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WELCOME TO HOSTEC INTERNATIONAL!

Australia, a world-class tourism destination with an abundance of luxury hotels, restaurants, and
entertainment venues, with a community recognising the significance of a professional career in hospitality.
Our educations systems, both university and vocational are recognised as achieving the highest world
standards and Hostec is recognised by the industry as a leader in hospitality training and education.

It is for this reason that the quality of our graduates and the high esteem with which the industry holds them
makes me particularly proud of our Academic Program. It provides the building blocks to a career in
Hospitality and many valuable life skills. Our syllabi are balanced with theory and practical components and
through our vast network of international contacts; we ensure that it is relevant to the current needs of the
industry. Our facilities are modern and expansive with practical, purpose made environments integrated with
live hotels making the experience unique and engaging.

As an educational institution, we have the responsibility to educate, train, mentor, and guide our students
through their studies. We take this responsibility very seriously and do everything possible to help reach your
goals. We invite students to study hard, attend all classes, and participate in all activities on offer in an
enthusiastic and professional manner.

To succeed in this industry requires a positive and naturally hospitable personality, when combined with
technical training and re-enforcement from our highly qualified and professional staff you secure the power of
a first class education and an entry into an exciting and fulfilling career.

We encourage all to take advantage of our open communication policy, and ongoing consultation. This
Handbook provides you with important information that will help you maximise your time at Hostec. | hope
your experience with us at Hostec is motivational, fulfilling, and deeply rewarding.

Welcome to your new career.

Yours sincerely

e

Raman Nambiar

Managing Director
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GENERAL INFORMATION

‘ PUBLIC HOLIDAYS

NSW PUBLIC HOLIDAYS

Public Holiday

2010

2011

New Year's Day

Friday, 1 January

Saturday, 1 January

Australia Day

Tuesday, 26 January

Wednesday, 26 January

Good Friday

Friday, 2 April

Friday, 22 April

Easter Saturday

Saturday, 3 April

Saturday, 23 April

Easter Monday

Monday, 5 April

Monday, 25 April

ANZAC Day

Monday, 26 April

#Monday, 25 April

Queen's Birthday

Monday, 14 June

*Monday, 13 June

Labour Day

Monday, 4 October

*Monday, 3 October

Christmas Day

Saturday, 25 December

Monday, 26 December

Boxing Day

Monday, 27 December

Tuesday, 27 December

* To be proclaimed.

VICTORIA PUBLIC HOLIDAYS

# Possible substitute holiday to be considered by Government.

Public Holiday 2010 2011
Saturday 1 January
New Year's Day Friday 1 January
Monday 3 January
Australia Day Tuesday 26 January Wednesday 26 January

Labour Day Monday 8 March Monday 14 March
Good Friday Friday 2 April Friday 22 April
Easter Saturday Saturday 3 April Saturday 23 April
Easter Monday Monday 5 April Monday 25 April

ANZAC Day Monday 26 April Tuesday 26 April
Queen's Birthday Monday 14 June Monday 13 June

Melbourne Cup

Tuesday 2 November

Tuesday 1 November

Christmas Day

Monday 27 December

Tuesday 27 December

Boxing Day

Sunday 26 December

Tuesday 28 December

Monday 26 December
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QUEENSLAND PUBLIC HOLIDAYS

Public Holiday

2010

2011 Proposed

New Year's Day

Friday, 1 January

Monday, 3 January

Australia Day

Tuesday, 26 January

Wednesday, 26 January

Good Friday

Friday, 2 April

Friday, 22 April

Easter Saturday

Saturday, 3 April

Saturday, 23 April

Easter Monday

Monday, 5 April

Monday, 25 April

ANZAC Day

Monday, 26 April

Monday, 25 April

Labour Day

Monday, 3 May

Monday, 2 May

Queen's Birthday

Monday, 14 June

Monday, 13 June

Royal Show (Brisbane Only)

Wednesday, 11 August

Wednesday, 17 August

Christmas Day

Tuesday, 28 December

Monday, 26 December

Boxing Day

Monday, 27 December

Tuesday, 27 December

INTERPRETATIONS AND DEFINITIONS USED IN THIS DOCUMENT
Act refers to the Higher Education Support Act 2003 (HESA).

Academic matters include those matters that relate to student progress, assessment, curriculum, and
awards in a course of study.

AQF refers to the Australian Quality Framework.
An Australian applicant means persons who have studied Year 12 in the Australian High School system.
Course of study means a single course leading to a higher education award
Academy, Hostec refers to Hostec
DEEWR: Department of Education, Employment and Workplace Relations
DIAC: Department of Immigration and Citizenship
Domestic student means a person who:
a) is not an overseas student; and
b) Is enrolled, or proposes to become enrolled in a course of study with Hostec.

(That is, a person who is either an Australian citizen, Permanent Resident of Australia or New Zealand
citizen)

ELICOS refers to English Language Intensive Courses for Overseas Students.
International student means a person who:

a) is not an Australian citizen; and

b) is enrolled, or proposes to become enrolled in a course of study with Hostec

(That is, a person who is not an Australian citizen and may or may not need a visa to remain in Australia)
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Non-academic matters includes those matters which do not relate to student progress, assessment,
curriculum and awards in a course of study and includes complaints in relation to personal information that
the provider holds in relation to the student.

Overseas student means a person who:
a) is not an Australian citizen; and
b) is enrolled, or proposes to become enrolled in a course of study with Hostec;
But does not include:

c) a person entitled to stay in Australia, or to enter and stay in Australia, without any limitation as to
time; or

c) a New Zealand citizen; or

d) a diplomatic or consular representative of New Zealand, a member of the staff of such a
representative or the spouse, de facto partner (within the meaning of the Acts Interpretation Act
1901) or dependent relative of such a representative.

(That is a person who requires a visa to remain in Australia but is not a Permanent Resident of Australia
or (d) or (e) above.)

Prospective student means a person seeking to enrol in a course of study at Hostec.
RTO: Registered Training Organisation.
Student means a person who is enrolled or seeking to enrol in a course of study at Hostec.

Unit of Competency (UoC): A specification of industry knowledge and skill and the application of that
knowledge and skill to the standard of performance expected in the workplace.

Unit of Study (or Subject): A unit of study refers to the smallest component of study a student will
undertake as part of a course leading to a qualification. It is likely that several units of competency are
contained in a unit of study.

Victimise means to act or omit to act towards a person in a way that is intended to cause disadvantage to
that person because they have made a complaint, or may make a complaint, or may be or are the subject of
a complaint.
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‘ STUDENT INDUCTION AND ORIENTATION
As part of each studentés first day at Hostec, we cond
confirmed students willrec ei ve a fiWhat happens now?0 |l etter that wil

information required for the Orientation day.

The remainder of the first week will be devoted to a range of courses and skills that will help students to
study and enhance their capacity for employment.

Hostec Information

¢ About Hostec

¢ About the hospitality industry

¢ Explanation of the students rights and responsibilities
¢ Cultural awareness

¢ Paying your fees, Refund Policy

¢ The RPL process

¢ Information that you must give to Hostec to maintain your student visa
c Contact details for absenteeism

¢ Notification requirements when changing address

¢ Dress code for classroom and practical sessions

c Support provided by Hostec to assist our students

¢ Student services and facilities

¢ Grievance Procedure & Appeals Procedure

Course Information

¢ Information about the course content and vocational outcomes
¢ Text books and equipment required

¢ Course timetable

¢ Training and Assessment Procedures

¢ Attendance requirements

¢ Course withdrawal and refund policy

¢ Meet the Hostec training staff

c Site tour: Students will be taken on a tour of the campus and familiarised with its resources, equipment,
and physical facilities. This will include evacuation procedures.

Class Information
¢ Term times and class times
¢ Question time for any additional questions students may have.

At the end of the Orientation Day, students will be required to sign a Student Declaration at the back of the
Student Handbook acknowledging that they understand and agree to comply with student visa conditions
and are aware of their rights and obligations as a student at Hostec.
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‘ LIVING IN AUSTRALIA

Arriving in a new country and trying to settle into a
Government provides guidance through several immigration related websites and publications to help new

arrivals to Australia settle into their new life a quickly and easily as possible. The Living in Australia web

pages (http://www.immi.gov.au/living-in-australia/ ) contains information and publications about life in

Australia, and links to government settlement services including help learning English. These web pages

also provide information about Australian values and the cultural diversityo f Austr al i aés peopl e.
Beginning a Life in Australia booklets welcome newly arrived migrants to Australia. This information is
available to download in English and 37 community languages for each state and territory.

Here is a brief summary of information from the website on everyday life in Australia to get you started.

EDUCATION

The education system in Australia is open to all people. It offers an opportunity for all age groups and levels
of ability. You can get into any level of education if you have the entry requirements. If at first you do not
reach the entry standard, then you can do other study to get to the standard. School is compulsory for all
children aged between five and fifteen years. The government provides public schools. Churches and other
groups provide private schooling. Public schooling is free to Australia residents and users pay fees for
private schooling. Note: Students holding temporary visas may be required to pay full school fees. Check
with individual schools for details.

FAMILY LIFE

In all parts of Australia, people place a lot of importance on family life. Like other countries, the family
regulates much of the way we live our day-to-day life. There are many groups, government, church, and
community based. The support services that are on offer relate to all aspects of life and are too many to list
here. The Website gives some useful links to web pages where you will find more links to further sources of
help.

HEALTH

Australian people enjoy a high level of good health. The nation has quality housing, water and sanitation,
and an adequate supply of food and medicines. Health care in Australia follows western traditions with
technical and scientific skills used to prevent, examine, and treat ill health. People coming to Australia have
heath checks before entering the country as another way to keep us as a healthy nation. You can find details
of medical services listed in the Yellow Pages and in the contact numbers at the end of this handbook. You
can use interpreter support when you deal with health services. The health service will arrange the
interpreter for you if you ask for such help. You can access emergency ambulance help by ringing 000.

HOUSING

Australian cities offer a wide range of housing options. The range is from a single house on a block of land in
the suburb of a big city or a flat in a high-rise block in an inner city area to a house on a large block of land in
a rural area. Typically, Australians want to have their own house and land. They will often rent before they
choose to buy a home or decide where to live. The price of housing will vary a lot between cities and within
each city. Most people live in the suburbs of the state capital cities. They like to live close to where they
work, go to schools, access community facilities, and use leisure areas.
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LIVING EXPENSES AND SCHOOL- AGED DEPENDENTS

From 1 January 2010, the living costs component of the financial requirements for a Student visa will
change. The Department of Immigration and Citizenship calculate this living cost component as being
$18,000 per year.

Intending students should also be aware that any school-aged dependents in Australia will be obliged to
attend school whilst in Australia, and that school fees may be incurred.

RECREATION

Australia is a country of wide-open spaces with a good climate that makes outdoor pastimes easy to enjoy.
Sport and outdoor recreation are a way of life to share with family and friends; a way of life that is a healthy
balance between work and play. Every city and major town offers theatres, museums, sports fields and
galleries; where people can meet to enjoy sports events and artistic shows. As a country built on
immigration, people who have come from other countries have brought their music, dance, art and other fun
parts of their culture with them. The recreation and cultural pastimes on offer to us are many, diverse and are
too many to list here. You can search for 'Recreation' or 'Tourism' in the yellow pages to find details of
services in your part of Australia. Local media will advertise current events held where you live.

