD $200(Non Refundable)

Textbooks/Materials Fee

Resources -$525.00

Knife Kit -$140.00

Uniform & Shoes- $160.00 AUD $825

Tuition Fee AUD $13,975

Total Course Fee AUD $15,000

*Please note that ACE may change these fees at any time throughout the year.
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SIT50416 Diploma of Hospitality Management CRICOS COURSE GD&6F

Course Description:

This qualification reflects the role of highly skilled senior operators who use a broad range of hospitality skills combinec
with managerial skills and sound knowledge of industry to coordinate hospitality operationsofi¢iage
independently, have responsibility for others and make a range of operational business decisions.

This qualification provides a pathway to work in any hospitality industry sector as a departmental or small business
manager. The diversity of emplageincludes restaurants, hotels, motels, catering operations, clubs, pubs, cafés, and
coffee shops. This qualification allows for multiskilling and for specialisation in accommodation services, cookery, food
and beverage and gaming.

Possible job titles inade: banquet or function manager ,bar manager ,café manager, chef de cuisine ,chef patissier ,clut
manager ,executive housekeeper ,front office manager ,gaming manager ,kitchen manager ,motel manager ,restauran
manager, sous chef ,unit manager caterimgp@tion

Course Duration & Location:

74 weeks Full time study (including 14 weeks break/public holidays)
Student contact hours = 20 hrs per week x 60 weeks

Delivery Location: Donald Street Campus

Work-Based Training Location: Aurora Receptions

CourseEntry & Visa Requirements:

There are no specific entry requirements for this qualification. However, students enrolling in this qualification with ACE
must have first completed the Certificate Il & IV in Commercial Cookery. This is to ensure thatiéimtssmeet the

volume of learning requirements. Other minimum entry requirements:

Minimum Age- Applicants must be 18 years of age at the commencement of their course (refer to the Student
Engagement Prior to Enrolment and Marketing policies and praesdvww.ace.vic.edu.au

English Proficiencylnternational students are required to possess an IELTS 5.5 (or equivalent test score

Academic RequirementsStudents must have satisfactorily completed a minimurgezr 12 or equivalent

StudentVis&{ G dzZRSy a Ydzad &l GAaFe 5L.tQa NBIAdZANBYSyGa F2NJ |

Mode of delivery:

This program is delivered in a classroom based environment with access to a kitchen for practical components of the
course. In additiostudents will also be required to undertake a practical placement in a workplace environment under
supervision to ensure the student can perform the work as expressed in each unit of competency. Each unit is delivere
and assessed as a standalone unit aoanbination of face to face theory and demonstration sessions in the classroom
and supported by practicals within the kitchen environment prior to undertaking the work placement component of the
course.

Work Based Training:

Work-Based Training (WBT) fibre Holistic unitSITHKOPO0O05 Coordinate cooking operatiomsst be undertaken in

order to achieve Diploma of Hospitality. ACE will organise WBT for students at no additional cost. ACE has an agreem
GAGK | GKANR LI NI &3z | dzN®RNIBT emplayér LAtotaPof 9 hodirs @aNIeriide £etiodk) avill I
completed in Work Based Training (WBT)
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Assessment Methods:

The following assessment methods but not limited will be used during this qualification: Formative Activities,
AssignmentsCase Studies, Project, Student Presentations, Practical Demonstrations, Written Assessments and Log B
Educational Pathways:

After achieving SIT50416 Diploma of Hospitality Management, individuals could progress to SIT60316 Advanced Diplo
of Hospitally Management or Advanced Diploma qualification in any other service fields.

Training Package Rules:
To attain SIT50416 Diploma of Hospitality Management, 28 units must be completed by the student: 13 core units and
15 elective units

The units offerecby ACE are listed in the section below.
Note: UnitSITXFSAOQdse hygienic practices for food safeiy a PreRequisite unit for the units marked in *
Students will need to be competent in this unit prior to commencing units marked with an

