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Welcome you to Nortwest Pty Ltd.

At Martwest Pty Ltd. you will meet your trainers who are academics with the current industry-relevant
experience to teach and train you applied or essential skills for the labour market, which includes the
balance between theory and practice. Whenever you need support in your studying with us or in your
living in Australia, all our staff at Mortwest Pty Ltd. will be very happy to help. You can have easy access to
the Student Services Officers on campus or via email. When you feel struggling with your study, you can
meet our Student Welfare Dfficer, Learning adviser or English Help Officer.

Good luck with your study at Nortwest Pty Ltd.

OUR CAMPUS
SYDNEY CAMPUS

Nortwest Pty Ltd.'s Sydney campuses (located at Level 2, 531 George Street, Sydney NSW 2000 Australia
and Level 2, 77-79 York Street, Sydney NSW 2000 Australia) are situated in the heart of Sydney, in the
central business district (CBD), within walking distance to the worldwide travel attraction like Sydney
Harbour Bridge, Sydney Opera House, Clrcular Quay, Warld Square, Westfield Sydney, Townhall, George
Street Mall and numerous railway stations like Townhall and Museum. Central Railway station is
accessible from maost train line across network in Sydney. It serves the entire metropolitan rail network.
Backing onto the city reach in the heart of the city, students will undertake their face-to-face training
next to some of the Australia’s best hospitality and tourism operations.

ADELAIDE CAMPUS

Mortwest Pty Ltd.'s Adelaide campuses (located at Level 2, B6 - B8 Grenfell Street, Adelaide SAE000) are
situated in the heart of Adelaide, in the central business district (CBO). Bordered by parks, Adelaide City
Centre is a busy commercial hub filled with department stores and indie boutiques. The Art Gallery of
South Australia festures indigenous and European works, and the riverside Adelaide Festival Centre
hosts music, dance and theatre. Fine dining restaurants mix with relaxed Asian eateries, and the area's
narrow laneways are home to a vibrant bar and cafe scene. Early colonial Adelaide was shaped by the
diversity and wealth of its free settlers, in contrast to the convict histary of other Australian cities. Until
the post-war era, it was Australia's third most populated city. It has been noted for its leading examples of
religicus freedom and progressive political reforms and became known as the "City of Churches"due toits
diversity of faiths. Today, Adelaide is known by its many festivals and sporting events, its food and wine,
its coastline and hills, and its large defence and manufacturing sectors. Adelaide's quality of life has
ranked consistently highly in various measures through the 21st century, at one stage being named
Australia’s most liveable city.
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MELBOURNE CAMPUS

MNortwest Pty Ltd, has a presence in the heart of Melbourne, situated at Level 8, 108 Lonsdale 5t,
Melbourne VIC 3000. This prime location places the company within the bustling urban landscape of
Melbourne's CBD, surrounded by the city's vibrant culture and dynamic energy.

Similar to its Adelaide campus, Mortwest Pty Ltd.'s Melbourne location benefits from its proximity to a

I C verse dining
scene, with a plethora of restaurants, cafes, and eateries catering to every taste and preference. From
trendy laneway cafes to upscale dining establishments, there is no shortage of culinary delights to
explore,

Inaddition to its culinary offerings, Melbourne boasts a rich cultural heritage and thriving arts scene. The
city is home to world-class museums, galleries, and theaters, showcasing an array of indigenous and
contemporary works. From the iconic Federation Sgquare to the vibrant street art of Hosier Lane,
Melbourne's cultural landscape is as diverse as it is captivating.

Melbourne's sporting culture is also a highlight, with the city being 8 mecca for sports enthusiasts.
Mortwest Pty Ltd.s Melbourne location provides easy access to major sporting venues such as the
Melbourne Cricket Ground (MCG) and Marvel Stadium, where visitors can experience the excitement of
Australian Rules Foothall, cricket, soccer, and more.

