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Introduction 

Welcome to Australian College of Information Technology (the college; our college). 

 

We want to ensure that you are provided with vital information and that you read and understand all 

contents of the Student Handbook (this document). Students will need to understand and comply with the 

published rules, policies and procedures of the college. 

 

Due to the importance of this document, on receiving your course program of study Letter Of Offer and in 

signing the Acceptance of the Offer, each student will be agreeing and acknowledgment that they have 

received and read the Student Handbook (this document), either electronically or a hardcopy. 

 

Mission Statement 

Our college delivers education that is benchmarked against national and international standards. 

Moreover, complemented by a work experience / graduate placement program that leads to recognised 

qualifications and provides students with an enjoyable and fulfilling educational experience. 

 

About Us 

Our college is a privately owned Australian Government Registered Training Organisation (RTO) and is 

bound by various state and national governing bodies and legislation to comply and provide quality 

vocational education and training. We offers various nationally accredited vocational training programs in 

Information Technology, Electronics, Graphics and Multimedia from Certificate to Advanced Diploma level.  

Diploma and higher-level courses can be used as credits towards universities in Australia.    

 

We deliver innovative and unique blend of well-equipped, up to date curriculum, highly qualified and 

passionate teachers and superb geographical locations. Hundreds of students have studied at the college 

and now have exciting successful and well-paid careers. 

 

The college values: 

 a commitment to excellence in learning and teaching and promoting learning as an enjoyable, 

lifelong activity. 

 the importance of academic, physical, social, emotional, moral and spiritual development of each 

 student. 

 commitment to the respect and recognition of people as our most valuable asset 

 supportive Institute environment where all persons on campus are treated fairly and respectfully 

 attractive physical environment which enhances effective teaching and learning. 

 

Our college accepts domestic and international students, which provides students with various 

opportunities for cultural exchange and diversity.  

 

Australian Skills Quality Authority (ASQA) is the national regulator for Australia’s vocational education and 
training sector. ASQA regulates courses and training providers according to the Standards for Registered 

Training Organisations 2015 (RTOs) to ensure nationally approved quality standards for training are met. 

The focus of these standards is the demonstration of preparedness of registered training organisations to 

deliver quality training and assessment services and focus on continuous improvement. For further 

information on ASQA please visit: https://www.asqa.gov.au/course-accreditation/standards-vet-

accredited-courses 

 

Our college also complies with the national regulator for RTO’s and institutions who offer courses to 

international students that are in Australia on a student visa. These are the National Code of Practice 2018 

and the Education Services to Overseas Students (ESOS) Act 2000, which established legislative 

requirements and standards for the quality assurance of education and training institutions.  

For further information on the ESOS Act please visit: 

https://internationaleducation.gov.au/Regulatory-Information/Education-Services-for-Overseas-

Students-ESOS-Legislative-Framework/ESOS-Regulations/Pages/default.aspx  

https://www.asqa.gov.au/course-accreditation/standards-vet-accredited-courses
https://www.asqa.gov.au/course-accreditation/standards-vet-accredited-courses
https://internationaleducation.gov.au/Regulatory-Information/Education-Services-for-Overseas-Students-ESOS-Legislative-Framework/ESOS-Regulations/Pages/default.aspx
https://internationaleducation.gov.au/Regulatory-Information/Education-Services-for-Overseas-Students-ESOS-Legislative-Framework/ESOS-Regulations/Pages/default.aspx
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Our college recognises the importance and benefits of combining industry experience with tertiary 

education when striving to deliver programs of highest quality and relevance to the client. All trainers and 

assessors employed or contracted by the college have demonstrated significant industry experience in 

addition to obtaining tertiary qualifications, allowing them to provide a professional, well-rounded learning 

environment for participants. Staff are equipped with the skills to ensure their teaching methods are 

suitable for all participants, utilising simple language where appropriate to communicate information most 

effectively.  

 

Our college recognises that opportunities for improvement arise in every aspect of business and has 

developed an organisational culture within the college to capitalise on these opportunities for improved 

practice. The college welcomes feedback from all students at the end of each program.  Student feedback 

has been identified as an important and valuable factor in monitoring and developing business practices 

and quality training, ensuring the ever-changing needs and expectations of clients are being met.  

 

If you need any assistance or further clarification, please contact the college via the information below: 

 

Level 1, 2/246 Varsity Parade, VARSITY LAKES QLD 4227 

Telephone: +61 7 5578 8122 

Facsimile: +61 7 5578 8077  

Email:  admissions@acit.edu.au  

 

Other Important Contact Details for Students   
Information 

Information required on Source Contact Details 

 

Overseas Health Cover 

(OSHC) 

BUPA www.bupa.com.au/health-insurance/cover/oshc 

 

Transport City Rail; Buses & 

Ferries 

http://www.translink.com.au/ 

Taxi Information Gold Coast Cabs http://www.gccabs.com.au/ 

 

Emergency: Police / Fire/ 

Ambulance 

QLD State Emergency 

Services 

https://www.qfes.qld.gov.au/Pages/default.aspx 

Dial 000 In Case Of Emergency 

Police, Fire and Ambulance - Phone 000 for 

emergency assistance. 