Units of Competency¢ SIT50416 Diploma of Hospitality Management

Unit Code Unit name Melilict DGR
Hours Hours
Core Units
BSBDIV501 Manage diversity in the workplace 60 48
BSBMGT517 Manage operational plan 60 64
SITXCCS007 Enhance the customer serviegperiences 40 36
SITXCCS008 Develop and manage quality customer service practices 30 40
SITXCOMO005 Manage conflict 20 20
SITXFINOO3 Manage finances within a budget 30 32
SITXFINOO4 Prepare and monitor budgets 30 40
SITXGLCO001 Research and comply witegulatory requirements 80 80
SITXHRMO002 Roster staff 30 28
SITXHRMO003 Lead and manage people 60 56
SITXMGT001 Monitor work operations 20 20
SITXMGTO002 Establish and conduct business relationships 60 64
SITXWHS003 Implement and monitor work healthnd safety practices 30 32
Elective Units
SITXFINOO2 Interpret financial information 60 56
SITXFSA004 Develop and implement a food safety program 50 48
SITHKOPO005 Coordinate cooking operations* 100 112
SITKOPO004 Develop menus for special dietaigquirements 15 16
SITXFSA001 Use hygienic practices for food safety 15 16
SITXFSA002 Participate in safe food handling practices 40 36
SITHCCCO001 Use food preparation equipment* 25 24
SITHCCCO005 Prepare dishes using basic methods of cookery* 45 44
SITHCCCO006 Prepare appetisers and salads* 25 24
SITHCCCO007 Prepare stocks, sauces and soups* 35 32
SITHCCCO012 Prepare poultry dishes* 25 32
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SITHCCCO013 Prepare seafood dishes* 30 32
SITHCCCO014 Prepare meat dishes * 50 48
SITHCCCO008 Prepare vegetable$uit, eggs and farinaceous dishes* 45 48
SITHCCCO018 Prepare food to meet special dietary requirements* 75 72
Total Student Contact Hours 1185 1200
Course Fees*

Enrolment Fee AUD $200(Non Refundable)

Textbooks/Materials Fee

Resources -$700.00

Knife Kit -$140.00

Uniform & Shoes- $160.00 AUD $1,000

Tuition Fee AUD $18,800

Total Course Fee AUD $20,000

*Please note that ACE may change these fees at any time throughout the year.
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BUSINESS COURSES

BSB40215 Certificate IV in Business CRICOS COURSHEBIDEK

Course Description:

This qualification is suited to those working as administrators and project officers. In this role, individuals use well
developed skills and a broad knowledge base towapplutions to a defined range of unpredictable problems and analyse
information from a variety of sources. They may provide leadership and guidance to others with some limited
responsibility for the output of others. Possible job titles may include: Atnator; Project Officer.

Course Duration & Location:

26 weeks Full time (including 4 weeks break/public holidays)
Student contact hours = 20 hrs per week x 22 weeks
ELearning = 110 hours

Delivery Location: Donald Street Campus

Course Entry & VisRequirements:

There are no specific entry requirements for this qualification. However, students must meet the following minimum
entry requirements:

Minimum Age- Applicants must be 18 years of age at the commencement of their course (refer to dhenStu

Engagement Prior to Enrolment and Marketing policies and procedwes.ace.vic.edu.au

English Proficiencylnternational students are required to possess an IELTS 5.5 (or equivalent test score

Academic Ragjrementsg Students must have satisfactorily completed a minimum of year 12 or equivalent
StudentVisg{ G dzZRSy (1a Ydzad &l GAaFeé& 5L.tQa NBIAdZANBYSydGa F2NJ |

Mode of delivery:

This program is delivered in a simulated classroom based environSetents will also have access to all the required
equipment and facilities that are appropriate to the contexts and conditions of assessment (which may include
considering whether the assessment reflects real wmsiked contexts and meets industry rearirents).

Each unit is delivered and assessed as a standalone unit in a combination of face to face theory,
demonstration/observation/role play sessions in the classroom and supported by practical group development and
individual activities within the classom and elearning support.

Assessments:
The following assessment methods but not limited will be used during this qualification: Formative Activities, Projects,
Observations / Role Plays and Written Assessments.

Educational Pathways:

After achieving3SB40215 Certificate 1V in Business, individuals after achieving this qualification candidates may
undertake: a range of Diploma level qualifications within the BSB Business Services Training Package, or other Trainin
Packages

Training Package Rules
Toattain BSB40215 Certificate IV in Business, 10 units must be completed by the student: 1 core unit and 9 elective u
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Note: There are no preequisite units for this qualification.