Q GOOGLE MAPS LINK:

CAMPUSES

GEDRGE STREET CAMPUS: YORK STREET CAMPUS:
https://goo.gl/maps/RBZP2ZYGzcFeSALpE https:/ /goo.gl/maps/De4RJaXImXBbEtn3G

ADELAIDE CAMPUS: MELBOURNE CAMPUS :

https://goo.gl/maps/ehg55yod5cp TnbaZA https://maps.app.goo.gl/ WY XTYrUCm24XixhRE

KITCHENS

SYDNEY KITCHEN: MELBOURME KITCHEN:
https://goo.gl/maps/YpCabbkxVikzKF178 hitps://maps.app.goo.glfAfxtZhbTx98MhyoX9

WAREHOUSES

SYDNEY WAREHOUSE: ADELAIDE WAREHOUSE:
https://goo.gl/maps/zebalhhjEaVigM32H8 https://goo.glf maps/ ZNCnuvwohVgujyRLA

MELBOURNE WAREHOUSE:
https://maps.app.qoo.gl/tjlo4dJoXAguhkJmES
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STUDENT RESPONSIBILITIES AND
EXPECTATIONS

It is your responsibility to maintain integrity, work hard and treat others with courtesy and respect.
This includes:

* Providing fair and honest feedback on training
performance and on the content and presentation
of courses.

* Paying all tuition fees and charges for which you are
liable, by the set deadlines.

e Providing accurate and updated contact detalls
(phone number and email address).

# Checking your emall regularly throughout the
course. This is the primary means by which the
College corresponds with you (e.g.. course
progress, assessment results, outstanding fees).

= Replying in a timely manner to all communications
from Mortwest Pty Ltd., including those from
trainers and administrative staff, such as emails,
phone calls, and text messages.

®= Ta be eligible to receive the gualification, you must
successfully complete all the assessment
requiraments of the course,

| ouALIFICATION PATHWAYS

Vocational Education & Training (VET) gqualifications are aligned to the Australian Qualifications
Framework (AOF), which is the framework for all qualifications in Australia across the school, VET and
Higher Education sectors. One of the key objectives of the AQF is to facilitate pathways to, and through,
formal qualifications.

AQF gualifications link with each other in a range of learning pathways between schools, VET providers and
praviders of higher education. The AQDF provides for flexible, transparent and systematic learning pathways
and for the removal of boundaries between educational sectors.

FOUNDATION SKILLS & LLN TEST
} FOUNDATION SKILLS ARE THE COMBINATION OF TWO FRAMEWORKS:

» The Australian Core Skills Framework (ACSF) which includes English language, literacy and numeracy
> skills, learning and communication skills; and

» The Care Skills for Work Framework that includes non-technical skills, knowledge and understandings
that underpin successful participation in work. These skills are often referred to as employability or
generic skills. They include skills such as problem solving, collaboration, self-management,
communication and information technology skills, and skills for work required for participation in work,
the community and education and trainina.

Foundation skills are incorporated into all competency-based training programs, and you need to
demonstrate competency in these as well as your technical competencies. All new students at Nortwest
Pty Ltd. are required to take the LLMN (language, literacy and numeracy test) as part of the orientation
program, Based on the LLN test results, students’ study gaps will be diagnosed and on-campus.
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QUALIFICATION

A qualification is issued when the student has completed all requirements as listed in the course
information. The gualification certificate does not list the modules or units of competency completed
(these are listed on the Academic Transcript).

ACADEMIC TRANSCRIPT

The Academic Transcript is a full record of all of the units of competence, which comprise the training
program. It provides a listing of your assessment results for each unit of competancy.

The following results are used to record Unit outcomes on the Academic Transcript:

* Competent: The student has demonstrated competency in all learning cutcomes for that unit, either
through a learning or recognition pathway.

= Not Yet Competent: The student has been assessed and has not demonstrated competency in all of the
learning outcomes for an individual unit.

= Withdrawn: The student has withdrawn after one quarter of the way through the unit and has not
completed all required learning cutcomes.

= Exempt: The student has been granted a credit transfer from studying the unit due to previous study.

= Competent via RPL: the student has demonstrated competency via a Recognition Process.

STATEMENT OF ATTAINMENT

& Statement of Attainment is issued when candidates have partially completed the gualification. This
may be done in two ways:

* The student is not competent in all units of competence required for the full qualification, or

* A package of units has been delivered from an accredited and registered program.
The code and title of all units successfully completed by the student are listed on the Statement of
Attainment.

Mote: If course fees have not been paid, then no qualification, Academic Transcript or Statement of
Attainment will be issued until receipt of fees.
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I COURSES PROVIDED BY NORTWEST PTY LTD.