Lifeline - Phone 13 11 14 for crisis support (i.e. feeling suicidal or 

if you need to talk to someone immediately). 

Crisis Counselling Service - Phone 1300 363 622. 

Hospitals/ Medical 

Centres/After Hours Doctors 

Robina Hospital  

 

 

 

 

Varsity Lakes Family 

Practice 

 

 

National Home Doctor 

Service  

Robina Hospital - 2 Bayberry Ln, Robina QLD 4226. 

https://www.goldcoast.health.qld.gov.au/hospitals-and-

centres/robina-hospital 

 

Varsity Lakes Family Practice – 201 Varsity Parade Varsity Lakes  

http://varsityfamilypractice.com.au/ - 5575 8155 

 

National Home Doctor Service -  

http://www.homedoctor.com.au/section/home/Medcall and 

International students 

https://housecalldoctor.com.au/about/international-students/ 

Tel:13 SICK (13 7425) or +61 7 5531 1224.  

Disability Services Disability Services, 

Queensland. 

Level 1, 27 Peel Street, South Brisbane. 

(07) 3109 7007 

https://www.communities.qld.gov.au/disability 

Multicultural Community 

Information 

Multicultural Australia 

Multicultural Affairs 

Queensland 

Multicultural Australia 

http://www.multiculturalaustralia.edu.au/ 

Multicultural Affairs Queensland 

http://www.multicultural.qld.gov.au/ 

mailto:admissions@acit.edu.au
http://www.bupa.com.au/health-insurance/cover/oshc
http://www.gccabs.com.au/
https://www.qfes.qld.gov.au/Pages/default.aspx
https://www.goldcoast.health.qld.gov.au/hospitals-and-centres/robina-hospital
https://www.goldcoast.health.qld.gov.au/hospitals-and-centres/robina-hospital
http://varsityfamilypractice.com.au/
http://www.homedoctor.com.au/section/home/Medcall
https://housecalldoctor.com.au/about/international-students/
tel:13SICK
tel:+61755311224
https://www.communities.qld.gov.au/disability
http://www.multiculturalaustralia.edu.au/
http://www.multicultural.qld.gov.au/
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1. ALL STUDENT RIGHTS AND RESPONIBILTIES  

1.1 Course Fees 

Each qualification, unit of competency or accredited course offered by the college has a specific 

course fee. Please refer to your offer of course placement for details. 

 

The course fee (at the time of enrolment) are inclusive of the following items: 

 Training resources (excludes: RPL application fee, overdue account fees, extension fee, re-

assessment fee, USB device fee, textbook/hard copy print fees, re-issue fee for access codes 

and re-printing of certification) 

 Access to the online learning system  

 Support from trainers and/or assessors 

 Assistance from administration staff  

 Live Webinars 

 Online discussion forums  

1.2 Course Fee Payment 

1.2.1 Students are required to pay all deposits and fees specified in your offer of placement 

agreement before commencement of study 

1.2.2 If you repeat a subject and this falls into another semester after the course completion date, 

you will be charged part of the tuition fees for that semester. 

1.2.3 If you have overdue fees you may not be eligible to undertake/submit assessments, continue 

to study or enrol into further study. Additionally a late fee payment of 10% of the outstanding 

balance will be applied to your account at the college’s discretion. 

1.2.4 If you have outstanding fees at the end of the semester or at the end of your course. Your 

results and qualification will be withheld until all fees have been paid in full. 

1.2.5 The college reserves the right to vary fees without notice. 

1.2.6 Domestic Students Only - Where less than $1,500 is collected prior to the commencement of 

training or where the total course fee is less than $1,500, a fee protection process is not 

required. These fees are paid by/charged to the student, a government agency or the 

student’s employer.  Where the total course fee is more than $1,500, the college will observe 

the requirements of Schedule 6 of the Standards for RTOs 2015. This schedule outlines 

requirements for protecting fees prepaid by individual students or prospective students for 

services. One of the requirements of Schedule 6 requires the RTO to be a member of a 

recognised Tuition Assurance Scheme.  

1.2.7 Payments can be made using one of the methods below and email the receipt to confirm 

payment. 

 Cash: Paid in person in Australian Dollars. Cash is NOT to be sent through the post. 

 Bank Deposit 

Bank: Westpac Banking Corporation, Robina Town Centre QLD 4230 

Account name: 
Precept Education Pty Ltd t/a Australian College of Information 

Technology Students Trust Account  

Swift Code: WPACAU2S 

BSB:  034-279 

Account Number: 218562 

Reference: Provide your name or student number as a reference 

 

Fee information is available via the college website. Alternatively, you can contact the college via 

phone, email or in person. 

 

1.3 Refund Policy 

Please refer to your offer of course placement agreement. If you require a copy of your offer of 

placement agreement, you can request a copy by contacting our office. 
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1.4 Complaints and Appeals  

Please refer to our website for a copy of our current QP26 Complaint and Appeals Policy. Alternatively, 

you can request a copy by contacting our office 

1.5 Student Support Services 

The college has resources and staff available to help students if necessary. If you are facing problems of 

any kind, please do not hesitate to contact any of the staff. Our staff are always happy to help you 

whenever possible.  