Units of Competencyg BSB4021% Certificate 1V in Business

Unit Code Unit name Nominal Delivery | e-Learning
Hours Hours hours
Core Unit
Implement and monitor WHS policies, 15
BSBWHS401 procedures and programs to meet legislative 50 48
requirements
Electives Units
BSBADMA405 Organise Meetings 20 32 10
BSBLED401 Developteams and individuals 40 40 10
BSBMKG401 Profile the market 50 48 10
BSBRES401 Analyse and present research information 40 40 10
BSBHRMA405 _Suppo_rt the recruitment, selection and 50 48 10
induction of staff
BSBWRT401 Write complex documents 50 48 10
BSBSMB404 Undertake small business planning 50 56 10
BSBSMB402 Plan small business finances 50 40 10
BSBCMMA401 Make a presentation 30 40 15
Total Student Contact Hour 430 440 110
Course Fees*
Enrolment Fee AUD $200 (Non Refundable)
Textbooks/Materials Fee AUD $200
Tuition Fee AUD $5,600
Total Course Fee AUD $6,000

*Please note that ACE may change these fees at any time throughout the year.
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BSB50215 Diploma of Business CRICOS COURSEDSTUBED

CourseDescription:

This qualification would apply to individuals with various job titles including executive officers, program consultants and
program coordinatorsindividuals in these roles may possess substantial experience in a range of settings, but seek to
further develop their skills across a wide range of business funct@msversely, it may also apply to those with little or

no vocational experience, but who possess sound theoretical business skills and knowledge that they would like to
develop in ordeto create further educational and employment opportunities. Possible job titles may include: Executive
Officer; Program Consultant; Program Coordinator.

Course Duration & Location:

26 weeks Full time (including 4 weeks break/public holidays)
Student cotact hours = 20 hrs per week x 22 weeks
ELearning = 110 hours

Delivery Location: Donald Street Campus

Course Entry & Visa Reguirements:

There are no specific entry requirements for this qualification. However, students must meet the following minimum
entry requirements:

Minimum Age- Applicants must be 18 years of age at the commencement of their course (refer to the Student
Engagement ior to Enrolment and Marketing policies and proceduwesw.ace.vic.edu.au

English Proficiencylnternational students are required to possess an IELTS 5.5 (or equivalent test score

Academic RequirementsStudents must have satisfactorily completed a minimum of year 12 or equivalent
StudentVisg{ G dzZRSy a Ydzad &l GAaFe 5L.tQa NBIAdZANBYSydGa F2NJ |

Mode of delivery:

This program is delivered in a simulated classroom based environment. Studemisailhve access to all the required
equipment and facilities that are appropriate to the contexts and conditions of assessment (which may include
considering whether the assessment reflects real wmaiked contexts and meets industry requirements).

Each it is delivered and assessed as a standalone unit in a combination of face to face theory,
demonstration/observation/role play sessions in the classroom and supported by practical group development and
individual activities within the classroom andeaming support.

Assessments:
The following assessment methods but not limited will be used during this qualification: Formative Activities, Projects,
Observations / Role Plays and Written Assessments.

Educational Pathways:
After achieving BSB50215 DiploofaBusiness qualification candidates may undertake Advanced Diploma of Business or
another Advanced Diploma qualification from any other Training Packages

Training Package Rules:
To attain BSB50215 Diploma of Business, 8 units must be completed bydkatst8 elective units
Note: There are no preequisite units for this qualification.
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Units of Competencyg BSB50215 Diploma of Business

Unit Code Unit name Nominal Delivery | e-Learning
Hours Hours hours
BSBWOR501 Manage personal work prioritiesnd 60 56 20
professional development
BSBRSK501 Manage risk 60 64 15
BSBHRM506 Manage recruitment selection and induction 60 56 20
processes
BSBADM506 Manage business document design and 80 72
development
BSBADM502 Manage meetings 30 40 15
BSBLED501 Develop a workplace learning environment 60 56
BSBADV507 Develop a media plan 60 56 20
BSBADV509 Create mass print media advertisements 30 40 20
Total Student Contact Hour 440 440 110
Course Fees*
Enrolment Fee AUD $200(Non Refundable)
Textbooks/Materials Fee AUD $200
Tuition Fee AUD $5,600
Total Course Fee AUD $6,000

*Please note that ACE may change these fees at any time throughout the year.
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BSB60215 Advanced Diploma of Business CRICOS COURSHER5DEB

Course Description:

This qualification reflects the role of individuals with significant experience in a senior administrative role who arg seeki
to develop expertise across a wider range of business functions. The qualification is suited to indishdyadssess
significant theoretical business skills and knowledge and wish to consolidate and build pathways to further educational
employment opportunities.