TRANSPORT

Australia is a vast nation with many of its cities and towns separated by large distance. Even within cities and
towns, there is a need for transport to get from place to place. Public transport is transport that someone else
owns and you pay to use it for a set journey. Many forms of public transport exist. They are easy to find, to
access and at a good price. Private transport is transport that you own and use as you wish. Most
Australians have cars and motor bikes that they use with our road system, for private transport. Walking and
cycling are other options that you have. Most people regard hitchhiking, that is getting a free ride with a
stranger in their car, as an unsafe form of transport.

WORK

The Australian labour market can be very competitive. How quickly you can find a job in Australia depends
on economic factors, qualifications and skills, the type of work you are seeking, and particular circumstances
that may affect the availability of certain types of work in different parts of the country.

The government sets laws on wages and work conditions. The laws ensure a fair and just work life. The laws
are about the types of legal agreements that define the work relationship between employers and
employees. They vary between collective bargaining of unions to individual common law contracts. The
agreements determine the amount paid to an employee, the hours worked and conditions such as safety,
leave, allowances, training, anti discrimination and more. Australia has a long tradition of strong support for
work laws. This makes the work place fair, safe, and productive so that both employers and employees earn
rewards for their effort.

If you do not already have a source of income or a job available, and provided your visa allow it, you will
need to look for work. Approval to migrate does not guarantee a job. NOTE: Overseas students are normally
allowed to work 20 hours a week once they commence their course. Hostec courses also have a built in work
requirement that removes the 20 hour limitation during certain periods of your study.
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HOSTEC CAMPUS AND LOCATIONS

‘ SYDNEY CAMPUS

LOCATION AND ADDRESS
Hostec Campus and Head Office
CRICOS Provider Code: 02831M

Level 6, 11 York Street
Sydney, NSW 2000
Ph: +61 2 8002 0253
www.hostec.com

SYDNEY TRAINING LOCATIONS

Sydney Marriott Hotel Crowne Plaza Coogee Beach
36 College Street 242 Arden Street
Sydney, NSW 2010 Coogee, NSW 2034

Menzies Hotel Sydney
14 Carrington St
Sydney, NSW 2000

COURSES AVAILABLE IN SYDNEY

SIT 30807 Certificate Il in Hospitality SIT50307 Diploma of Hospitality (Management)
(Commercial Cookery) CRICOS Course Code: 063739B
CRICOS Course Code: 063740J
SIT60307 Advanced Diploma of Hospitality

SIT 31107 Certificate Il in Hospitality (Patisserie) (Management)
CRICOS Course Code: 067515G CRICOS Course Code: 063738C
FACILITIES

Theory classes are held in our modern air-conditioned classrooms located on Level 6, 11 York St. Sydney.
Located just above Wynyard Train Station in the CBD, there is a range of convenient transport options
available.

Kitchen practical and some theory classes are held in modern, fully equipped working kitchens located within
some of Australiads | eweduesppvidng reatlifedhospitality expesiengei t al i t y
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‘ MELBOURNE CAMPUS

CRICOS Provider Code: 03130K
www.hostec.com
Ph: +61 2 8002 0283

LOCATION AND ADDRESS

Intercontinental Hotel - Melbourne the Rialto
495 Collins Street

Melbourne, VIC 3000

Ph: +61 2 8002 0283

BRISBANE CAMPUS

CRICOS Provider Code: 03144D
www.hostec.com
Ph: +61 2 8002 0282

LOCATION AND ADDRESS

Sebel & Citigate King George Square
10 Roma Street

Brisbane, QLD 4000

Ph: +61 2 8002 0282

COURSES AVAILABLE IN BRISBANE

SIT 30807 Certificate Il in Hospitality (Commercial Cookery)

CRICOS Course Code: 069493D

SIT 50307 Diploma of Hospitality
CRICOS Course Code: 071318A

FACILITIES

Facilities for course delivery are located within the Sebel Citigate Hotel and include, training rooms,
restaurant, bars, function rooms, kitchen, housekeeping, maintenance, concierge and hotel rooms.

www.hostec.com
Hostec International Pty. Ltd.
ABN 28 082 814 739

CRICOS Provider Numbers: NSW 02831M, VIC. 03130K, QLD 03144D.
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27 July 2007
June 2010

1 October 2011
Version 15


http://www.hostec.com/
http://www.hostec.com/

Hostec

Student Handbook
Page 13 of 61

HOSTEC GOVERNANCE AND OWNERSHIP

GOVERNANCE - BOARD OF DIRECTORS
Hostec International Pty. Ltd. Board of Directors is made up of the following members:

Chief Executive Officer lan Wilson
Director

Managing Director Raman Nambiar
Director / Company Secretary

ADVISORY BOARD

The Hostec Board is advised by an independent Advisory Board made up of the following members:
Mr. Rod Jones
BComm, DEd (Hon) (Edith Cowan)
Chief Executive Officer Navitas Limited

Mr. Simon Barlow
HCIMA (A), Hospitality & Tourism (Birmingham)
Hotel Consultant

Ms. Rosie Hollis
Human Resources Consultant

STRUCTURE OF HOSTEC INTERNATIONAL PTY LTD

Board of
Directors

Advisory
Board

Officer Director
A 4 A 4 A 4 Y \ 4
Talent Solutions Support Services Traineeships Academy Retail

(Finance, IT, HR)
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‘MISSION

Hostec is committed to providing quality post secondary education and training resulting in highly desirable
graduates whose knowledge, integrity, drive, connectivity, and hospitality skills ensure they are successful
and the future leaders of the industry. Our people, beliefs, resources, support services, and our close

industry partners ensure Hostecds academic excellence,
and services.

GOALS

We provide a safe, equitable, and supportive environment for our staff, students, and stakeholders.

To be the global innovator in hospitality education and human resource services.

Produce quality education and training to meet the demands of the local and international hospitality
industry.

Our culture instils life-long learning practices, enabling constructive personal growth and satisfaction that
contributes to the community and workplace in a positive way.

OUR BELIEFS

Our beliefs are the guiding values that provide the formula to achieve our goals.

Drive: Passion is the driving force of success.

Hospitality: We value our relationships and understand the importance of possessing an innate ability to
provide a gracious and proactive approach to service on all occasions.

Connected: We recognise the importance of staying connected with our clients, candidates, and alumni and
we leverage the collective network of our people.

Knowledge: Knowledge is power. Knowledge stems from a thorough understanding of the global industry in
which we operate. We encourage innovation and value experience.

Integrity: We build long-term relationships with our clients, candidates, students, and industry partners.
These relationships are built on a firm foundation of trust and integrity in everything we do.
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ADMISSIONS AND ENROLMENT

‘ FAIR TREATMENT AND EQUAL OPPORTUNITY POLICY

Hostec is committed to equal opportunity in employment and education. Hostec supports and complies with
the Anti-Discrimination Act 1977, Affirmative Action (Equal Employment Opportunities for Women) Act 1986,
and NSW Charter for Equity in Education and Training, NSW Charter for the Cultural Diverse Society and the
National Privacy Principles. Hostec will:

Ensure fair treatment of all students;
1 Ensure equal benefits and opportunities for all students;

1 Ensure open, fair and transparent procedures that are based on the application of merit for decisions
relating to the selection of prospective students and the treatment of all students;

1 Ensure access to a high level of education and training for all students;

1 Recognise the cultural diversity of its student population and value this diversity in our learning
programs;

1 Monitor activities and consistently review our policies and developments to ensure full and timely
compliance in the above.

Hostec pro-actively encourages access and ensures equity through:
9 Encouraging applications from a diverse range of potential students;

T Early identification of student 6s l earning needs
successful progression;

1 Ensuring access to all facilities;
1 Promoting cultural awareness.

Hostec takes an integrated and holistic approach to access and equity implementation. This is reflected in all
of our policies, including:

1 Application and enrolment processes;
1 Recognition of prior learning;

1 Refunds and withdrawals processes;
)l

Appeals, reviews, and grievances resolution processes.
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‘ STUDENT SELECTION POLICY

This policy applies to all prospective students seeking to enrol with Hostec. Decisions relating to the
selection of all prospective students will use the following criteria. All prospective students will be treated
fairly, have equal opportunity and their application will be evaluated in an open and transparent manner in
accordance with Host ec6s Fraunity Policy ancéthersaection caterid theak fglloves | Oppo

Prospective students are invited to discuss the requirements and evidence required with the Hostec
Admissions staff prior to applying. Evidence supplied by prospective students will be used by Hostec to
determine which applicants satisfy the requirements in

AGE REQUIREMENTS

All students must be 18 years of age on the commencement date of their course.

ACADEMIC REQUIREMENTS

Applicants are required to have completed Year 12 of the Australian high school system or equivalent. The
National Office of Overseas Skills Recognition (NOOSR) Guides are used to determine educational and
skills equivalencies for applicants with overseas schooling. Where the instruction of the schooling was in a
language other than English, International Students will need to need to meet the English Language
Proficiency requirements as follows.

ALTERNATIVE ADMISSION T MATURE AGE ENTRY

Applicants that have not completed twelve years of educat i on may apply for entry in
Advanced Diplomabds programs as a mature age student if
to provide evidence of at least two years of adequate work experience relating to their intended area of

study, and hold at least a Certificate Il level qualification or equivalent. If the Certificate Il level qualification

was not studied in the English language, then applicants will also need to meet the English Language

Proficiency requirements as follows.

Applicants that have not completed twelve years of edu
programs as a mature age student if they are 20 years of age or older. They will need to provide evidence of

at least two years of adequate work experience relating to their intended area of study, and hold at least a

Certificate Il level qualification or equivalent. If the Certificate Il level qualification was not studied in the

English language, then applicants will also need to meet the English Language Proficiency requirements as

follows.

ENGLISH REQUIREMENT

Hostec requires proficiency in the English language before beginning formal studies. International students,
who have completed the equivalent of the Australian Year 12 high school system where the language of
instruction was other than English, are required to meet the English Language Proficiency requirement. This
requirement is determined by the International English Language Testing System (IELTS) and requires a
minimum score of 5.5 (Academic) with no individual band score less than 5.0 and must have been completed
within 2 years of the applicants proposed commencement date. Following are other forms of testing that are
accepted by Hostec and state the minimum scores required.

TOEFL iBT (Internet) 65

TOEFL (Computer) 183

TOEFL (Paper) 530

TOEIC 605
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All the above forms must have been completed within 2 years of the applicants proposed commencement
date.

Hostec also accepts the following as meeting the English Proficiency requirements:

Tertiary qualification from an approved institution where the language of instruction is English, obtained
within two years prior to commencement of course;

Tertiary studies in a country in which English is the official language, for a minimum duration of two years,
within two years prior to commencement of course;

Hong Kong, I ndi an, Sri Lankan, Singapore GCE @fAAO0 Lev
completed within two years prior to commencement of course.

English language assessment scores are also accepted from a number of Australian ELICOS providers that
are accredited by the National English Language Teaching Accreditation Scheme (NEAS). Please contact
the admissions department for details of approved ELICOS providers or visit the NEAS website at
www.neas.org.au.. To ensure consistency of outcomes, Hostec will accept upper intermediate level (or
equivalent) as a minimal achievement from these schools.

Please note that whilst Hostec accepts other forms of evidence for proficiency in the English Language,
IELTS is the only test accepted by the Australian Department of Immigration and Citizenship (DIAC) for visa
purposes. Please refer to www.studyinaustralia.gov.au/Sia/en/WhatToStudy/EntryRequirements.htm

ENROLMENT

All prospective students are required to complete and submit to Hostec an enrolment application form. This
form is avail able fwoamheélsseecdboeomwebHestecdsww prospectus
directly. Documentation to accompany the enrolment application should include:

1 Original application form, fully and legibly completed (except where section is not applicable) and
signed, in ink.

Certified copies of final High School transcripts.
Proof of Age (e.g. Birth certificate or Passport).
Proof of Citizenship (e.g. Birth certificate or Passport).