 

1.5.1 Academic Support 

The college offers an academic support to students in addition to their regular scheduled lectures. To 

assist students in their assignments there are Assignment Referencing workshops to help prevent 

plagiarism. Additional tutorial support is organized for students requiring academic assistance. 

Workshops are conducted for students with academic difficulties such as study skills, counselling, support 

and guidance is offered to students who have academic difficulties. Students are advised to contact their 

respective course tutors or course coordinators for any additional academic support. The course 

coordinators will then refer you to the respective staff that will then provide you with relevant assistance. 

1.6 Recognition of Prior Learning (RPL) 

Our college recognises student’s prior learning gained through training, work experience or other life 
experience.  Recognition will be given based on demonstrated competency resulting from both formal 

and informal training. At a fee of $500.00 per competency assessed. 

The college recognises the prior learning of students based on: 

 previous training, (includes overseas qualifications). All overseas qualification achieved will be 

reviewed and assessed through the Australian Education International (AEI), through the National 

Office of Overseas Skills Recognition (AEI-NOOSR) guidelines to check its relevance and its standards 

within the Australian Education framework. http://aei.dest.gov.au/AEI/Default.aspx 

 formal study and acquisition of a qualification and statements of attainment from another RTO, 

 practical experience in a work environment, 

 projects undertaken, and 

 Life experiences. 

All students and consultants/agents can download forms online at www.acit.edu.au or request RPL 

forms by emailing to admissions@acit.edu.au . 

1.7 Access to Records 

Students may request access to their own academic records and other records related to their training 

by asking at reception or by emailing admissions@acit.edu.au. 

Replacements for lost qualifications may be requested by emailing admissions@acit.edu.au. A reprint 

fee will be applicable.  

1.8 Privacy and Security of Records 

Our college complies with The Privacy Amendment (Enhancing Privacy Protection) Act 2012 (Privacy 

Amendment Act) made many significant changes to the Privacy Act 1988 (Privacy Act). These changes 

commenced on 12 March 2014. The Privacy Regulation 2013, made under the Privacy Act, also 

commenced on 12 March 2014.  Privacy Principles that are strictly applied to all aspects of the college 

operations. 

Our college ensures security of records by complying with the storage requirements detailed in ASQA's 

General directive: Retention requirements for completed student assessment items, 22 June 2012. This 

directive includes requirements for storage including: safeguards against unauthorised access, fire, 

flood, termites or any other pests, and to ensure that copies of records can be produced if the originals 

http://www.acit.edu.au/
mailto:admissions@acit.edu.au
mailto:receptiongc@acit.edu.au
mailto:receptiongc@acit.edu.au
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are destroyed or inaccessible. Our college enhances its compliance with this directive by protecting 

electronic files with up-to-date virus protection, firewall, and spy ware protection software.  

Our college software and hardcopy systems will retain student’s results for a period of no less than 
thirty (30) years. If requested, enrolment information, training and assessment information or results of 

assessment will be provided in electronic format wherever possible.  

1.9 Requirements to Achieve Qualifications 

Assessment methods will ensure that all students are treated fairly and impartially and shall be based on 

the AQTF principals of competency, flexibility, validity, reliability and recognition of prior learning.  

Assessment may take place in the classroom, laboratory, or on-line setting and will involve any or all of: 

 Written tasks (Short answer questions, multiple choice questions) 

 Verbal tasks (Questions and Answers) 

 Practical tasks (Presentations, Projects, Practical demonstrations, Role playing) 

 On-line project work 

 

1.9.1  Assessment for Certificate or Diploma Qualification 

To receive a Certificate or Diploma Qualification, students must achieve competency in a range of 

technical, interpersonal, and organisational skills.  Within each course the instructor conducts 

assessments to gauge the competency of each student for the specific skills being assessed.  

Students must achieve competency in all assessments to receive the Qualification.  Students that 

do not achieve competency in an assessment will be given the opportunity to be reassessed for 

those specific skills. A student will receive a Statement of Attainment for partial completion of a 

full Qualification.  The responsibility for passing exams rests with the student.  Failing an exam 

does not entitle a student to a refund of the course fees.  Academic results and qualifications will 

not be issued to students with outstanding or overdue course fees. To pass a subject, students 

must pass all the assessments for the subject. 

Students will be graded as competent or not competent.  Competent means that the student has 

passed.  Not competent means that the student has failed the assessment, it does not mean the 

student has failed the subject. The student will be given the opportunity to do the assessment 

again without having to do the subject again. The student may attempt an assessment up to 3 

times. You may be charged a fee for the second and third attempt.  If you fail an assessment 3 

times then you have failed the subject. You may repeat the subject by re-enrolling in the subject. 

The usual tuition fees will apply. If you fail a subject twice you have failed the course. 

Late assignments will not be accepted except in the case of serious medical reasons. Students 

seeking to get an extension will need to apply in writing prior to the assignment due date. It will 

be at the discretion of the college to decide whether an extension will be granted. 

The college is required, under s19 of the ESOS Act 2000, to tell the Department about: 

a) certain changes to the student’s enrolment; and 

b) any breach by the student of a student visa condition relating to attendance or 

satisfactory academic performance. 