NATIONAL VET CODE COURSE NAME

BSB30120

Certificate lll in Business

BSB40120

Certificate IV in Business

BSB50120

Diploma of Business

BSBE0120

Advanced Diploma of Business

BSB50420

Diploma of Leadership and Management

BSB60420

Advanced Diploma of Leadership and Management

BSB50820

Diploma of Project Management

BSB60720

Advanced Diploma of Program Management

BSBE80120

Graduate Diploma of Management (Learning)

ICT30120

Certificate lll in Information Technology

ICT40120

Certificate IV in Information Technology

ICT50220

Diploma of Information Technology (Cyber Security)

ICT60220

Advanced Diploma of Information technology (Cyber Security)

ICT60220

Advanced Diploma of Information technology
(Telecommunications Network Engineering)

SIT30821

Certificate lll in Commercial Cookery

SIT40521

Certificate IV in Kitchen Management

SIT50422

Diploma of Hospitality Management

3iT60322

Advanced Diploma of Hospitality Management

CPC30220

Certificate lll in Carpentry

CPC30620

Certificate lll in Painting and Decorating

CPC31520

Certificate Ill in Wall and Floor Tiling

CPC50220

Diploma of Building and Construction (Building)

ELICOS (General English)

ELICOS (English for Academic Purposes)
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WORK PLACEMENT
(FOR STUDENTS ENROLLING INTO SIT QUALIFICATIONS ONLY)

International Student Handbook_V1.2

To satisfy the qualification requirements, for the unit
SITHCCCO43 Work effectively as a cook, students must
complete a minimum of 60 complete service periods (shifts) of
4 hours each or 30 complete service periods (shifts) of 8 hours
each ina hospitality workplace undertaking work tasks relevant
to the unit content. The duration of the service periods depends
on the negotiations with the host employer and students
preference of the service period duration would be taken into
consideration prior to the arrangement of the werk placement,
fotal minimum hours of work placement are 240 hours. The
work placement will be unpald and the daily working hours
[service periods) may be negotiated. All studentsare required to
maintain a logbook to record their worked hours.

Students undertake duties as per work placement organisation
and training package requirements under the supervision of a
workplace supervisor.

Student who are already working In the commercial kitchen are
encouraged to use their existing workplace to complete these
service periods providing it meets the requirement’s necessary
fo conduct the assessments. Students who are not already

working may nominate a workplace.

Students will commence work placements and complete the

required shifts only upon successful completion of
kitchen-based units which are delivered and assessed in
classroom and Kitchen facility. Students may be required to
undertake additional load to complete their service periods.
Mortwest Pty Ltd. will provide students with Work placement
roles and responsibilities prior to the commencement of thelr
work placement so they are aware of the expected roles and
responsibllities during work placement.

It must be hereby noted that student would be required to
undertake work placements at mult

incorporate all aspects of organising, pr

variety of food iterns across different service periods and menu
types using a range of cooking methods and team coordination
skills. The service periods must be evenly distributed to cover

Nortwest Pty Ltd Il RTO: 917811l CRICOS: 032566 Il ABN: 17 123 969 175
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LIVE SITE ACCESS FOR STUDENTS ENROLLING
INTO CPC50220 DIPLOMA OF BUILDING AND
CONSTRUCTION (BUILDING)

Live ESite Access for the Unit of Competency CPCCBC4008 Supervise site communication and
administration processes for building and construction projects. This unit of competency specifies the
skills and knowledge required to supervise site communications, menitor and maintain compliance with
codes and standards and implement project administration processes on a building and construction
project.

The student must have a access to the live site as specified in the performance evidence of the unit.
Further details can be obtained from "Live Site Access Agreement”. This unit of competency specifies the
shills and knowledge required to supervise the administration of quality control compliance and the use of
site communications and record keeping systems; and conduct ensite inspections to complete the
required project administration processes.

This unit applies to National Construction Code (NCC) classifications:
* Residential - Class 1 buildings to a maximum of two storeys
* Commercial - NCC Class 2 to 9, Type C only constructions.

Mortwest Pty Ltd. will make every possible attempt to secure access to the live site for all students,
however students will also te encouraged to make their own arrangements in accordance with the
requirements of the "Live Site Access Agreement”. Student who are already working in the building and
construction industry are encouraged to use their existing workplace to gain access to live sites, providing
it meets the requirements as specified in the performance evidence of the unit of competency. Students
whao are not already working may nominate a warkplace.