Certified Statement of Attainments or Academic Transcripts if applicable.

=A =4 =42 =4 =4

International Students only:
o Copy of passport.

o Certified evidence of English language proficiency i (refer to English language proficiency
requirements and testing procedures for clarification as to the type of proficiency required).

0 Letter of Release (if applicable).
Please note:

1. All official documents in any language other than English must also be accompanied by an official
translation into English bearing the stamp and signature of a certified translator;

2. A certified copy is a document that has been signed by a staff member from the Office of the Registrar,
Justice of the Peace, government official, or other person approved by Hostec: to attest that they have
sighted the original document, the original has not been altered in any way, and the copy is a true and
accurate one.

www.hostec.com Creation Date 27 July 2007
Hostec International Pty. Ltd. Version Date June 2010
ABN 28 082 814 739 Review Date 1 October 2011

CRICOS Provider Numbers: NSW 02831M, VIC. 03130K, QLD 03144D. NTIS 90034 Version 15


http://www.neas.org.au/
http://www.studyinaustralia.gov.au/Sia/en/WhatToStudy/EntryRequirements.htm

Hostec

Student Handbook
Page 18 of 61

3. Applicants must reach the age of 18 by the commencement of the course. If a prospective student is
under 18 years at the time of application, a parent or legal guardian will be required to sign on behalf of the
student.

4. Upon assessment of an application, the Admissions Office will issue a Letter of Offer, outlining:
1 Any outstanding conditions to be met.
1 The proposed date of commencement of the course and its duration.
1 The name of the course.

1 Details of fees due and payment information.

Alternativ el vy, the applicant wil/l receive a Letter of Decl

successful.

5. If a student has applied for Recognition of Prior Learning, the Letter of Offer will include all units that have
been exempted and advice as to the reduction in fees if applicable.

6. After all conditions have been met and received by the Admission Office as stated on the Letter of Offer
the Admissions Office will issue a Letter of Acceptance. At this time, International Students will also receive a
Confirmation of Enrolment form for their visa application. The Letter of Acceptance confirms the course,
commencement date, course length, details for the payment of tuition fees and information including
Orientation Day.

Students should note that information provided may be made available to Commonwealth and State

agencies and the Fund Manager of the Tuition Assurance

All documents submitted are securely kept in the individual student files,locat ed at Host ecds
Sydney.

Prospective students are invited to contact the Admissions Office (ph: +61 2 8002 0253 or email
admissions@hostec.com) to discuss the application process or for further information.

OVERSEAS STUDENT HEALTH COVER (OSHC)

Hostec can organise health cover for overseas students (OSHC) from an external provider. This service is
available free of charge and should be requested in your application. Details of the cost of the OSHC will
advised in your Letter of Offer.

RECOGNITION OF PRIOR LEARNING (RPL)

Hostec recognises other Australian Quality Training Framework (AQTF) qualifications and Statement of
Attai nment awarded by other RTOO6s. Credit wildl be
modules

Recognition of Prior Learning is credit given towards a course of study where applicants can demonstrate
they have successfully completed equivalent courses or subject/s of study through previous study with a
recognised University, College, and/or other recognised education providers. Where RPL is granted, the
applicant will receive an exemption from the subject/s of study.

To access this policy the following procedure should be followed:

1 Apply in writing to the Registrar and for prospective students, submit it as part of their application for
admission.

1 Where the applicant is currently enrolled student, applications for RPL will only be accepted if the
student was previously unaware that a subject/s of study to be completed is comparable to ones
they have previously successfully completed. Applications from currently enrolled students must be
submitted at least twenty working days prior to the commencement date for the subject/s of study
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applied for. Applications received after this period will not be duly assessed in time and therefore
cannot be accepted.

1 Submit all the relevant documentation to the Admissions Officer, such as:
o Original or certified academic records;
o Original or certified academic transcripts;

o Official copies of the program curriculum for the course of study completed by the applicant.
For each subject of study, official copies of the description, duration in hours of the tuition
undertaken, the type of tuition delivered (face-to-face, distance, practical, other), and credit
weighting of the subject/s of study are required. All documents submitted needs to be
original or certified official documents.

Applications will be assessed within fifteen working days.

Results of the assessment will be notified in writing and in the Letter of Offer when submitted with the initial
admission application form.

If the application for RPL is denied, the student will be required to undertake the subject/s.

If the applicant is not satisfied with the outcome of their application, they should follow the Grievance
Procedure within 5 working days of receipt of the result.

Students who are awarded RPL are not required undertake the subject/s of study.

Note, overseas students must also comply, regardless of credit given, with relevant conditions attached to
their student visa such as being enrolled in full-time study. This policy does not negate the relevant
legislation applicable to overseas students.

INFORMAL RECOGNITION OF PRIOR LEARNING

The granting of an exemption from a subject of study due to evidence provided by a student that
demonstrates their competence through formal training, work experiences, and or life experiences is referred
to as Informal Recognition of Prior Learning. It is a form of Recognition of Prior Learning but differs in that it
acknowledges the skills and knowledge attained rather than requiring proof of having successfully completed
an equivalent academic qualification at a comparable education provider.

The evidence required to assess Informal RPL can differ for each applicant, however the process is similar
and follows the steps as outlined below.

STEPS IN ASSESSING AN APPLICATION FOR INFORMAL RECOGNITION OF PRIOR
LEARNING

1. Applicant to contact the Head Teacher and request they wish to apply for Informal RPL.

2. The Head Teacher will consult with the applicant and provide the applicant with copies of the
learning outcomes of the subject/s of study for which they are seeking exemptions through Informal
RPL.

3. The Head Teacher will also advise the applicant; how to submit an application, what fees if any will
apply in the assessment process, what evidence and information will assist their application and in
what form it should be provided. This can include Statements of Attainments, references from
employers, job descriptions, evidence of work completed, and other relevant testimony that relates to
the subject/s of study learning outcomes and requirements.

4. The Head Teacher may also request that a subject of study expert be assigned to advise and guide
the applicant in what evidence to provide with their application.
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If the applicant is already enrolled as a student of Hostec, they should submit their application directly to the
Head Teacher.

If the applicant is a prospective student, they should submit the application to the Admissions Officer
together with their application for enrolment.

THE ASSESSMENT PROCESS T INFORMAL RPL

1. The Head Teacher will initially assess the application and may request that a subject of study expert
be assigned.

2. |If the Head Teacher and/or the subject of study expert are satisfied that the application meets the
requirements of the subject/s of study, the applicant will be advised they have been granted an
exemption from that subject/s.

3. If the Head Teacher and/or subject of study expert require further evidence, the applicant will be
asked to provide more evidence, attend an interview, or sit an assessment. The applicant will be
advised of the relevant details of the evidence required, the interview process, and/or the
assessment to be given, in relation to the learning outcomes of the subject/s of study.

If, after the outcome of step 3 above, further evidence is still required, step 3 may be repeated.

If the Head Teacher and/or the subject of study expert are not satisfied that the applicant has successfully
met the requirements of the subject/s of study, the application will be declined and the student will be
required to study the subject/s.

If, after the outcome of step 3, the Head Teacher and/or the subject of study expert are satisfied that the
applicant has successfully met the requirements of the subject/s of study, the applicant will be advised they
have been granted an exemption from that subject/s.

If the applicant is not satisfied with the outcome of their application, they should follow the Grievance
Procedure within 5 working days of receipt of the result.

CHANGE OF ENROLMENT

CHANGE OF COURSE

Students who wish to change their course must complete the Request Form and submit to the Registrar.
Students can only change course at the completion of a Term. Students must demonstrate good academic
standing and satisfy the requirements of entry for the course. Overseas students will be issued with a new
CoE that they are required to submit to DIAC to have their change of course approved and recorded.

CHANGE OF PROVIDER T OVERSEAS STUDENT

Overseas students may change providers at their discretion after a period of six months of the principal
course of study without requiring a letter of release from the current provider. Hostec will assess requests for
a transfer between registered providers prior to completing six months of the principal course of study in
accordance with their documented procedures.

LETTER OF RELEASE

In accordance with the Student Visa regulations, all Overseas students on student visas need to remain with
their initial education provider for a minimum period of six months (or in the case of short programs, until
course completion). If a Letter of Release is requested within this six-month period, the student must provide
a written request to the Registrar including their reasons and any evidence such as extenuating
circumstances. A Letter of Release requested within the six month period will only be issued where
extenuating and/or special circumstances exists and can be proven.
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Students can access Hostwrimdhsprgcess.evance procedur

Letters of Release after this initial six month period will be issued on written request to the Registrar provided
that there are no outstanding requirements such as fees due and the student has maintain satisfactory
behaviour and standing.

DEFERMENT

DEFERMENT DOMESTIC STUDENTS

Domestic students are required to submit to the Registrar, in writing, their intent to defer their studies
advising the date the deferral will commence, the date the student will recommence studies and contact
details whilst the student is deferred.

DEFERMENT OVERSEAS STUDENTS

Overseas students are only permitted to defer their studies due to some compassionate or circumstances
such as serious illness, death in the family or for some other compelling reason. Overseas students are
required to submit to the Registrar, in writing the reasons they wish to defer their studies and provide
evidence of the compassionate or compelling circumstances in addition to advising the date the deferral will
commence, the date the student will recommence studies and contact details whilst the student is deferred.

Overseas students can only defer for a maximum of six months.

Hostec will advise DIAC of any overseas student who has been granted Deferment. Please note that
deferment may require an overseas student to extend their student visa.

‘ DEFERMENT AND WITHDRAWAL

If a new student is approved as above to defer their studies to a future intake from their original
commencement date and subsequently withdraws their enrolment from Hostec, no refund of fees will apply.
In all other cases, deferment is treated as withdrawal.

‘WITHDRAWAL FROM A UNIT OF STUDY

A student may officially withdraw from an enrolled unit of study before the end of week of four and incur no
academic penalty. No refund of fee will apply.

Exceptions will be considered if the student withdraws from a unit after this date due to illness or special
circumstances. In the case of illness, evidence should be documented in the form of a medical certificate and

should be of suff i ci ent severity that it interrupts the student

circumstance is defined as an event(s) which are
work such that it is impracticable for the student to complete the requirements of the unit of study.

Please note that overseas students must maintain a Full Time course load in accordance with the
requirements of their student visads.

WITHDRAWAL FROM A COURSE

DOMESTIC STUDENTS
Domestic students may apply to withdraw from a program of study by following the steps below:

1 Student submits to the Registrar i Hostec a written statement of their intent to withdraw from the course.

Where practical the Request Form should be used and is available to download from Ho st ec 6 s
at www.hostec.com
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Registrar issues the student with a Statement of Attainment for all Units of Study completed and
processes a refund of fees as required (refer to Refund of Fees Policy).

The student may be requested to have an interview with the General Manager or Campus Manager.
Student Services will facilitate this interview process if requested.

A student who decides to withdraw from a course prior to completion of all course requirements has a period
of up to two years from the date of their letter of withdrawal to recommence studies at Hostec. After this two-
year period, students will be required to re-apply for admission to Hostec.