1.9.2 Assessment for Industry Certifications 

Vendor and Industry body exams are optional; they are not required to obtain the Australian 

national qualification. To receive vendor or industry body accreditation’s (eg. Microsoft, CompTIA) 
students must pass the vendor or industry body certification exams that are required for this 

accreditation. These accreditations are issued directly by the vendor or industry body concerned. 
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The College does not issue these accreditations.  The course instructors do not conduct these 

exams. Vendor’s and industry bodies conduct their own exams and they use a dedicated examining 
organisation to administer these exams.  The scheduling of these exams is at the discretion of each 

individual student.  Vendors and industry bodies charge a fee to take their exams, these fees are 

not included in the college course fees. Students should take care to be thoroughly prepared prior 

to taking the exam. The responsibility for passing exams rests with the student.  Failing an exam 

does not entitle a student to a refund of the course or exam fees. 

1.9.3 Resitting Assessments 

1.9.3.1 Resitting Vendor or Industry Body Certification Exams 

Vendor and Industry body exams are optional; they are not required to obtain the Australian 

national qualification. In the event that a student does not pass a vendor or industry body 

certification exam the student may reset the exam providing that the exam has not been 

retired or superseded.  There is generally no limit on the number of times an exam can be 

taken however a limit may be imposed at the discretion of the examining body.  The 

prescribed examination fee must be paid at the time the exam is booked.  The amount of the 

fee depends on the particular exam being taken.  Generally the fees range between $200.00 

and $400.00 AUD. 

1.9.3.2 Resitting Certificate or Diploma Assessments 

In the event that a student does not attain competency in one or more Certificate or Diploma 

assessments the student will be given opportunities to be reassessed on the subject areas in 

question.  A reassessment fee will be charged when booking the resit.  The instructor will set 

the time and date of the resit.  Students failing to attend a resit will forfeit the reassessment 

opportunity and any assessment fees paid.  In the event that a student does not attain 

competency on the third attempt the student will be required to take the subject again before 

taking any further resits.  If you need to re-sit an assessment, you need to inform reception to 

organise a time. ACIT exam resits are $200.00 to cover administration and staffing costs. 

Please note that certificates will not be issued until all exam resit fees are paid. 

1.10 Completed Assessment Records  

Each and every assessment submitted by every student will be retained for a minimum period of six (6) 

months. At the expiration of six (6) months period, the student's assessments will be stored electronically 

for thirty (30) years. When in paper format, student’s work will be scanned onto the company server and 
the hard copies will be shredded.  

 

Student assessment results will be recorded electronically within the student database system. This 

information may be used to provide annual competency completion reports and/or AVETMISS reports, as 

required. Results of assessment will be retained for thirty (30) years 
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2. STUDENT ON-CAMPUS RESPONSIBILTIES  

2.1    Eating and Drinking 
Eating and drinking in classrooms is not permitted. 

2.2   Toilet Use 

Please use the toilets provided with care and respect for the property and understand that these facilities 

are to be used by others. Cleanliness and hygiene is necessary. Any antisocial unhygienic behaviour in the 

toilets is prohibited and anyone abusing these facilities may have their enrolment cancelled.   

 Access and Equity 

The college is an equal opportunity employer and training provider. The college does not discriminate 

against persons on the basis of race, gender, age or social background. The college makes training equally 

available to everyone and encourages the under privileged, those with disabilities and women seeking 

non-traditional vocations to participate in its training programs.  

 

2.4    Health and Safety 

The provision and maintenance of a safe workplace is a principal aim and duty of the college. To achieve 

our vision we will maintain an effective Work Health and Safety Management System consistent with 

internationally recognised standards. In recognition of our shared responsibility and wellbeing, we expect 

and support all staff, students, visitors and contractors to take an active role in identifying, reporting and 

managing health and safety risks. Students and staff also have a legal duty to take care and protect their 

own health and safety and to avoid adversely affecting the health and safety of others. 

2.5  Emergencies 

For emergencies – where there is a danger to life or a crime is being committed the emergency services – 

Police, Ambulance or fire brigade can be contacted on 000. 

At times, situations may arise when the Institute needs to be evacuated, and in such situations the 

following steps must be followed: 

 Warden/s will notify each room of the need to evacuate. 

 Students accompanied by their lecturer will exit in an orderly manner by the stairs, shown on 

the floor plan displayed in each room. Also shown below. 
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2.6  Smoke-free Campus 

The college is pleased to promote a smoke free environment. Smoking is prohibited throughout the 

buildings on campus including entrances to buildings, foyers, toilets and outside the building and 

stairwell. All staff, students, visitors, volunteers and contractors who come on to the college campus will 

need to adhere to the smoking policy.  This also includes the general public. With this policy, our college 

joins every other university in Queensland in committing to the provision of a smoke-free study 

environment. 

2.7  Communication and Interaction  

When communicating and interacting with the college staff and other students in person, by letter, fax, 

telephone or email, you have a responsibility to: 

 Treat people with respect and fairness regardless of their background or culture 

 Show respect for others by not swearing, using obscenities or making offensive remarks 

 Not do anything that could offend, embarrass or threaten others 

 Not harass or disrupt others in the performance of their duties or studies 

 Avoid unacceptable behaviour i.e. aggressive, threatening or abusive behaviour (including 

bullying or harassment of any type) 

 Respect and not damage or steal property of the institute or of other persons 

 Not make false statements in regard to your student status or representation as a student or 

entitlements as a student. 