FACE TO FACE ORIENTATION

Mew student Crientation will be done face to face in campus. New students will receive an e-mail and call
from the Admissions department on the Friday, prior to their date of commencement with all necessary
further information and instructions. If you have any questions regarding this process, please contact +81
2 8526 073 or sso@nortwest.edu.au. Please email or call the student administration should you require
any additional support,

CLASSES

All classes are held face to face in the respective campus based on the course enrolled

30
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WHAT IS USI AND WHY DO I NEED IT?

LS| is the acronym for Unigue Student |dentifier. It is a reference number that creates an online record of
your training and qualifications attained in Australia. |f you don't have a US|, then you can't be awarded
your gualification or statement of attainment.

Under the Unigue Student |dentifiers Act 2014, all RTOs must ensure they have a valid US| forany student
that enrols in nationally recognised training from 2015. This means (unless you have an axemption issued
by the USI registrar) that as a student you must provide us with your USI. For Information about USIs
including how to create one visit

https://www.usi.gov.au/

For information on exemptions visit:

https://www.usl.gov.aufabout/privacy-and-unigue-student-idefier/individual-exemptions-students

If you are having trouble creating a US|, we will assist you during the orientation session on the first day.

VISA CONDITIONS
VISAS CONDITIONS

After you have successfully completed the application and enrolment process, you will be issued with a
Confirmation of Enrolment(CoE). Once you have this, you can apply to the Department of Home Affairs for
a student visa. You may choose to use a Registered Migration Agent or may choose to complete it
yourself.

More information about how to apply for a visa can be accessed here:

https://immi.homeaffairs.gov.au/visas/getting-a-visa/visa-finder/study

Once you have received your visa, you must abide by its conditions. If you don't, you can be sent home
and won't be able to finish your course. Conditions include (but are not limited to):

e Satisfy attendance and/or course progress requirements and maintain a valid enrolment for your
course.

* Only work if you have been given permission to do so as part of your visa grant (and not work more than
the stipulated number of hours).

* Maintain approved Overseas Student Health Cover {OSHC) while in Australia.

» Notify your training provider of your Australian address and any subsequent changes of address within
7 days.

* Complete the course within the duration specified in the CoE you received.

* Remain with the principal education provider for 6 months unless you are released in PRISMS from the
education provider to attend another institution.
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ORIENTATION INFORMATION
On the first day of your course, we will deliver an orientation session to you which includes an induction
sassion.

It's vital that you attend this as we will cover the following topics:

= Course information.

= Facilities and resources available at our campus.
* Emergency evacuation procedures.

e Your rights and responsibilities as a student,

* Support services available.

* |egal, emergency and health services.

» Safety relevant to Australia and your environment.
= Critical incidents and critical incident reporting

= Policies about course progress, attendance monitoring, deferral, suspension and cancellation, course
transfer and our complaints and appeals process.

= Student visa conditions related to course progress and attendance.
s |Information about work rights.
« (Juestion and answer session

» Assistancein creating your USHif you have not done so already,

Also, please note that, if you have not enrolled in your course within 14 days of the commencement date
indicated on your CoE, your CoE will be cancelled as non-commencement. New application for the course
will be required.

TIMETABLE

You will receive your course timetable on the orientation. The timetable details the commencement and
completion dates for each unit, and this forms the basis of your commitment to study. If completion dates
are not met, your study plan will need to be reviewed and enrolment will need to be varied.

POLICIES AND PROCEDURES

You are encouraged to make yoursalf familiar with the following College policies and procedures for your
rights and obligations as an Australian student visa holder. Visit https://nortwest.edu.au/formsdownloads/
These policies and procedures are locsted on the College website.

® Admissions Palicy and Procedure

« Complaints and Appeals Policy and Procedure

» Course Progress Policy and Procedure

» Deferring, Suspending and Cancelling Overseas Student Enrolment Policy and Procedure
* Refund Policy and Procedure

® RPL and Credit Transfer Policy and Procedure

* Student Support Policy and Procedure

= Transfer Eetween Registered Providers Policy and Procedure
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CAMPUS SERVICES
LEARNING SUPPORT

Mortwest Pty Ltd. provides academic suppart for all enrolled students. The learning support and academic
consultation with the trainers are available on appointment and/or scheduled in the timetable. The
Learning Advisor will help you develop your understanding with assessments through individual help
seszions and academic workshops. Please email your academic enguiries and academic support session
lele LA [plvRie] sso@nortwest.edu.au

STUDENT SUPPORT OFFICER

If you are experiencing any of the following, we suggest you contact our Student Support Officer on
sso@nortwest.edu.au. This isan on-campus free and confidential service.