OVERSEAS STUDENTS

Overseas students may apply to withdraw from a program of study by following the steps below:

il

Student submits to the Registrar i Hostec a written statement of their intent to withdraw from the course.
Where practical the Request Form should be used
at www.hostec.com

The Registrar will notify the Department of Immigration and Citizenship (DIAC) of the withdrawal.

The Registrar will issue the student with Statement of Attainment for all Units of Study completed, a letter
of release if eligible and requested, and a refund of fees if applicable (see Refund of Fees Policy).

The student may be requested to have an interview with the General Manager or Campus Manager.
Student Services will facilitate this interview process if requested.

A student who decides to withdraw from a course prior to completion of all course requirements has a period
of up to two years from the date of their letter of withdrawal to recommence studies at Hostec. After this two-
year period, students will be required to re-apply for admission to Hostec.

Letters of Release will be issued to students on written request to the Registrar after the initial six-month
period provided that there are no outstanding requirements such as fees due.
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ACADEMIC MATTERS

THE AUSTRALIAN QUALIFICATIONS FRAMEWORK

Australian governments endorse AQF qualifications, so an AQF qualification is recognised all around
Australia and by other countries. For more information about Australian education and training services,
contact Australian Education International or the Australian Diplomatic Mission.

HOSTEC awards Certificate Ill, Diploma and Advanced Diploma qualifications. These qualifications fit within
the Australian Qualifications Framework (AQF).

STATEMENT OF ATTAINMENT

An AQF Statement of Attainment is a record of recognised learning that, although falling short of an AQF
gualification, may contribute towards a qualification outcome, as either partial completion of a course leading
to a qualification, attainment of competencies within a National Training Package, or completion of nationally
accredited short course that may accumulate towards a qualification through RPL processes

AWARDS

Where students have been assessed as competent, they can receive formal recognition of competencies.
This formal recognition of competencies leads to a Statement of Attainment or qualification. To achieve a
gualification, students must achieve the full set of units of competence as specified in this document and
required by the Training Package.

Upon successful completion of the required competencies for the qualification being studied, students will
receive an award that is nationally recognised.

Interim Academic Transcripts will be issued to students at the end of each term. Final Academic Transcripts
will be issued on completion or withdrawal of the course and when all outstanding fees are paid.

Students who have outstanding fees will not be issued with a Transcript, Statement of Attainment, or
Testamur until all monies due are paid in full.

Students will be deemed course complete when all subjects and the components of all those subjects have
been assessed as competent.

CLASS TIMINGS

Classes are normally scheduled for a minimum of 20 hours per week. Students will receive their class
timetable at the commencement of the each term.

HOSTEC TEACHING METHODS

Training is delivered in the face-to-face mode on campus, normally in a classroom situation using a range of
methodologies including lectures, workshops, seminars, simulations, multi-media presentations, and other
group experiences.

1 Some units will also require individual reading, study, and research leading to classroom
presentations, group work, and assignments.

T Delivery and assessment of practical hospitality

many resources including kitchens, restaurants, function rooms, bars, and front of house facilities.
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‘ COMPETENCY BASED-TRAINING AND ASSESSMENT

Competency Based Training is always concerned with what a student will be able to do at the end of training.
There is not so much concern with what the inputs are or how the student got there. So long as the student
achieves the listed competencies, it does not matter who taught him or her, how or when the training takes
place, what resources are used or of what the content material of the curriculum consists.

Assessment is the process of collecting evidence and making judgments about whether a student has
demonstrated competency as defined in a training package, or achieved the learning outcomes in an
accredited curriculum. Assessments at Hostec will be based on the principles of:

1 Validity - Assessment methods will be valid, that is, they will assess what they claim to assess, and
the method must be relevant to the competency being assessed.

1 Reliability - Assessment procedures must be reliable, that is, they must result in consistent
interpretation of evidence from the learner and from context to context.

1 Fairness - Assessment procedures will be fair, so as not disadvantage any learners. Assessment
procedures will involve procedures in which criteria for judging performance are made clear to all
students, employ a participatory approach, and provide for students to undertake assessments at
appropriate times and where required in appropriate locations.

1 Flexibility - Assessment procedures will be flexible, that is, they should involve a variety of methods
that depend on the circumstances surrounding the assessment.

To ensure this, the assessment processes and practices will:
1 Be declared in advance and be transparent and accessible.
Be moderated to ensure consistency in the interpretation of evidence.
Be conducted by a qualified assessor.
Provide timely and appropriate feedback

Provide an appeal process for challenging assessment decisions.

=A =4 =4 -4 =4

Provide recognition of current competencies
91 Provide recognition of qualifications provided by other RTOs.
Assessment decisions will be based on evidence that is:
Valid (relevant to the assessment)
Sufficient (enough to show consistent competence)

Current (up to date)

=A =4 =4 =4

Authentic (can be shown to be that of the person being assessed).

Assessment strategies, describe the approach to the delivery and assessment activities that a student must
undertake to achieve the relevant competency or learning outcome. The strategies will be developed by
qualified assessors and will be documented showing a broad outline of how delivery and assessment is
structured to meet the learner needs:

i Establish the delivery and assessment context.
1 Identify students and enterprise or industry needs.

1 Determine the structure, mode and sequence of delivery and assessment.
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1 Select the assessment method.

1 Modify or develop assessment tools in accordance with the requirements of the training package or
curriculum.

1 Establish assessment validation approaches.
1 Review delivery and assessment strategies annually.
1 Adviser learner of the assessment outcomes.

Since it is unlikely that one assessment instrument will be able to cover every item of knowledge or every
skill in all possible contexts, it is expected that a number and a variety of assessment tasks, activities, and
instruments will be used.

If a student acts dishonestly or unfairly in any examination, test, assignment or other means of assessment
conducted by or on behalf of the Hostec, this will be regarded as misconduct.

TEACHING STAFF

Hostec abides by the AQTF standards regarding trainer and assessor qualifications in relation to all training
and assessment activities. Hostec ensures that all of our trainers and assessors have as a minimum, the
following combination of:

1 Certificate IV in Training and Assessment (TAA40104) i to ensure competency in educational
delivery.

1 Vocational Qualifications - to ensure knowledge of the occupation or vocation in which the
training is being provided.

1 Industry Experience i to ensure the currency and relevance of the training to industry and to the
student.

ASSESSMENTS AND EXAMINATIONS

ASSESSMENTS

Assessments submitted by students as part of their course at Hostec are kept by Hostec in accordance with
Hostecds record keeping policy and we recommebmdtedt hat s
to Hostec.

ASSESSMENT INFORMATION

Subject Outlines contain information on the assessments that are required for completion of the subject.
Assessment information will include:

1 Number of assessments and type of each assessment.

1 The weighting of each assessment as a percentage of the overall subject grade.
1 When the assessment will be conducted

1 The learning outcomes that will be assessed in each assessment.

Each student is provided with a copy of the subject outline in the first week of class.

ASSIGNMENT COVER SHEET

Students are required to include a cover sheet to all assignments submitted for assessment. The cover sheet
will contain the following declaration to be signed by the student.
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| certify that:
T I am aware of Hostecdbs policy on plagiarism.

1  This assignment does not breach those requirements nor has it been submitted
elsewhere for assessment.

1 The ideas and information that are not of my own have been fully referenced in
accordance with the Harvard System.

1 I have read the information in the Student Handbook that relate to plagiarism as being
an act of academic dishonesty

1 Iagree to have Hostec send a copy this assignment to be checked for plagiarism and
which may then be kept on their database for the purpose of future plagiarism checking.
| also understand that this service is provided to Hostec by an external plagiarism
service.

ASSESSMENT RATIONALE
Conducting assessment involves the following steps:
1 Select appropriate assessment tool for each assessment
1 Ensure that the requirements are in place for the proper and safe conduct of the assessment.
1 Conduct assessment.
1 Make judgments based on the evidence gathered.

The issue of coordination and consistency in assessment is a valid concern. Teachers understand they
deliver specific subjects, while students are undertaking a whole course so adequate and equal time must be
made available for each student to attempt each assessment task with every opportunity to achieve grades
commensurate with their ability and effort. The Aim of Assessment is to:

1 Encourage, direct, reinforce learning

T Determine students6 progress
1 Maintain standards
1

Certification

ASSESSMENT DATES

All assessment dates will be communicated to the Head Teacher a full two weeks prior to the
commencement of each term as part of their assessment schedule for the that term.

All assessment dates will then be logged and coordinated by the Head Teacher to ensure a fair load and
distribution of assessment tasks across each term.

1 Where there are bottlenecks of assessment tasks, teachers may be required to move particular
tasks to accommodate this, though there is recognition that the load will be greater in the final weeks
of the term.

1 Agreement must be reached one week prior to commencement of the term to allow time for all
subject outlines to be prepared for distribution to students during the orientation week.
ASSESSMENT TASKS

Each assessment task is checked by the Head Teacher for reliability, validity, fairness, authenticity and
relevance as well as the student workload in relation to the rest of the course.
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1 Each subject will have an Assessment Breakdown, which is communicated to students as part of the
Assessment Schedule.

COMMUNICATION OF ASSESSMENT TASKS AND DATES TO STUDENT

1 All assessment tasks will be communicated to the students as part of the Subject Outline distributed
during week one of the term.

1 Subject Outlines will clearly define the type of assessment, the weight of the assessment, the date
the assessment is due.

1 Each assessment task will also include a standard Assessment Cover Sheet. It will contain the
student 6s detail s, the assessment t ask, Atademicgr adi r
Dishonesty Policy and its weighting towards the final subject mark.

LATE SUMBISSION OF AN ASSIGNMENT ASSESSMENT TASK

Students are required to submit all assessable assignments by the due date as indicated in the Subject
Outline. Late submissions of work, without proper approval will incur a penalty. For every day past the due
date, a penalty of 5% per day will apply for up to 10 days. Assessments submitted after 10 days from the due
date without proper approval will automatically receive a Fail Grade.

ACADEMIC SKILLS ASSESSMENT

To ensure generic learning skills are embedded within each subject, 5% of the marks allocated to each
appropriate assessment task will be dedicated to assessing skills such as academic writing & style, evidence
of research, presentation, and referencing using the Harvard System. This will be advised in the Subject
Outline.

RE-SITTING ASSESSMENTS

As Hostec undertakes a Competency Based learning system, students can apply to re-sit an assessment
task when it has been assessed as either unsatisfactorily (Fail) or not yet competent. Students can only re-sit
an assessment task once unless exceptional circumstances apply.

To apply for a re-sit, students must apply in writing to the Head Teacher within 14 days of receiving the grade
for that assessment tasks. Application received after this period will not be considered and the student will
receive the grade awarded. Students will re-take the subject in the next study period and be required to pay
the re-take fee for that subject (refer to the additional charges section of the Student Handbook).

There is also a fee charged for an assessment re-sit undertaken by a student. These fees are detailed in the
additional charges section of the Student Handbook and must be paid in advance. A receipt will be issued to
the student that must be presented to the teacher prior to the re-sit taking place.

Students should also refer to Supplementary Assessments policy in this Student Handbook.

ASSESSMENT FEEDBACK

Students have the right to receive written feedback fo
to contact the teacher to obtain result and schedule feedback. Students should contact the assessor if
dissatisfied with the result of an assessment item and the feedback given.
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See Review of an Individual Assessment Grade policy in this Student Handbook for the procedure to appeal
an individual assessment grade.

COURSE PROGRESS

In order to monitor student course progress, Hostec has implemented the DEEWR-DIAC Course Progress
Policy and Procedures. As such, we record academic performance in each unit of study and in each unit of
competency. Progress will be assessed during and at the end of every term.