 

2.8 Unruly Behaviour 

Students will be dismissed immediately without any refunds or notice for: 

 Dealing with prohibited or illegal drugs on the premises 

 Stealing (including breaching any copyrights held by the college) 

 Regularly missing classes without reasonable clause 

 Verbally or/ and physically abusive or / and sexually harassing to others at college  

 Misuse or damage of college property (physical or intellectual of computer files, network, etc.) 

 Operating business on college property by using the computer network, email or phones 

 Using the college Internet for purpose not related to your course. 

2.9 Disciplinary Procedures 

Students who breach the requirements of college behaviour, and classroom Etiquette and Academic 

Honesty as stated in the subject outlines shall be disciplined as follows: 

 On the first offence, their instructor shall reprimand the student. 

 Repeated offence shall be reported to the Director of Training who shall determine an appropriate 

course of action, which may include counselling, some form of sanction, or dismissal from the college. 

2.10 Standard Dress Code 

As part of ACIT’s graduate placement program, potential employers and industry experts are looking to 
recruit graduates from the College. It is therefore very important that students look neat and tidy and 

display good manners to create a good impression and to increase the possibility of employment. 

Below are the standard dress and health and safety instructions to be adhered to: 

 

2.10.1 Clothes 

a) Clean and neat appearance 

b) Sport shirt/Shirt (men) 

c) Trousers/Jeans/skirt 

d) Students are not permitted to wear singlets and shorts 
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e) Any t-shirts are to be neat and non-offensive 

 

Below are some examples of appropriate dress: 

   

2.10.2 Shoes 

Protected/closed shoes to be worn at all times. Open slippers and thongs are not permitted  

2.10.3 Hair & Personal Hygiene 

Students are required to have clean and neat hair at all times. Any facial hair must be neatly trimmed. 

Students are required to keep their personal hygiene to good standard.  

2.11 Computer and Internet Usage Policy 

It is upon conditions of your continuing enrolment that you abide by these policies. Inappropriate use will 

result in the cancellation of privileges and/or enrolment. A student's activities while using the Internet in 

this school must be consistent with the educational objectives of the curriculum. 

2.11.1 Expectations for Correct Internet Use: 

• Use the internet for educational purposes; 

• Visit the sites which are relevant to the topic you are researching; 

• Respect the privacy of other users; 

• Be quiet. Be aware of and courteous to others 

• Respect the property of others. Never change any file belonging to another person; 

• Always report any misuse of the Internet to the supervising teacher; 

• Acceptable use includes gathering and disseminating information and encouraging resource 

sharing; 

• Use of the material on the Internet is regulated by Copyright Law, therefore copying and/or 

printing/redistribution of another's work, and using another's work should only be done with 

correct acknowledgement; 

• Notify a teacher if a virus is detected. 

 Unacceptable Use Of The Network Includes: 

• Visiting websites which contain objectionable material. If you have any questions about the 

appropriate nature of a site ask your supervising teacher for permission to visit the site; 

• Using the Internet at school for non-school related purposes; 

• Using the Internet for commercial purposes; 

• Using the internet to download games of software unrelated to studies; 

• Installing software on the local hard drive unless asked to by a staff member; 

• Removing system and software files unless asked to do so by a staff member; 
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2.11.2 Email 

 E-mail is available for students to support the educational programs of the College.  

 MSN Messenger, Facebook and similar social sites and chat lines are not to be accessed via the 

College computers. 

 Any use of the College's computer network for private use is entirely at the discretion of the 

college; 

 Messages, Games, Internet sites which could be construed as obscene, racist, discriminatory, 

harassing, or in any way contrary to the ethos of the College, are explicitly banned from the 

College computer network. 

2.11.3 Privacy 

Technical staff or any staff member nominated by the Principal as being responsible for the security 

and integrity of the computer facilities may examine any files and software to ensure compliance of 

these guidelines. 

2.11.4 Protective Measures 

 Students are requested to log off and shut down when finished with a computer; 

 Any hardware of network problems should be reported to the supervising teacher or the network 

administrator who will assess the problem, provide diagnosis and a solution where necessary. 

 

2.11.5 Data Backup, Security and Disclaimer  

 The college computers are re-formatted and cleared of all unnecessary data at the end of each 

term. The user accepts full responsibility for backing up his or her data and program files.  

 The user agrees to pay for any damages to the equipment. The user also agrees to be held liable 

for the improper use of equipment or software, including copyright violation, and agrees to 

defend, indemnify, and hold the Australian College of Information Technology harmless for any 

such liability or expenses.  

 The college is not responsible for corrupted or lost work or damage to personal property as a 

result of their advice or assistance, or as a result of a system malfunction.  

 The college is not responsible for backing up any user's personal files. 
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3. WORK EXPERIENCE PROGRAM 

3.1 What is voluntary work experience? 

Voluntary jobs will usually be offered by organisations relevant to that of the industry sector you are 

currently undertaking training and doing a college course at the ACIT.  The ‘host’ organisation that you 
will embark upon will need to be relevant and directly related to the Designated Occupation to satisfy the 

Uniform Assessment Criteria published by Trades Recognition Australia in respect of the work experience 

requirements. 