Course Duration & Location:

52 weeks Full time study (including 12 weeks break/public haiday
Student contact hours = 20 hrs per week x 40 weeks

Delivery Location: Victoria Street Campus

Course Entry & Visa Reguirements:

There are no specific entry requirements for this qualification. However, students must meet the following minimum
entry requirements:

Minimum Age- Applicants must be 18 years of age at the commencement of their course (refer to the Student
Engagement Prior to Enrolment and Marketing policies and proceduwes.ace.vic.edu.au

English Proficiencylnternational students are required to possess an IELTS 5.5 (or equivalent test score

Academic RequirementsStudents must have satisfactorily completed a minimum of year 12 or equivalent

Student Visz { U dzZRSy (i & Y dzaréquigereints farh 8tudéntvisa. Q &

Mode of delivery:

This program is delivered in a simulated classroom based environment. Students will also have access to all the requir
equipment and facilities that are appropriate to the contexts and conditiorasséssment (which may include

considering whether the assessment reflects real wmaiked contexts and meets industry requirements).

Each unit is delivered and assessed as a standalone unit in a combination of face to face theory,
demonstration/observatiofrole play sessions in the classroom and supported by practical group development and
individual activities within the classroom andearning support.

Assessments:
The following assessment methods but not limited will be used during this qualificktiomative Activities, Projects,
Observations / Role Plays and Written Assessments.

Educational Pathways:
After achieving BSB60215 Advanced Diploma of Business candidates may undertake Bachelor of Business or Bachelc
any Business stream

Training Pac&ge Rules:
To attain BSB60215 Advanced Diploma of Business, 8 units must be completed by the student: 8 elective units

Note: There are no presquisite units for this qualification.
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Units of Competency, BSB0215AdvancedDiploma of Business

Unit Code Unit name Ml eI
Hours Hours

BSBMKG609 Develop a marketing plan 50 100
BSBINM601 Manage knowledge and information 80 100
BSBINNG601 Lead and manage organisational change 60 100
BSBSUS501 Develop workplace policy and procedures for

U 50 100

sustainability
BSBMGT615 Contribute to organisation development 60 100
BSBMGT605 Provide leadership across the organisation 60 100
BSBMGT608 Manage innovation and continuous improvemer| 70 100
BSBHRM602 Manage human resources strategic planning 60 100
Total Student Contact Hours 490 800
Course Fees*

Enrolment Fee AUD $200(Non Refundable)

Textbooks/Materials Fee AUD $200

Tuition Fee AUD 8,600

Total Course Fee AUD $9000

*Please note that ACE may change these fees at anyttimmaghout the year.
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AUTOMOTIVE COURSES

AUR30616 Certificate 11l in Light Vehicle Mechanical Technology CRICOS COURSE9TGIBA

Course Description:
This qualification reflects the role of individuals who perform a broad range of taskvariety of light vehicles in the
automotive retail, service and repair industry.

Course Duration & Location:

52 weeks Full time (including 6 weeks break/public holidays)
Student contact hours = 966(21 hrs per week x 46 weeks)
ELearning = 252 hours

Delivery Location: Victoria Street Campus

Course Entry & Visa Requirements:

There are no specific entry requirements for this qualification. However, students must meet the following minimum
entry requirements:

Minimum Age- Applicants must be 18 yearsafe at the commencement of their course (refer to the Student
Engagement Prior to Enrolment and Marketing policies and proceduwes.ace.vic.edu.au

English Proficiencylnternational students are required taogsess an IELTS 5.5 (or equivalent test score

Academic RequirementsStudents must have satisfactorily completed a minimum of year 12 or equivalent
StudentVisz{ 1 dzZRSy (a Ydzald aldAa¥Fe 5L.tQa NBIddZANBYSyda F2NJ I

Mode of delivery:

This progam is delivered in a classroom based environment with access to an automotive workshop for practical
components of the course. As a requirement of this course students will also have access to all the required equipmen
and facilities of the automotive wkshop. Each unit is delivered in a combination of face to face theory and
demonstration sessions in the classroom and supported by practical group development and individual activities within
the automotive workshop environment. Each unit is delivered asgkssed as a standalone unit. This program also
contains an dearning component to be completed by the student (as supported by the trainer / assessor) to consolidate
their learning. Hearning hours for each unit are indicated below.