Satisfactory course progress is determined after the completion of each term. At this point, students are
identified as being in danger of not achieving satisfactory course progress.

SATISFACTORY COURSE PROGRESS

Satisfactory course progress is defined as successfully completing at least 50% of the total units of
competency delivered each term.

Example: A student is enrolled in 4 units of study that contain 12 units of competency. The student
successfully completes only 5 units of competency. The student has not made satisfactory
course progress.

ACADEMIC PROBATION

Initial unsatisfactory course progress, or if satisfactory course progress is followed by unsatisfactory course
progress, the student is deemed Academic Probation.

A student on Academic Probation will be allowed to continue, but will be placed on a conditional enrolment
for the following term. This conditional enrolment will require satisfactory course progress of that term.

A student is placed on Academic Probation, when:
1 Itis the first time they have not achieved satisfactory course progress; or

1 They achieved satisfactory course progress in the preceding term, but have not achieved
satisfactory course progress following.

Example: A student is enrolled in 4 units of study that contain 12 units of competency. The student
successfully completes only 5 units of competency. If this is the first time the student has not
made satisfactory progress they are placed on Academic Probation.

Students on Academic Probation will be advised in writing and requested to meet with the Head Teacher or
delegate, who will advise students of any opportunities to complete the failed units and to establish a support
program. This support program will be made in consultation with the student to provide suitable and
appropriate assistance to give the student every opportunity to complete the term successfully.

Students on Academic Probation will also be advised in writing that two consecutive terms of unsatisfactory
course progress is deemed as Academic Dismissal and subject to the outcomes of any appeals may result in
exclusion from the course and Hostec. For overseas students the advice includes the addition that it may
lead to being reported to DIAC and the cancellation of their visa.

The Head Teacher or delegate will also consult relevant teachers and will then establish an appropriate
support program in consultation with the student. This support may include one or more of the following:

i attending tutorial or study groups;

T monitoring attendance;

1 receiving individual case management;

T attending counselling;

i receiving assistance with personal issues which are influencing progress;
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receiving mentoring;

being placed in a suitable alternative subject within a course
recommending a suitable alternative course;

a reduction in course load;

other appropriate form of support;

a combination of any of the above.

= =4 -4 —a —a -2

Any such determination made is to be confirmed in writing to the student with a copy kept with the student
file. Failure to complete or accept any such determinations by the student will be noted and kept on the
students file for future reference if required.

A student who wishes to appeal being placed on Academic Probation should follow the Grievance
Procedure.

‘ GENUINE ILLNESS OR MISADVENTURE

‘ SUPPLEMENTARY ASSESSMENT

A student who misses an assessment task may be entitled to a supplementary assessment provided the
reasons for the absence are approved by the Registrar or Head Teacher. Approval for absence from an
assessment task is based on the following:

GENUINE ILLNESS.

A student who misses an assessment task or fails to submit an assessment by the due date as a result of
illness will need to provide a Medical Certificate to the Registrar within 2 working days of recovering from the
illness and returning to class. The Medical Certificate must be in English, state the condition suffered, contact
details of the medical practitioner, the period the student is affected and be an original or certified document.

Upon receipt of the Medical Certificate, the Registrar will liaise with the unit teacher and if approved,
schedule a supplementary assessment. In the case of a student missing a submission date for an
assignment, the Registrar will liaise with the unit teacher and if approved, re-schedule the submission date.

ILLNESS OVER AN EXTENDED PERIOD

In the instance of a student suffering illness over an extended period, thus affecting his or her performance
such that their performance is poor, the student may submit a medical report to seek special consideration
for supplementary assessment. The medical report is a signed statement on letterhead stationery from the
qualified doctor, explaining the debilitating nature and likely duration of the condition. The report will be taken
into account when assessingthest udent 6s el igibility for special
to attend an interview with the Registrar to assess the genuineness of his or her claim.

GENUINE MISADVENTURE

Genuine misadventure is where a student has been adversely affected due to circumstances beyond their
control and typically includes personal or family crisis, motor accident, death of immediate family member
etc.

A student who is absent from an assessment, is late for a submission of an assessment, or performs poorly
in an assessment or examination, due to Genuine Misadventure, must submit testimonial of such to the
Registrar i mmedi ately wupon the studentds return
may request the student to attend an interview to determine the genuineness of his or her claim. Applications
for special consideration may be accepted if submitted immediately following an assessment where there is
insufficient time to apply prior, but not after the student has received his or her result for that assessment.
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The Registrar will advise, in writing, the details of any supplementary assessment, extension of submission
date, or the reasons it has been declined.

Supplementary assessments normally take the same format as to the assessment missed. The Head
Teacher, reserves the right to vary the format of the supplementary assessment, taking into account the
current circumstances of the student and the suitability or practicality of the assessment task in determining
the student knowledge. The maximum grade that can be awarded a supplementary assessment is 70% and
will replace the original grade for that assessment.
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‘ EXAMINATION CONDUCT

1 Students must be familiar with all examination schedules according to the Subjects Outlines issued and
any notification from the academy.

1 Students must be on time for all examinations.

1 The door to the examination room will be left open for 5 minutes after the scheduled time for the
examination, after which the door will be closed and no student will be admitted. This will apply to all
examinations.

1 Students will be expected to follow the examination criteria, which be detailed on the front cover of the
examination paper. Students will also be notified of these criteria according to the course outline.

ACADEMIC DISHONESTY

Academic dishonesty may be defined as any attempt by a student, to gain unfair advantage in any
assessments by deception or fraudulent means. Hostec treats academic dishonesty as a serious matter and
serious breaches can result in exclusion.

There are many forms of academic dishonesty and following are some examples:

1 Cheating. Most commonly in exams or assignments and includes; giving or receiving unauthorised
assistance or help, and giving or receiving any unfair advantage in any form of academic work.

T Plagi ar i s m. Pl agiarism is taking someone el sedbds thou
charts, maps, music, presentations, pictures or phc
wor k. Al ideas, thought s, wnon mdssbe properiwacknkwledged of t he

and identified in all work. See the section following for more information on plagiarism.

1 Misconduct in Exams. This is not limited to but includes; the taking of unauthorised materials into
exams, regardless of whether the materials have been used; permitting another student to copy
answers; passing of information to another student via any means; removing any material from an
examination when it is specified that the material must not be taken.

9 Fraud or misrepresentation. This is not limited to but includes; the forgery of any official signature;
tampering with official, administrative or academic documents; lying about the circumstances relating
to your academic work.

Any academic dishonesty i s emic policg and hny studehiésralle¢gtd ®mthave 6 s ac
committed such a breach will be reported to the Head Teacher for investigation and may be subject to
scrutiny through the Academic Appeal Committee.

In the determination, the following are to be considered:
1 The intent of the student and

1 The seriousness of the method used (for example, was theft involved, other people involved, was it
an opportunistic attempt of looking at another students paper during a test, was there an attempt to
acknowledge the work of another but it was inadequately referenced) and

1 Previous history of Academic Dishonesty,

Each case of Academic Dishonesty is to be assessed individually and the penalties and their severity shall
be consistent and be appropriate. Following is a guideline to the penalties when Academic Dishonesty is
proven.

9 First occurrence and/or minor case - The assessment is marked Fail and the student is given a caution

in writing which is to be placed on the studentdés fil
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1 Second occurrence and/or serious case - The assessment is marked Fail and the student may be
suspended from Hostec for up to a week (5 days). The student is cautioned in writing with a last warning
with copies forwarded to the Academic Appeal Committeeandpl aced on t he stSident 6s f
allowed for that assessment task.

9 Third occurrence and/or extreme case - The assessment is marked Fail and the case along with the
studentés file is forwarded for revi ewméndatondfe Ac ade mi
Academic Dismissal. The Committee is to review the recommendation, processes, and documentation of
the case, and may request to meet with the student/s concerned. They will then decide whether to
uphold the recommendation or if alternative appropriate course/s of action are warranted. If the
recommendation is upheld, the student will be dismissed from the Hostec, their enrolment cancelled and
for an Overseas Student; DIAC is notified to the effect that the student has been dismissed due to
Acade mi ¢ Di shonesty. A note on the studentédés Academic
due to Academic Dishonesty is to be made.

The above is a guideline only and the penalty given can be a combination of the above or other fitting
penalty if deemed appropriate and fair.

Any student found guilty of aiding another student to plagiarise will be subject to the same penalty as the
plagiarist.

All students have a responsibility and duty of care to safeguard their own work against plagiarism. For
example, a student should not give their assignment to another student to hand in on their behalf.

At any time a student may access Hostecbs Grievance pr

PLAGIARISM

It is important that students understand plagiarism and how to avoid it. The ease at which vast amounts of
information can be collected and reproduced provides an ideal opportunity for the plagiarist and contributes
to misunderstanding the serious of this act.

Hostec is committed to the encouragement of academic integrity, honesty, intellectual independence,
responsibility, free enquiry, and respect for diversity in the pursuit of knowledge. Plagiarism defies these
principles and as such, we treat it as academic dishonesty.

Plagiarism is submitting work knowing it to be the work of another person. This includes the taking of
someone elsebds thought s, i deas, words or work includ
pictures or photods and presenting them as the student
t he st udemustobse prapevip acknowledged and identified in all work. Hostec uses the Harvard

System to reference material.

The rules against plagiarism apply regardless of the where the material was sourced. This includes material
that is; printed, written, stored on a computer, compact disk or memory stick or any other medium, found on
the world wide web or the internet, orations.

Common examples of plagiarism include (but are not limited to);

1 Quotation When a quote is used you must include quotation marks. Even if you have acknowledge
the source, without the use of quotation marks you have breached of the rules. You must also
acknowledge the source of the quote in your work.

1 Paraphrasing. Simply changing a few words in a sentence or changing the sentence form does not
make it your own and is plagiarism. If you change the way the idea is presented with your own words
and form then this is paraphrasing. Paraphrasing also requires acknowledgement of the source but
does not require quotation marks.

Common Knowledge
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Common knowledge does not need to acknowledge when used. It includes standard information, traditional
works and general observations. It is commonly used basic information that we share in daily life.

Standard information includes facts of major historical events and standards such as those used for
measurement, elements and the definition and spelling of words. You may need to reference these but it
does not require any acknowledgement of the source.

Traditional works is material that is commonly known and cannot be attributed to a particular person. They
include folk customs, fairy tales, nursery rhymes, stories passed through the generations.

General observations are normally accepted and general in nature. The idea that hard work makes you tired,
or that music can affect peoplebs mood would not require
music reduced blood pressure would need to be referenced.

The use of common knowledge does not require referencing even when you need to look it up. Some
examples where you might reference common knowledge are; you may need to look up the dates of a major
event, such as landing on the moon, or how to spell words that express your thought. However, if you were
guoting someone who used common knowledge, you would need to reference the quote but not the common
knowledge

SUBJECT GRADING STRUCTURE

In the first year of all/l cour ses, students wild.l be gr
competency based system.

Below are the codes and the descriptions as they appear for the first year subjects.

CODE DESCRIPTION
C Competent
NYC Not Yet Competent

In the second year of all courses, students will be assessed as to whether competent or not yet competent
as per the competency based system. Students will also receive a percentage grade in accordance with the
Hostec Standard Grading system.

Following are the codes, descriptions and the percentage grade for the second year subjects.