3.2 Will I be covered by insurance? 

Only students undertaking approved Voluntary Work Experience Program WILL be covered ACIT’s 
Volunteer Work Experience Insurance Policy. 

Students undertaking voluntary work programs that are not relevant / directly related to their designated 

studies/vocational outcome will not be covered. 

3.3 What are the advantages of Voluntary Work? 

 Volunteering helps you to gain some real life experiences which is relevant to your potential 

vocational outcome AND potential future AND may increase your chances to better career choices 

 Participating in voluntary work can often give you a competitive edge when it comes to look for work.  

Not only does it benefit you but it also addresses the human, environmental, and social needs of the 

community therefore can be highly rewarding. 

 Volunteer work can provide valuable work experience and be an important step to a full-time or part-

time position in your chosen industry.  Whether it is paid or unpaid it is highly valued by prospective 

employers 

 Many employers prefer to hire staff who have had some voluntary work experience 

Other benefits of voluntary work 

 Valuable work experience which can be included in your resume 

 Experience using specific skills which are essential to demonstrate to potential employers that 

you can satisfy the selection criteria 

 Develop networks with others to assist you to find paid employment either during or after study 

 Gains elf confidence in the work environment and a sense of personal satisfaction from giving 

your time to help and learn with other professionals 

 

3.4 Forms that must be filled out and Code of Conduct that must be adhered to 

The WORK EXPERIENCE PLACEMENT APPLICATION (can be found in the Work Experience Registration 

Pack) will need to be read through, filled in and signed.  You will note a code of conduct form that lists 

your obligations and the ‘host’ employer’s obligations – these must also be signed and returned back to 

Student Services division of ACIT. 

For insurance coverage, it also essential that you as a student going to work voluntary on-site with a host 

employer that you fill in the Safety Compliance Induction Form. 

ACIT welcomes the opportunity of you as the student finding your own ‘host’ employer that is relevant to 
your course studies / vocational outcome for you to go and do your Voluntary Work Experience at.  If you 

should source a ‘host’ employer, please have the organisation fill in the ‘Voluntary Work Placement’ form 
and forward this to the Student Services Office. 

3.5 Expectations of Students 
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The purpose of Voluntary Work Experience is to ensure that you, as a student of ACIT get  ‘job ready’ and 
exposed to the kind of environment and a taste of the vocational outcome that you will be working when 

you finish your course. 

For this reason, ACIT has certain requirements and pre-requisites that MUST be adhered to when first 

engaging with the ‘host’ employer and then consequently working the nominated/agreed hours on site. 

 

3.6 Code of Conduct 

Attached to your Work Experience / Volunteer Work Experience registration form and safety induction 

compliance form is a detailed copy of the Code of Conduct that all ACIT students engaging in work 

experience at a ‘Host’ employer site must read, adhere to and sign before engaging in any Volunteer 
Work Experience activities.  

 

3.7 Work Experience / Volunteer Work Experience Code of Conduct 

The Code of Conduct sets out the practices relating to the Work Integrated Learning Work Experience / 

Voluntary Work Experience Program through ACIT’s Student Services division.  Its purpose is to make 
clear what is expected from students, Supervisors, the ‘Host’ organisation and the College; and to 
minimise difficulties caused my misunderstanding or lack of communication. 

 

3.8 Responsibilities of the Student: 

 Behave ethically and in a manner which upholds the good name of the Australian College of 

Information Technology; 

 complete the Work Experience / Volunteer Work Experience Registration and Safety Induction 

form and submit to the college prior to approaching any ‘Host’ organisation that is affiliated with 
the college OR known to the student so that necessary insurance is in place and the Code of 

Conduct / ethics is noted and signed; 

 complete the induction by the Student Services office regarding information and instructions of 

the ‘Host’ employer and then meet the ‘Host’ employer prior to the first day to introduce and 

familiarise themselves with their supervisor as well as allocate any other nominated time / hours 

/ days / weeks that may be done at the new ‘Host’ organisation site; 
 Complete the Work Experience Report provided by the Student Services office; 

 Ensure that the work experience is completed within the time frame agreed upon by the College 

and ‘Host’ Organisation as well as student; 
 Be punctual and inform their supervisor at the ‘Host’ employer site and the Student Services 

Department if they will be late or cannot attend the placement for any reason; 

 work the set hours set by the supervisor at the ‘Host’ employer site, if extra hours are embarked 
upon to pursue the fulfilment of the mandatory 900 hours then contact with the ACIT Student 

Services is made, appropriate information is added on the Work Experience / Volunteer Work 

Experience Report and information uploaded accordingly on the student portal; 

 adhere to policies and procedures of the ‘Host’ organisation site; 
 use resources available at the ‘Host’ employer site for the purposes they are intended; 
 take responsibility for their own health status and, if necessary, take appropriate action/care to 

protect the well being of clients. 