Assessments:
Thefollowing assessment methods but not limited will be used during this qualification: Practical Demonstrations, Ca
Study, Written Assessments

Educational Pathways:
After achieving this qualification individuals could progress to AUR40216 Certificate AMtamotive Mechanical
Diagnosis, or other relevant qualifications.

Training Package Rules
To attain AUR30616 Certificate Il in Light Vehicle Mechanical Technology, 36 units must be completed by the student
20 core units and 16 elective units

Note: There are no presquisite units for this qualification.
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Units of Competency AUR3061&ertificate IIl in Light Vehicle Mechanical Technology

Core Units
Unit Code Unit Name Nominal Student e-Learning
Hours Contact Hours
Hours
AURASA002 Followsafe working practices in an automotive 20 21 7
workplace
AURAEA002 Follow environmental and sustainability best practi o5 21 77
in the automotive workplace
AURTTKO002 Use and maintain tools and equipment in an 20 21 77
automotive workplace
AURETRO025 Test, charge and replace batteries and jump start 15 14 77
vehicles
AURETRO012 Test and repair basic electrical circuits 40 42 77
AURETR029 Diagnose and Repair charging systems 30 38 77
AURETRO030 Diagnose and Repair starting systems 30 28 77
AURTTAO004 Carry out servicing operations 20 21 77
AURTTEOO4 Inspect and service engines 20 21 77
AURTTFO001 Inspect and Service petrol fuel systems 25 28 77
AURLTDO004 Diagnose and repair light vehicle steering systems| 30 28 77
AURLTDOO05 Diagnose and repair lighthicle suspension system| 30 28 77
AURTTBO001 Inspect and Service braking systems 20 21 77
AURLTBO003 Diagnose and Repair light vehicle hydraulic braking 40 42 77
systems
AURLTEO002 Diagnose and repair light vehicle engines 60 56 77
AURTTCO003 Diagnoseand repair cooling systems 20 21 77
AURETRO031 Diagnose and Repair ignition systems 30 28 77
AURETRO023 Diagnose and repair spark ignition engine 60 56 77
management systems
AURLTZ001 Diagnose and repair light vehicle emission control 20 21 77
systems
AURTTAO18 Carry out diagnostic procedures 20 21 77
Elective Units
AURTTKO001 Use and maintain measuring equipment in an
. 15 14 7
automotive workplace
AURETRO028 Diagnose and repair instruments and warning 40 42 7
systems
AURTTZ002 Diagnose and Repaixhaust systems 10 14 7
AURETRO11 Install basic ancillary electrical systems and 40 42 7
components
AURTTJO01 Balance wheels and tyres 10 14 7
AURLTJO03 Remove ,Inspect and refit light vehicle wheel and t| 20 21 7
assemblies
AURLTEO0O01 Remove ananstall light vehicle engine assemblies | 30 28 7
AURTTF005 Diagnose and repair engine forcedduction systems 15 14 7
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AURLTFOO01 _Di_agryose and repair light vehicle mechanical fuel 50 49 7
Injection systems
AURLTQO001 Diagnose and repair light vehidiaal drive
. 20 21 7
assemblies
AURTTQO002 Remove and refit driveline components 5 7 7
AURLTQO002 Diagnose and repair light vehicle drive shafts 20 21 7
AURLTX002 Diagno_se_and repair light vehicle automatic 50 49 7
transmissions
AURLTX003 Diagnose andepair light vehicle clutch systems 30 28 7
AURTTAO17 Carry out vehicle safety inspections 10 14 7
AURAFA003 Communicate effectively in an automotive workpla( 20 21 7
Total Hours 960 966 252
Course Fees*
Enrolment Fee (oneff fee) AUD $200.0@Non Refundable)
Non-Tuition Fees
Textbooks $250.00
Steel Cap Boots $160.00
Uniform $85.00
PPE Safety Glasses $5.00 | AUD $500.00
Tuition Fee AUD $9,800.00
Total Course Fee AUD$10,500.00
*Please note that ACE may change these fees at any time throughout the year.
NB: Australian Careers Education is not associated with the Automotive Centre of Excellence
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