CODE DESCRIPTION PERCENTAGE
HD High Distinction 85-100
D Distinction 75-84
CR Credit 65-74
p Pass 50-64
N Fail 0-49
RPL Recognition of Prior Learning n/a
w Withdrawn n/a

1 Plagiarism when proven will attract an immediate fail for the assessment with further occasions of
academic dishonesty attracting penalties as set out in the student manual.

1 For an explanation of what is required in each grade band, see the Assessment Policy.

T Any incident of academic misconduct will automati ca

COMMUNICATION OF RESULTS
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Results of an individual assessment task will be given to student no later than 21 days after the date of the
assessment. Individual assessment task results are given in class unless otherwise requested by the student
or advised by the teacher.

Results of assessments will be mailed to students within 21 days after the date of
assessment task.
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REVIEWS, COMPLAINTS AND APPEALS

‘ GRIEVANCE AND APPEALS POLICY

The purpose of this policy is to ensure appropriate processes for dealing with the various types of complaints
and is accessible and transparent in order to provide a secure and constructive environment for all.
RELATED DOCUMENTS

1 Grievance Procedure

1 Appeals Procedure Summary

1 Review and Appeal of Assessment

1 Academic Dismissal

Students are entitled to acc erecedurasprdgardleseof theflocatlanofttec 6s gr
campus at which the grievance has arisen, the studenté

All students, as well as those students seeking to enrol in a course of study are entitled to access the
procedures set out in this policy.

DEFINITION OF A GRIEVANCE

Hostec describes a grievance as a situation, whether it be related to a academic or a hon-academic matter,
that requires a response from Hostec, due to concerns raised by a student, prospective student or staff
member.

An Academic Grievance can relate to current students and covers their academic progress, assessment,
grades, curriculum, and awards in a course of study.

A Non-Academic Grievance can relate to; prospective students, current students, past students, persons

seeking to enrol in a subject of study, and staff members of Hostec, and covers; issues that relate to

Hostecbs hol ding and use of personal information and all
academic progress, assessment, curriculum and awards in a course of study.

Complainant - The person who submits the Grievance.
Respondent - The person against whom the Grievance is made.

Facilitator i A person who encourages people in a dispute to find a solution without taking sides.

PRINCIPLES
Hostec will deal with all Grievances according to the following guiding principles:
Grievances will be through process of discussion, cooperation, and conciliation wherever possible;

All concerned parties are expected to attempt to resolve any grievances without prejudice and act in good
faith;

Al staff, including contractors, wil!@l be advised in w
training in its application;

Grievances will be resolved as close as possible to the source of dissatisfaction;

Grievances are considered confidential. All parties involved in a grievance will be treated as such and in

accordance with Hostecbés privacy policy.
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Grievance procedures will be widely communicated to all and will be made publically available through
Hostecbs website;

People will be given the details of any allegation against them and will have the opportunity to put their side
of the story as part of the resolution process;

Proceedings will be conducted honestly, confidentially, promptly and with due consideration of the
Complainants wishes;

Issues that are of a criminal or legal nature may be referred to the police or appropriate legal body;

Any recommendations made by external parties during the Grievance process will be implemented to
Hostecbés policy and procedures in a timely manner ;

Access to procedures when provided by Hostec is free of charge. There are costs when an external review
of a grievance is initiated;

The availability of this grievance process does not remove the right of the Complainant to take further action
under Australiabds consumer protection | aws.

All documents subject to this Grievance Policy are kept for a minimum period of 5 years. The Complainant

and the Respondent can request to access these documents by contacting the Registrar. All grievances are
confidential in accordance with Host ec6s Privacy Policy including the ke
this Policy.

GRIEVANCE PROCEDURE

INFORMAL STAGE

All persons are encouraged, wherever possible, to discuss and resolve concerns or difficulties directly with
the person(s) concerned. Support can be sourced through the Student Solutions Officer, Registrar, Head
Teacher, and Teachers, to assist students to resolve their issues at this informal level.

In the first instance, the Complainant should first advise the Registrar and the Respondent of the issue and
attempt to resolve the matter directly with the Respondent through discussion, conciliation, and negotiation.
The Registrar will, if requested, facilitate or may appoint an appropriate third party to facilitate this process.

If the matter remains unresolved after 10 working days of the Complainant first contacting the Registrar of
the issue, a Formal Grievance should be lodged by the Complainant in writing to the Registrar.

Issues raised and resolved concerning processes and policies by such informal communication will be
brought to the attention of Hostec Academy Management by the Registrar during the scheduled weekly
communications meeting and minuted appropriately as a part of a standing agenda item. If a course of action
is decided upon during the meetings that results in a change of processes or policy, the Complainant will be
advised in writing.

FORMAL STAGE ONE; REVIEW

If the Complainant is unsatisfied with the outcome of the Informal Stage, they should lodge a Formal
Grievance in writing to the Registrar (or Campus Manager if outside NSW). If the Registrar has a conflict of
interest, is unavailable, or is directly involved in the grievance, the Academic Director shall replace the
Registrar in the following.

The Registrar shall:

1 Acknowledge and advise, in writing and within 5 working days, any respondents to the
grievance that a formal grievance has been received,;
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1 Consider the evidence, written or otherwise and if necessary, hold such discussion with the
Complainant and any other person deemed appropriate in order to investigate the grievance.
Hostec invite persons to have someone to accompany them to this process if desired.

Depending on the outcome of the above, the Registrar shall within 20 working days of receipt of the
grievance:

1 Make their decision and reasons known in writing to the Complainant and to any
respondents to the grievance;

1 Seek to resolve any justifiable grievance through recommendation which all parties involved
in the grievance shall be invited to accept; and shall,

1 If the recommendations are agreed, take steps to ensure that they are implemented in full
within the agreed period.

Should the grievance remain unresolved after 20 work i n g days from the dat e o]
acknowledgement of receipt of the grievance, the Complainant should advise the Registrar in writing of their
wish to proceed to Formal Stage Two.

FORMAL STAGE TWO: APPEAL

If the grievance remains unresolved after2 0 wor ki ng days from the date of t he
of receipt of the grievance or if the Complainant is dissatisfied with the determination of the above Formal

Stage One they will have an opportunity to formally present their case at no cost to the Hostec Appeal

Committee.

To enact the Formal Stage Two, the Complainant should write to the Registrar and state their reasons for the
appeal;

T Within 5 working days of receiving the final advice of Formal Stage One, or;

1 Where the grievance remains unresolved after 20 working days from the date of the

Registrarod6s acknowledgement of receipt of the g
further 5 working days.

The Registrar will then respond within 5 working days advising details of the when and where the Appeal
Committee will meet.

The Appeal Committee is made of the following personnel and shall not include persons who are directly
involved in the dispute. Where a Complainant is studying at a campus outside New South Wales, the
Campus Manager shall take the place of the Registrar in the Committee.

9 General Manager i Chair (1 person)

1 Registrar if in NSW or Campus Manager if in Victoria or Queensland - (1 person)
1 Hostec Academy Representative - (1 person)

1 Industry Engagement Manager, Hostec - (1 person)

1 Hostec Student Representative - (1 person).

The Committee will normally convene at the campus where the student is enrolled or at a place mutually
agreed by both the Respondent and Complainant. This will take place within 15 working days of the
Re gi sstespanseito the Complainants request for appeal.

For a decision to be ratified the Appeals Committee must have a majority vote (at least 3 votes) with a
guorum of at least 70% (4 members) present.
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The Complainant shall be given an opportunity to present his/her case to the Committee and may be
accompanied by one other person as support or as representation.

The Respondent shall be given an opportunity to present his/her case to the Committee and may be
accompanied by one other person as support or as representation.

The Appeals Committee will make a decision and will communicate its decision and its reasons and
recommendations to all parties in writing within 5 working days of the date of the hearing.

If the process results in a decision that supports the Complainant, Hostec will immediately implement any
actions or preventive action as recommended by the Appeals Committee and advise the Complainant of
such actions.

FORMAL STAGE THREE; EXTERNAL REVIEW OF GRIEVANCE.

If the Complainant is dissatisfied with the outcome of their appeal from Formal Stage Two, they are invited to
have the matter dealt by an external body. The Australian Council for Private Education and Training
(ACPET) has been appointed to facilitate the external review. The external review will only consider paper-
based appeals. The current cost of this service administered by ACPET is $400 and is to be shared equally
by Hostec and the Complainant.

ACPET6s involvement in the external revi ew pdtlecess

applications and supporting documents to the External Reviewer. The ACPET website contains further
details as to this process and can be accessed via the following link:
http://www.acpet.edu.au/members/student-appeals#fees

Australian Council for Private Education and Training (ACPET) i Office Addresses

New South Wales Office - Sydney

Suite 12, Level 14, 329 Pitt Street, Sydney NSW Australia
Box Q1076, QVB PO, Sydney NSW 1230

Ph: (02) 9264 4490 Fax: (02) 9264 4550

E-mail nsw@acpet.edu.au

Queensland Office - Brisbane

Lennons Commercial Tower, Level 26, 76 Queen Street, Brisbane Qld 4000
Ph: (07) 3210 1628 Fax: (07) 3210 6347

Email gld@acpet.edu.au

Victoria Head Office - Melbourne

Suite 101, Level 1, 126 Wellington Parade, East Melbourne, Vic 3002, Australia
PO Box 551, East Melbourne, Vic 8002

Ph: (03) 9416 1355 Fax: (03) 9416 1895

Toll-free in Australia 1800 657 644
General Email: acpet@acpect.edu.au

To initiate this External Review, the Complainant must complete an application form for External Review
(available from the ACPET website) and submit it together with payment of $200 via an email
student.appeals@acpet.edu.au or post to Student Appeals, ACPET, PO Box 551, East Melbourne Vic 8002.

ACPET will contact Hostec via email and request all relevant documents after lodgement and a decision is
expected within 4 to 6 weeks.

If the process results in a decision that supports the Complainant, Hostec will immediately implement any
actions or preventive action as recommended by ACPET and advise the Complainant of such actions.
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If the process results in a decision that is not accepted by the Complainant, then Complainants are invited to
have the matter dealt by another external agency such as the Department of Fair Trading or Anti-

Di scrimination Board. The Compl ainant has the right t

protection laws.

If a student chooses to access this grievance procedure, their enrolment will be maintained while the process
is ongoing.

A student may send through a new grievance at any

internal or an external appeals process.

ADDRESSING ISSUES FOR STUDENTS NOT ENROLLED IN NEW SOUITH WALES

The differences for students who are not enrolled in NSW are summarised below.

INFORMAL STAGE

The Campus Manager shall replace the Registrar.

FORMAL STAGE ONE; REVIEW

The Campus Manager shall replace the Registrar.

FORMAL STAGE TWO: APPEAL

The Campus Manager shall replace the Registrar.

FORMAL STAGE THREE; EXTERNAL REVIEW OF GRIEVANCE.

No change.

‘ REVIEW AND APPEAL OF ASSESSMENT

This procedure deals with when and how a student can review and appeal various assessment grades. It
forms part ievancésarsl appeald grocedures.

‘ REVIEW OF AN ASSESSMENT GRADE PROCEDURE

A student who wishes to review their grade for an individual assessment task should first contact the relevant
teacher within 5 working days of receiving the grade and request a review of the assessment.

The teacher will then review the assessment with the student and provide feedback the content and the
all ocation of mar ks. This review must take place
review.

If a student has difficulty initiating this process, they should contact the Registrar who will facilitate the review
within 5 work days of receiving the grade.