» Stress/ Anxiety / depression

® Feeling sad and unable to function properly

= Lack of concentration in study or completing normal day-to-day activities
= Victim of harassment - either at the college, workplace or in your home

e Grief and loss

® \fictim of abuse - psychological, physical, sexual

® Cultural issues - difficulty in 'fitting in' to the Australian way of life

™"y

STUDENT SERVICES

All Nortwest Fty Ltd. staff have the responsibility to support you and understand the process of referring
you to the designated staff for different aspects of the services. Student Services Officers are the first
point of contact for students. Student services officers will guide you through the whole process of your
study with the College from the orientation to graduation.

The Student Services Officers will be responsible for:
s Providing students with up-to-date details of Nortwest Pty Ltd.'s support services.

* Handling student enquiries about course timetables, classroom arrangements, facilities and hospitality
of Nortwest Pty Ltd.

* Organising student orientation.

» Receiving student complaints and referring complaints to the RTO Manager.

* Providing students with information about Mortwest Pty Ltd. attendance and course progress
requirements.

» Assisting students regarding WHS matters (advising the availability of first aid kit).

® Providing information to students related to reguests for leave, changes to courses and cancellations,
and forwarding the request to the Admissions Manager for processing where relevant.
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CRITICAL INCIDENTS

A critical incident is defined as a traumatic event, or the threat of such (within or outside Australia) which
causes extreme stress, fear or injury. Any student that experiences a critical incident should immediately
infarm their trainer, Student Services Officer or any staff member of the College.

Critical Incidents include but are not limited to:

¢ Missing students

» Severe verbal or psychological aggression

» Death, serious injury or any threat of these

» MNatural disaster

* |ssues such as domestic violence, sexual assault, drug or alcohaol abuse

EMERGENCIES

For all emergencies that are life threatening, phone 000 to be attended to by the emergency services
departments. Thisincludes Fire, Police and Ambulance services, operating 24 hours a day. Dialing 000
is a free call. Please follow the Instructions below for calling the emergency services:

als

A A

= Dial 00O,

e Ask the operator for the service needed (fire, ambulance or police).

» Wait to be connected.

* Describa the problem (be prepared to give the location/addrass).

If an emergency occurs at the College, notify a staff member and follow their instructions

THE LEGAL
PRIVACY

Information concerning students, including information submitted at enrolment, will be used by Mortwest
Pty Ltd., or other authorised organisations for the purposes of general participant administration,
communication, research, statistical analysis, state and national reporting, program maonitoring and
evaluation. Information provided will be held securely and disposed of securely,

Mortwest Pty Ltd. is committed to upholding the Australian Privacy Principles:

¢ We will only collect information that s necessary to providing you the service we offer

¢ We will collect information in a fair and lawful way
¢ We will take

or unauthori

your health; political beliefs, religious beliefs and sexual preference

Some Government Funded Courses require a Medicare or passport number for eligibility purposes. In

this case you will be asked to provide this information prior to course commencement

¢ Where an employer has paid the course fee on behalf of the participant and all parties have signed the
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Information collected about an individual learner or Intended applicant in Written Agreement and
Acceptance of Offer and during the student enrolment, can be provided by Mortwest Pty Ltd., the
Commonwealth including the TPS or state or territory agencles, in certain circumstances, to the Australian
Government and designated authorities; in accordance with the Privacy Act 1888. |n other instances,
information collected on this form or during your enrolment can be disclosed without your consent where
authorised or required by law.

Under the Data Provision Requirements 2012, Nortwest Pty Ltd. is required to collect personal infarmation
about any individual learner or intended applicant and to disclose that personal information to the National
Centre for Vocational Education Research Ltd (MCVER),

Acceptance of Offer and during the course of their study), may be used or disclosed by Mortwest Pty Ltd. for
statistical, administrative, regulatory and research purposes. Nortwest Pty Ltd. may disclose your personal
information for these purposes to:

Learner's parsonal information (including the personal information contained in Written Agreement andl

» Commonwealth and State or Territory government departments and authorised agencies; and
* NCVER.