 

3.9 Responsibilities of the ‘Host’ Employer/Organisation: 
The Supervisor will: 

 ensure that the student(s) read the companies policies and Code of Conduct and where 

applicable are given a  copy of any wording of policies in the induction; 

 act as a role model introducing students to acceptable professional behaviour; 

 adopt the role of helper and facilitator of learning; 

 provide a positive learning environment; 
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 provide a variety of learning experiences in keeping with the placement requirements;\ 

 clarify aims and expected outcomes of the placement of the student; 

 assist the student in identifying resources 

 arrange regular and sufficient interviews with the student to discuss their progress / 

difficulties; 

 arrange and provide a safe working environment; 

 orient students prior to their first day of placement and then on their first day of placement 

to reduce anxiety about working in an unfamiliar environment; 

 maintain regular contact with the Student Services Office on the students progress 

 

3.10 Responsibilities of the Student Services Office / the college: 

The college will: 

 be in regular contact with the ‘Host’ organisation; 
 if necessary, mediate between supervisors and students on any issues; 

 report and address any concerns from the student and/or sponsoring organisation in relation to 

work experience; 

 insure students to cover them against injury while on work experience as well as direct travel to 

and from ‘Host’ employer work site. 
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4. INTERNATIONAL STUDENTS – ADDITIONAL RIGHTS AND RESPONIBILTIES 

4.1 Student Visa Requirements 

4.1.1 Course Progress 

Maintaining satisfactory attendance and course progress is a condition of enrolment at the 

college and student visa requirements. 

4.1.2 Course Fees 

Student fees payment is a condition of enrolment at the college and student visa requirements. 

Should you not pay your fee before or on the due, the college has the right to report the non-

payment of fees via PRISMS this will affect your visa status. 

4.1.3 Overseas Student Health Cover (OSHC) 

It is an Australian Government requirement for overseas students and their dependants to 

maintain self-funded medical and hospital cover for the duration of their study in Australia. There 

are several companies that provide health cover.  Such as BUPA is an approved OSHC provider, 

for more information refer to the following website: http://www.bupa.com.au/health-

insurance/cover/oshc 

4.2 Student Support Services   

The college assists students to adjust to study and life in Australia, including through the provision of an 

age and culturally appropriate program that includes information about: 

 Student support services available to students in the transition to life and study in a new 

environment 

 Legal services 

 Emergency and health services 

 Facilities and resources 

 Complaints and appeals processes 

Any student visa condition relating to course progress and/or attendance as appropriate. You can access 

a copy of our QP33 Student Support Policy by contacting our office. 

4.3 Critical Incidents  

Students affected by a critical incident are advised to respond as follows: 

 In case of serious injury or illness contact the ambulance service on 000 

 In case of physical assault contact the police service on 000 

 If you witness a serious accident or incidence of violence contact the police service on 000 

 If you witness or are threatened by fire, bomb-threat, explosion, gas or chemical hazard contact 

the Fire service on 000 

 In the event of any of these occurrences or if you need emergency assistance from the college call 

the campus at which you are studying. Outside of business hours call 0410 173 589 for any 

emergency. The college has a critical incident team which will provide assistance. Please follow 

any instructions that you are given by the team. 

 

In the event of a critical incident being reported the critical incident team leader shall convene a meeting 

of the critical incident team, implement the appropriate plan of action and maintain a written record of 

any critical incident and remedial action taken. The college’s critical incident plans assign responsibilities 

among relevant staff members, and cover all the actions to be taken and timelines for doing so. You can 

access a copy of our QP32 Critical Incident Policy by contacting our office.  

4.4  Student Transfer Policy 

Under the National Code 2018, all students who are issued a student visa based on the Confirmation of 

Enrolment (COE) provided from the college will be expected as a minimum to complete the first six (6) 

http://www.bupa.com.au/health-insurance/cover/oshc
http://www.bupa.com.au/health-insurance/cover/oshc
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months of their principal course. Students are permitted to transfer between approved courses offered 

by the college.  

An overseas student who has not completed six months of his or her principal course of study may 

request a letter of release to transfer from the College to another registered provider.  

A request for a letter of release must:  

a. be in writing,  

b. include all relevant information concerning the reasons for the request,  

c. include documentary evidence acceptable to the College that supports the reasons for the 

request,  

d. be signed by the overseas student, and  

e. must identify the registered provider and course to which the overseas student wishes to 

transfer, such identification to include full particulars of name, address and CRICOS codes 

for the provider and course 

The college does not charge a fee to provide a release letter. The College will grant an overseas student’s 
request for a letter of release only in circumstances where: 

a. the college is satisfied that the transfer will not be to the detriment of the student. 

b. the student has paid all fees up to and including the current semester. 

c. if any of the below conditions are met: 

i. The college fails to deliver the course as outlined in the written agreement 

ii. there is evidence that the overseas student’s reasonable expectations about their 
current course are not being met 

iii. there is documented evidence that the overseas student was misled by the 

college or an education or migration agent regarding the college or its course and 

the course is therefore unsuitable to their needs and/or study objectives 

If the College decides not to grant a letter of release, the College will, within 15 working days of receipt of 

the written request for a letter of release, provide the overseas student with written reasons for refusing 

the request and will inform the student of his or her right to appeal the College’s decision. In accordance 
with the College’s QP26 Complaints and Appeals Policy. 

Please contact our office should you wish to transfer to another college for information on the progress 

required to meet our requirements. You can also obtain a copy of our QP23 Student Transfer Policy. 