If the student wishes to appeal the result after receiving feedback from the teacher review of the assessment,
the student should then follow the Grievance Procedure. The student must initiate this request in writing to
the Registrar within 5 work days of receiving the outcome of the review of the individual assessment grade.

REVIEW OF FINAL GRADE PROCEDURE

REQUEST FOR REVIEW OF A FINAL GRADE

A student who believes their final grade of a unit is not correct, or has grounds to suggest that the final grade
is not an accurate reflection of their performance in the unit, may apply to have their grade reviewed.
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Grounds for review include:

1 The unit teacher did not provide the student with a Subject Outline as required.

1 The assessments given were not as specified in the Subject Outline or were changed in an
unreasonable way.

1 Aclerical error or marking error was made.

1 The student has not been granted due consideration for an illness or genuine misadventure
that occurred during the term and that the student had notified and provided evidence of
such in accordance with the policy 6Genuine Mis

1 The student has been disadvantaged because of the conduct of the final assessment.

1 The student claims that there is a discrepancy between the practical observation and the
formal assessment.

1 The student has been unfairly prejudiced by the unit teacher.

After a student has determined there are grounds for review of final grade, they should apply in writing to the
Registrar within 5 work days of receipt of the Final Grade detailing their reasons (the grounds for the review).

If the grounds for review are not accepted, the Registrar will provide written advice to the student detailing
the reasons within 5 work days.

A student notified that their grounds for review have not been accepted during any stage of this procedure,
has the right to lodge a grievance if they are not satisfied. They should detail their grievance in writing and
submit it to the Registrar.

I f the grounds for revi-<ewfarrenadc cReepvtieedn,d Gt asgteat@nde bel ¢
Registrar.

STAGE ONE - INFORMAL REVIEW (FEEDBACK BY UNIT TEACHER)

If the grounds for review are accepted, the Registrar will inform the Head Teacher and the Unit Teacher that
a review of final grade has been approved and request the Unit Teacher to provide feedback to the student
as to the results achieved in each assessment task and the determination of the final grade. This feedback is
to be provided within 5 work days of receipt of the st

STAGE TWO - REVIEW BY HEAD TEACHER

If a student is still not satisfied with the feedback from the Unit Teacher in Stage One, they must request a
review to the Head Teacher within 5 working days of receiving this feedback, in writing, detailing their
reasons. The Head Teacher will then consider the request and within 2 working days, advise the student in
writing their decision, and will include the reasons if not accepted.

If accepted and depending on the circumstances of the case, the Head Teacher may consult with the unit
teacher and/or unit specialists, request a re-marking of the assessment, or provide supplementary
assessment/s. The Head Teacher is to advise the Registrar of the outcome of this process including the
studentds final grade, the reasons, and any evidence w

Within 5 working days of receivingt he Head Teacherds outcome the Registra
1  Written confirmation of the new final grade and the reasons, or
1  Written confirmation the final grade has not changed and the reasons.

Should a student wish to appeal the outcome of the above, they can appeal in writing detailing their reasons
for appeal, to the Registrar. This appeal must be submitted to the Registrar within 5 working days of
receiving the outcome of Stage Two.

STAGE THREE - APPEAL
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The Registrar will acknowledge to the student in writing and within 2 working days of receipt of the appeal. A
student can only appeal after both Stage One and Stage Two of the process has been completed as detailed
above.

The Registrar will facilitate the Appeal Committee meeting within 5 working days of receipt of the appeal. Any
proposed member who has a conflict of interest, or if it is impracticable or unreasonable for them to attend,
shall be replaced with another appropriate person. The Appeal Committee will have a maximum of 5
members and normally include the following personnel:

1 General Manager i Chair (1 person)

1 Registrar if in NSW or Campus Manager if in Victoria or Queensland - (1 person)
1 Hostec Academy Representative - (1 person)

1 Industry Engagement Manager, Hostec - (1 person)

1 Hostec Student Representative - (1 person).

For a decision to be ratified the Appeals Committee must have a majority vote with a quorum of at least 4
members present. The Registrar will advise the student, in writing the outcome of the Appeals Committee
within 2 work days of the committee meeting.

A student has the right to access Hostec Grievance procedure during this process. Once the process has
been completed, a student must advise the Registrar, in writing within 5 days of being advised of the
outcome, detailing their grievance.

ACADEMIC DISMISSAL
Two consecutive terms of unsatisfactory course progress is deemed as Academic Dismissal.

That is, if a student fails to successfully complete 50% of the total units of competency delivered while on
Academic Probation, they have failed the Course Progress requirements and are subject to Academic
Dismissal.

The process of Academic Dismissal is:

1 Students will be notified in writing of their unsatisfactory academic progress (Academic
Dismissal) by the Registrar and that their enrolment at Hostec will be cancelled pending any
appeal made by the student.

1 If no appeal is lodged within 20 working days of the student receipt of this advice, Hostec will

cancel the studentds enrol ment and wssdl wheradvi s e

the student is on a student visa.

1 If the student submits an appeal within 20 working days of receiving the advice, they must
state their reasons and show cause as to why their enrolment at Hostec should not be
cancelled. Grounds to appeal unsatisfactory academic progress are:

o Ilncorrect recording or calculation of
Compassionate or compelling circumstances;

0 Hostec has not followed and implemented its intervention strategy and other
documented policies and procedures that have been made available to the student.

1 Within 5 working days of receipt of the students appeal, the Appeal Committee will meet,
review all documentation received from the student and all other relevant material to
determine whether the Academic Dismissal will be upheld or whether the student will be
permitted to continue and what, if any, conditions will apply to their continuance at Hostec.

1 The student may be required to attend a meeting with the Appeal Committee or a Hostec
representative during this process. The student is invited to have another person present
during any such meetings.
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1 The Registrar will advise the student in writing the outcome within 5 working days of the
Appeal meeting.

The Appeal Committee will have a maximum of 5 members and normally include the following personnel:
1 General Manager i Chair (1 person)
1 Registrar if in NSW or Campus Manager if in Victoria or Queensland - (1 person)
1 Hostec Academy Representative - (1 person)
1 Industry Engagement Manager, Hostec - (1 person)
1 Hostec Student Representative - (1 person)
Any proposed member who has a conflict of interest, or if it is impracticable or unreasonable for them to
attend, shall be replaced with another appropriate person.

For a decision to be ratified the Appeals Committee must have a majority vote with a quorum of at least 4
members present. The Registrar will advise the student, in writing the outcome of the Appeals Committee
within 5 work days of the committee meeting.

EXTERNAL REVIEW

If the student is dissatisfied with the outcome of their appeal, they are invited to have the matter dealt by an
external body. The Australian Council for Private Education and Training (ACPET) has been appointed to
facilitate the external review. The external review will only consider paper-based appeals. The current cost of
this service administered by ACPET is $400 and is to be shared equally by Hostec and the student.

ACPET6s involvement in the external revi ew process

applications and supporting documents to the External Reviewer. The ACPET website contains further
details as to this process and can be accessed via the following link:
http://www.acpet.edu.au/members/student-appeals#fees

Australian Council for Private Education and Training (ACPET) 1 Office Addresses
New South Wales Office - Sydney

Suite 12, Level 14, 329 Pitt Street, Sydney NSW Australia

Box Q1076, QVB PO, Sydney NSW 1230

Ph: (02) 9264 4490 Fax: (02) 9264 4550

E-mail nsw@acpet.edu.au

Queensland Office - Brisbane

Lennons Commercial Tower, Level 26, 76 Queen Street, Brisbane Qld 4000
Ph: (07) 3210 1628 Fax: (07) 3210 6347

Email gld@acpet.edu.au

Victoria Head Office - Melbourne

Suite 101, Level 1, 126 Wellington Parade, East Melbourne, Vic 3002, Australia
PO Box 551, East Melbourne, Vic 8002

Ph: (03) 9416 1355 Fax: (03) 9416 1895

Toll-free in Australia 1800 657 644

General Email: acpet@acpect.edu.au

To initiate this External Review, the student must complete an application form for External Review (available
from the ACPET website) and submit it together with payment of $200 via an emalil
student.appeals@acpet.edu.au or post to Student Appeals, ACPET, PO Box 551, East Melbourne Vic 8002.

ACPET will contact Hostec via email and request all relevant documents after lodgement and a decision is
expected within 4 to 6 weeks.

If the process results in a decision that supports the student, Hostec will immediately implement any actions
or preventive action as recommended by ACPET and advise the student of such actions.
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A studentds enrol ment wil/ be maintained during this p

The student has the right to take further action under
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| ACADEMIC APPEALS PROCEDURES T SUMMARY

Appeals Procedure Summary Table

Wheo to
Appeal / Review Type Contact Summary of Process Period / Timeframe Handbook Reference
ontac
Review of an Assessment Unit Teacher / | Studentto make direct contact. If experiencing difficulty, contact | contact must be made within 5 work days of Review and Appeal of
Grade Registrar the Registrar to assist. receiving the grade. Assessment - Review of
The teacher will review the assessment and provide feedback the | This review must take place within 5 work days | 30 Assessment Grade
content and the allocation of marks. of receipt of the request. Procedure
. i i . o . Written grievance must be submitted within 5 .
Grievance with outcome Registrar To appeal this decision, student must follow Grievance Procedure. ) Grievance Procedure
work days of the review outcome.
. . . Student to detail their 'Grounds for Review' in writing to the o . .
Review of a Final Grade. Registrar Within 3 work days of receipt of Final Grade

Registrar.

If not accepted, the Registrar will advise the student the reasons
in writing.

Within 5 work days of the receipt of the
request.

Stage One - Informal Review

If accepted, student to receive feedback from the unit teacher

Feedback given to student within 5 work days.

Stage Two - Review by Head
Teacher

Head Teacher

If student is not satisfied with feedback, submit request to Head
Teacher.

Request must be submitted within 5 work days
of receiving feedback .

Head Teacher will advise student if their request is accepted or
not accepted.

Issued within 2 work days of the receipt of the
reguest.

If accepted, Head Teacher conducts review process. Registrar will
then advise student of outcome.

Outcome issued to student within 12 work days
of receipt of request.

If student is not satisfied with the cutcome of Stage Two, student

Within 5 work days of receiving the outcome of

Review and Appeal of
Assessment - Review of
Final Grade Procedure

Stage Three - Appeal Registrar
g PP € to submit Appeal, detailing their reasons. Stage Two.
Registrar to acknowledge receipt of appeal to student. Within 2 work days.
Appeal Committee to meet and consider appeal. Within 5 work days.
Registrar advises student the Appeal Committee decision. Within 2 work days.
A i i If student disagrees with the outcome provided at any stage, o A
Grievance with outcome Registrar . Within 5 work days. Grievance Procedure
Grievance procedure to be followed.
. . Student is advised that as a result of their academic performance, | Within 10 work days of the posting of the Term i A

Academic Probation i ) i Academic Probation
they have been placed on 'Academic Probation'. Final Results
If student disagrees with status of 'Academic Probation', and no

Grievance with outcome Registrar review of final grade is requested, Grievance procedure to be Within 5 work days of student receipt of advice.| Grievance Procedure
followed.
. If student wishes to 'Show Cause' as why they should not be Within 20 work days of students receipt of

Academic Dismissal - Show _ o ] . . R

Cause Registrar dismissed, they must state their reasons and show cause ina notice of Academic Dismissal.
written submission.
Academic Progress Committee will meet and consider the appeal, | Within 5 work days of receipt. Academic Dismissal
Registrar will advise Student outcome of Committee meeting. Within 5 work days of meeting.