Personal information that has been disclosed to NCVER may be used or disclosed by NCVER for the
following purposes:

# Populating authenticated VET transcripts.

* Facilitating statistics and research relating to education, including surveys and data linkage;

¢ Pre-populating RTO student enrolment forms;

» Understanding how the VET market operates, for policy, workforce planning and consumer information;
¢ Administering VET, Including program administration, regulation, monitoring and evaluation,

HARASSMENT :

Mortwest Pty Ltd. is committed to providing a safe, healthy and family and community focused working
environment for all employees, contractors and visitors. Nortwest Pty Ltd. will not tolerate any form of
harassment within the organisation under any circumstance. Nortwest Pty Ltd. will investigate any
allegation in a fair, confidential and timely manner and take necessary disciplinary action against any
employee found to be breaching this policy.

Harassment is offensive, belittling or threatening behaviour directed at an individual or aroup. Harassment
is behaviour that s unwelcome, unsolicited, usually unreciprocated and usually (but not always) repeated.
Harassment s often focused on sex, cultural or racial background or disability of the individual or group.

For harassment to occur there does not have to ke an intention to offend or harass. Individual incidents may

seem too trivial to warrant attention, or the person subjected to harassment may seem unaffected. Where

the behaviour continues over a period and it is not addressed, however, such behaviour can undermine the
< standard ef conduct.

Examples of harassing behaviour include:

v Offensive physical contact, derogatory language or intimidating actions,

¢ Insulting or threatening gestures or language (overt or implied) or continual or unwarranted shouting,

¢ Openly displaying pictures, posters, graffiti or written materials which might be offensive to some,

¢ Phone calls or messages on electronic mail or computer networks which are threatening, abusive or
offensive to students/staff.

# Sexual harassment, which can consist of any or all the following:
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- Unwelcome comments about a person's sex life or physical appearance,

- Suggestive behaviour stch as leering or agling,

- Unnecessary familiarity such as deliberately brushing up against a person,

- Sexual jokes, offensive telephone calls, photographs, reading matter or objects,
- Sexual propositions or continual requests for dates,

- Physical contact such as touching or fondling, or

- Indecent assault or rape (which is a eriminal offence).

Itis the responsibility of each person to recognize and respect the boundaries set by others. It isimportant
to talk to a trainer or another appropriate person if you feel you are being harassed.

)

ACCESS AND EQUITY

MNortwest Pty Ltd. is committed to ensuring its training and courses are responsive to the diverse needs of
all clients. Nortwest Pty Ltd. will comply with the principles of access and equity and aims to ensure that no
course participant or potential participant should be disadvantaged or discriminated against based on
race, sex, age, pregnancy, religlon, marital status, sexuality, or physical or Intellectual Impairment,

OCCUPATIONAL HEALTH AND SAFETY

Under the Victarian Occupational Health and Safety Act 2004 Nortwest Pty Ltd. exercises its duty of care
towards students, to achieve a healthy, low risk and quality-working environment. To meet this
responsibility Nortwest Pty Ltd. will:

v Comply with all relevant legislation and statutory requirements, codes of practice and industry standards
and make adequate provision of resources to meet these reguirements.

¢ Promote health, safety, and environmental and quality awareness in the development of standard work
practices. !

PLAGIARISM

Plagiarism is considered one of the most serious breaches of academic honesty and will result in serious

penalties. Plagiarism is the use of another persons thoughts and/or intellectual property without

appropriate acknowledgment or reference. Plagiarism includes:

¢ Submitting, as one’s own, an assassment that another person has completed

¢ Using infarmation, text, artwork, graphics or other material from any source including the Internet and
presenting it a5 one’s own without acknowledgment

¢ Quoting or paraphrasing material from a source without acknowledoment

+ Contributing less, little or nothing to a group assessment and then claiming an equal contribution and
share of the outcome

4 Please discuss any concerns with your trainer/assessor or manager.
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l RPL AND CREDIT TRANSFER

Credit transferizasormal recognition of previous studies and can help to reduca the duration of
your course, as well as fees. You may apply for a credit transfer for a complete unit or modules within a
unit. There Is no charge to apply for a credit transfer but you need to let us know that you want to apply for
this on your apglication for enrolment form in the relevant section. You will need to provide a certified
copy of your certificate either issued by another education provider or an authenticated VET transcript
issued by the USI Reqgistrar.

REBDgHItIDn of Prior LEEI’HIHIJ (RPL) is a process where skills and knowledge that you
have gained through work and life experience and other unrecognised training can be formally
recognised, You need ta let us know that you want to apply for RPL at the time of application by indicating
this on the application for enrolment form in the relevant section. There is a charge for RPL and this can
be viewed in the Fees and Refunds section of this handbook. RPL can also reduce your course duration
and fees.