4.5  Deferring, Suspending or Cancelling Enrolment  

If you would like to defer, suspend or cancel your enrolment, you are required to complete a request 

form and meet any conditions of your offer of course placement agreement. Contact our office for 

information on this process.  
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APPENDIX A – Definitions 

 

 Access and correction - The college will allow students access to personal information held in all 

circumstances unless prescribed exceptions apply. If the student identifies errors within the 

information, ACIT and IFTV online will correct and update to file.  

 Bullying - Involves any behaviour that suggests a real or perceived power over another party, or 

otherwise undermines a person or group, generally comprised of repeated, persistent acts over a 

period of time. It may include, but is not limited to; verbal abuse, physical assault, intimidation, 

humiliation, unjustified criticism, sarcasm, insults, false or malicious rumours, exclusion or 

isolation, inflicting unnecessary work stresses, or sabotage of a person's work or their ability to 

work by withholding resources or information.  

 Consumer Rights - Consumer protection: On 1 January 2011, the Australian Consumer Law 

commenced and the Trade Practices Act 1974 was repealed and replaced by the Competition and 

Consumer Act 2010. The Australian Consumer Law provides for:  

o National consumer protection and fair trading laws  

o Enhanced enforcement powers and redress mechanisms  

o A national unfair contract terms law  

o A new national product safety regime  

o A new national consumer guarantees law  

 Collection – The college will only collect necessary information pertaining to one or more specific 

operations. The student will be informed as to the purpose for which details are being collected.  

 Confidentiality  - Relates to privacy of information, ensuring that the information is only 

accessible to those who have the authority to access it. Within an RTO this may refer to private 

verbal discussions, student assessments, managerial decisions and legal proceedings.  

 Data quality - The college will take all reasonable measures to ensure that all students' personal 

information that is collected, used or disclosed is accurate, current and complete.  

 Data security - The college will take all reasonable measures to ensure all collected students' 

personal information is protected from misuse, loss or damage, and that all data and record 

storage is secure from unauthorised access, modification or disclosure.  

 Discrimination  - Involves the unfair or unequal treatment of another person based solely on class 

or category. Equal opportunity laws prohibit discrimination on the grounds of sex, marital status, 

pregnancy, family responsibility, family status, race, religious beliefs, political conviction, gender 

history, impairment, age or sexual orientation. All forms of victimisation are also treated as a type 

of discrimination.  

 Openness  - The college will maintain documentation which detail how students' personal 

information is collected, managed and used. When a student makes an enquiry in relation to 

information collected, ACIT and IFTV online will explain what information is held, for what 

purpose it is held and what procedures outline the collection and use of information.  

 Harassment - Involves any behaviour intended to disturb, offend or upset. It may include any 

unwelcome or uninvited verbal or physical action that results in a person feeling intimidated, 

offended, humiliated or embarrassed. Equal opportunity laws prohibit harassment on the 

grounds of sex and race.  

 Personnel - Refers to all employees and contractors of the college  

 Privacy Principles  - The Privacy Amendment (Enhancing Privacy Protection) Act 2012 (Privacy 

Amendment Act) made many significant changes to the Privacy Act 1988 (Privacy Act). These 

changes commenced on 12 March 2014. The Privacy Regulation 2013, made under the Privacy 

Act, also commenced on 12 March 2014.  Privacy Principles that are strictly applied to all aspects 

of the college operations. 

 Racial harassment - Involves a person or persons being threatened, abused, insulted or taunted 

in relation to their race, descent, nationality, colour, language, ethnic origin or any other racial 

characteristic. It may include but is not limited to; derogatory remarks, innuendo or slur, 

gestures, intolerance, mockery, displays of material prejudice towards a race, racial jokes, 

discrimination, exclusion, allocation of least favourable jobs or positions, or unfair treatment.  
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 Sensitive information  - The college will request specific consent from a student in circumstances 

where it is necessary to collect sensitive information. Sensitive information may include, but is 

not limited to; information relating to a student’s health, criminal record, racial or ethnic 
background 

 Sexual harassment  - Involves any verbal or physical conduct of a sexual nature, which is 

inappropriate, unwelcome or uninvited. It may include but is not limited to; sexually related 

physical contact such as kissing, embracing, pinching or other suggestive gestures, intimidation, 

coercion, requests for or promising of sexual favours, questions about a person's private or sexual 

life, sexist or explicit jokes, unwelcome phone calls, emails or other forms of non-work related 

communication, offensive noises, or displays of sexually graphic or suggestive material. 

 Trans-border data flows  - The college privacy protection principles apply to the transfer of data 

throughout Australia 

 Use and disclosure  - The college will ensure student personal information is not used or 

disclosed for secondary purposes without obtaining explicit consent from the student, unless a 

prescribed exception applies.  

 Unique identifiers  - The college will not assign students unique identifiers except when it is 

necessary for efficiency of operations. Commonwealth Government identifiers, such as Medicare 

numbers or Tax File Numbers, will only be used for the purposes of which they were issued.  

 Victimisation  - Involves any process that results in the unfavourable treatment of a person on 

unjust terms. It may include, but is not limited to; unfair punishment, treating a person poorly for 

their involvement in a complaint, to swindle or defraud a person, adverse changes to another’s 
work environment, or denial of access to work related resources.  

 