) If Student not satisfied with the the outcome of the Academic Within 5 work days of student receipt of
Exteranl Appeal Registrar

Progress Committee, External Appeal to be followed

committee outcome.
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STUDENT RECORDS AND FILES

‘ STUDENT FILES

All dealings between a student and Hostec are confidential. Hostec will not disclose any information, verbally
or in writing, to any party other than the student, unless the student authorises such. Upon written request
from the student, the Registrar will release particular information contained in the student file to another
party.

All student records and other student information collected or generated by Hostec are protected by our
Personal Information and Privacy Policy

CONTENT OF A STUDENT FILE

During a studentds enrol ment, application documents, ¢
a |l ocked file | ocated in Hostec Head Office (see belo
contain, but is not limited to, the following:

1 Application form plus all supporting documentation (high school transcripts, university and college

transcripts, character and professional references, medical certificates, letter of application);

Confirmation of Enrolment form;

Correspondence relating to a studentds attendance,;
Correspondence relating to any appeal, grievance or special consideration application;

Academic record (the record of a studentds academio
Statement of Attainment (list of competencies achieved);

Examination results;

Attendance records;

Industry placement reports.

= =& —a a8 -8 —a -2 9

STUDENT ACCESS TO THEIR FILE

A student may access their files at an appropriate time by appointment. To view their file, a student must
send a request in writing to the Registrar. The Registrar will then arrange a suitable time to view your student
file.

Normally, after arrangement with the Registrar, a student may peruse records in his or her file during office
hour s, wi t lofficas. jpangdguest to she Registrar, copies of documents held in a student file can
be provided.

If after viewing their student file, a student is not satisfied with the information contained or consider some
information to be inaccurate they should write to the General Manager detailing their concerns and if
applicable, asking for corrections to be made.

The student may request to view their file again to ensure the changes have been made.

If a student believes a breach of their personal information and privacy has occurred by Hostec (including our
officers, employees and those who perform services for or on our behalf) relating to information obtained by
Hostec, students are able to access Hostec grievance procedures.

PERMISSION TO VIEW STUDENT FILES

The following staff members of Hostec are permitted to view student files at any time:
1 Managing Director;
i General Manager;
1 Learning and Development Manager;
1 Campus Managers;
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Registrar;

Admissions Officer;

Head Teacher;

Marketing Executive;

1 Administrative and Finance Officers.

= =4 —a A

From time to ti me, ot her members of staff, particul ar/|
prior permission from the Registrar.

ELECTRONIC DATA STORAGE OF STUDENT RECORDS

Hostec maintains and stores all data regarding student enrolments, academic performance, and industry
placement on a database stored in a secure data hosting facility. Data is also stored on daily, weekly, and
monthly backups. Each monthly backup is secured in a fireproof safe in a remote location to the actual
database servers. Monthly backups are replaced by an annual backup respective to year. Academic records
are archived in this format indefinitely.

PERSONAL INFORMATION AND PRIVACY POLICY

The purpose of this policy is to communicate to prospective and current students how their personal
information is handled by Hostec. This is to provide all students with a better understanding as to the sort of
personal information Hostec holds and the way it handles that information.

DEFINITIONS

In this privacy policy, personal information (as defined in the Privacy Act 1988) means information or an
opinion (including information or an opinion forming part of a database), whether true or not, and whether
recorded in a material form or not, about an individual whose identity is apparent, or can reasonably be
ascertained, from the information or opinion.

SCOPE

Student information collected and maintained generally includes name, address, date of birth, gender,
nationality, passport number, citizenship and residential status, contact details (including phone, fax and e-
mail), medical certificates, intended course of study, previous academic records, course attendance records
and parent and/or emergency contact details. Other information may include photographs, financial
information and employment history.

Occasionally, we may receive personal information about third parties from others who contact us and supply
us with the personal information of others in the documents they provide to us. In these circumstances, we
will attempt to ensure that the consent of those third parties is obtained if we think we may need to use or
disclose that information.

POLICY

Hostec will abide by all relevant legislation and standards in the collection, storage, use, and disclosure of all
personal information. Hostec will endeavour to collect personal information from the individual to whom it
relates where practicable. Hostec will:

1 only collect such information that is reasonably necessary;

1 notify the individual concerned when it collects personal information at the time of collection or as
soon as practicable thereafter;

1 advise what the personal information will be used for;

advise who will receive the personal information;

1 advise if the collection is voluntary, and the consequences if information is not, or only in part, given;

==
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1 publish contact details regarding whom to contact to gain access to and for the correction of the
personal information;

1 take reasonable steps to ensure that personal information holdings are relevant, not excessive,
accurate, up to date, complete and that the collection does not unreasonably intrude on the personal
affairs of individuals;

1 keep personal information for no longer than is necessary and then dispose of it lawfully and
securely;

1 provide reasonable protection of personal information against loss, unauthorised access or use,
modification, disclosure or other misuse;

1 ensure that all reasonable steps are taken to so that personal information is not used or disclosed
without authorisation by external service providers;

1 not disclose personal information to third parties unless:

the subject of the information has consented to the disclosure, or has been notified of the
likelihood of the disclosure; or

Hostec is required by legislation, court order or other legally enforceable instrument and the
request is not in an appropriate written form; or

it is reasonable to believe disclosure is necessary to prevent or minimise a serious and
imminent threat to the life or health of any person.

In no other circumstances will personal information be disclosed.

AUTHORITY TO DISCLOSE INFORMATION

Upon enrolment, the student may elect to sign a declaration whereby the student permits Hostec to release
academic, personal and disciplinary information when requested by the parent/guardian or other person
nominated by the student. Disclosure will not be permitted unless the form has been completed in full,
received and in the student file. Personal information may also be shared within other sections of Hostec and
for student selection purposes other education institutions. Consent to disclose personal information may be
given with the acceptance of the terms and conditions of a course of study.

CONFIDENTIALITY

All dealings between a student and Hostec are confidential. Hostec, in accordance with this policy will not

di sclose any information, verbally or in writing, t o
authorisation. Upon written request from the student, the Registrar will release particular information
contained in the student file to another party.

AUSTRALIAN GOVERNMENT DEPARTMENTS, TUITION ASSURANCE SCHEMES

Hostec is obliged to release information regarding a
performance, financial status (with regard to payment of deposits and fees), contact details including current
address and attendance level to the following bodies:

1 Department of Immigration and Citizenship (DIAC)

1 Department of Education, Employment and Workplace Relations (DEEWR)
1 NSW Department of Education, Science and Training (DEST)

1 National Centre for Vocational Education Research (NCVER)

Hostec may release student information if enactment of the Tuition Assurance Schemes is required to the
Fund Managers of the Tuition Assurance Schemes.
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STUDENT SERVICES, SUPPORT AND EMERGENCIES

STUDENT SERVICES AND FACILITIES

In addition to the advice and information given here, Hostec holds a series of phone numbers and websites
that may be of interest to students in a variety of circumstances. This is provided as appendices to this
document.

EMERGENCY MEDICAL CARE

In the event of circumstances that require urgent medical care and it is not possible to contact the parent or
guardian, Hostec is authorised as a matter of urgency to seek and provide appropriate medical care in

accordance with the studentdéds agreement with Hostec.

FINANCIAL ADVICE

In the event that a student has financial difficulties, Hostec does have procedures in place to structure
payment plans for all outstanding fees. Advice on further financial assistance can be provided by the
accounts department at Hostec.

LEGAL ADVICE

Should a student require legal advice, Hostec recommends contacting Legal Aid as provided in the contact
sheet in the appendices.

COUNSELLING SUPPORT

In the event that the student feels the need for support in adjusting to Australian life or resolving a dispute,
the first option is to speak with a teacher. If that is not possible or appropriate, it is suggested that matters
relating to the operation of the academy, academic or administrational issues be taken up with the staff as
listed below.

Issues that are of a personal nature such as homesickness, relationship issues etc should, in the first
instance be directed to the Student Solutions Officer on (02) 8002 0273. They will:

1 Encourage the student to express thoughts and feelings, explore alternative points of view, or just
make some sense of life;

1 Make referrals to helpful support services, including welfare and legal services or;

9 Direct you and assist you to the appropriate Hostec employee. Generally, the point of contact for
academic matters is the Head Teacher, and for administration issues the Registrar.

If the Student Solutions Officer is unable to assist, they will contact a qualified counsellor from
Psychotherapy and Counselling Federation of Australia, the Counsellors and Psychotherapists Association
NSW, Victoria or Queensland Counsellors Association.

A comprehensive contact |ist of services and help is |
Numbers and UsefulWe b si t es 0.

FOR STUDENTS BASED IN SYDNEY

Call to schedule an appointment with the Student Solutions Officer on (02) 8002 0273 or simply stop by the
Hostecbébs Head Office during nor mal business hour s. Ser
and free of charge.

FOR STUDENTS BASED IN MELBOURNE
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Call to schedule an appointment with the Student Solutions Officer on (02) 8002 0273. Services offered by
Hostec are completely confidential and free of charge.

FOR STUDENTS BASED IN BRISBANE

Call to schedule an appointment with the Campus Manager on (02) 8002 0282 or simply stop by the
Brisbane Campus during normal business hours. Services offered by Hostec are completely confidential and
free of charge.

CRITICAL INCIDENT

In the event of a critical incident, Hostec recognises that appropriate infrastructure must be in place to ensure the
provision of all necessary support services. Hostec recognizes the duty of care owed to its students and that
planning for the management of a critical incident is essential. A critical incident is defined by the National Code

asba traumatic event, or the threat of such (within or
i nj utnegdnot be life threatening.

Critical incidents are not limited to, but could include:
9 missing students;
1 severe verbal or psychological aggression;
1 death, serious injury or any threat of these;
1 natural disaster; and
1 social issues such as domestic violence, sexual assault, drug or alcohol abuse.

Critical incidents should be reported to the Student Solutions Officer on (02) 8002 0273.

STUDENT RESOURCES AND FACILITIES

Students will have access to a range of resources and facilities in each of the venues in which Hostec
conducts its training. This may range from full library resources and computer labs to access to property staff
facilities such as staff dining room, change room, and games room.

As each site is different, the resources and facilities available to students will be explained to
students/applicants at Open Days and at the orientation. The Campus Manager will be able to direct
students to a range of local organisations and resources to assist in a range of situations. Should they be
unavailable to assist, it is recommended that students contact the Student Solutions Officer on (02) 8002
0273.

STUDENT SUPPORT

A range of services can be arranged for students including assistance for accommodation, academic advice,
academic support, visa information, English language support and general support can be accessed by
contacting the Student Solution Officer on (02) 8002 0273.

The support provided by Hostec is free of charge but where the services of external organisations are
engaged by the student, such as extra English language classes provided by an external ELICOS provider,
the external organisation normally charge a cost to the student.

EMERGENCY EVACUATION PROCEDURE

Upon hearing the evacuation alarm, all Hostec staff and students must immediately move to the designated
assembly. For our campus on York Street, this is in the park opposite the building. For all other sites, you will
be instructed, as per individual orientation days, for each. Follow the instructions given by the Fire Wardens.
The building must not be re-entered until you are instructed to do so by emergency personnel.

www.hostec.com Creation Date 27 July 2007
Hostec International Pty. Ltd. Version Date June 2010
ABN 28 082 814 739 Review Date 1 October 2011

CRICOS Provider Numbers: NSW 02831M, VIC. 03130K, QLD 03144D. NTIS 90034 Version 15







