We will inform you in writing of any reducad course duration and fees due to credit transfer and RPL and

issue your CoE for the reduced duration of the course.

WHAT CAN | EXPECT DURING TRAINING
AND ASSESSMENT?

Vocational training and assessment is all about practical and competency-based learning and
assessment that is relevant to industry and our modern world.

You will learn in the classroom and/or the practical work environment where the industry conditions are
simulated to prepare you for your chosen field. You are required to undertake a range of assessment
activities dependent on the course you are undertaking. Your assessmeant tasks will either be marked as
Satisfactory or Mot Satisfactory and achievement of a Satisfactory result for all assessment tasks within
a unit of competency results in a mark of Competent for that unit. Once you have received g mark of
Competent for all units that make up the qualification you will be eligible to be awarded your qualification.

RE-ASSESSMENT ARRANGEMENTS

Arrangements for reassessment will be arranged with you directly with your trainer/assessor if, and as,
necessary. You are entitled to two attempts at sach assessment task and If you exhaust both attempts,
then you will be required to pay an additional cost for re-assessment or re-enroiment, depending on your
case.

We can't guarantee that you will be awarded your qualification as this is dependent on you and the work
you put into your course, We will provide you with all the necessary facilities, equipment, trainers and
support to complete the qualification but the outcome of it depends on you. We also can't guarantee that
you will find work in your chosen field, as this depends on factors beyond our control - but what we can
guarantee is that we will provide you with consistent training and an industry-relevant course with the
support and guidance from a fantastic team of dedicated trainers who care about your individual
progress. Each student matters to us and your positive outcome and successas are successes of our
college community also.
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I LIVING AND STUDYING IN AUSTRALIA
'STUDY IN AUSTRALIA

Did you know Australia has the third highest number of international students in the world behind only the
United Kingdom and the United States despite having a population of only 26 million? This isn't surprising
when you consider Australia has seven of the top 100 universities in the world! In fact, with cver 22,000
courses across 1,100 institutions, Australia sits above the likes of Germany, the Netherlands and Japan.

These are strong academic credentials, but our institutions are just as highly rated as the cities that house
them around the country. Australia has five of the 30 best cities in the world for students based on student
mix, affordability, quality of life, and employer activity - all Important elements for students when choosing
the best study destination. And with more than AS200 million provided by the Australian Government each
year in international echolarships, we're making it easier for you to come and experience the difference an
Australian education can make to your future career opportunities.

Do you have a specific study area of interest? There is every chance Australia has you covered, with at least
one Australian university in the top 50 worldwide across the study areas of Natural Sciences & Mathematics,
Life & Agricultural Sciences, Clinical Medicine & Pharmacy, and Physice.

Given this impressive education pedigree, it's not surprising there are now more than 2.5 million former
international students who have gone on to make a difference after studying in Australia. Some of these
students are among the world's finest minds. |n fact, Australia has produced 15 Nobel prize laureates and
every day over 1 billion people around the world rely on Australian discoveries and innovations - including
penicillin, IVF, ultrasound, Wi-Fi, the Bionic Ear, cervical cancer vaccine and Black Box Flight Recorders -to
make their lives, and the lives of others, better.

A A\ 4

Australia is recognised as a great place to live - but did you know Australia also offers a world class
education? The Australian education system has produced scientists, designers, educators, entrepreneurs,
artists and humanitarians who have changed the world, winning awards from Oscars to Nobel prizes. Their
global achievements include the “black box® now on every airplans, the Earth hour initistive, and the
invention of Wi-Fi. Australia is proud of the individuals who have studied and worked in Australia (whether
they were born hare or another country) and gone on to achieve great things and contribute to making the
warld a better place.
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GLOBAL RECOGNITION

By studying in Australia. you will receive a gualification that's recognised and sought after around the
world. The Australian Qualifications Framework (AQF ) allows students to easily move through the education
system here and provides an easy way for countries around the world to recognise your qualification and
issue the comparable qualifications for local use.

QUALITY ASSURANCE

For ever 20 years Australia has led the world In putting in place systems and processes to ensure that
international students receive the high-quality education they expect. These measures include:

t The Education Services for Overseas Students (ESOS]) Act 2000, which sets out the legal framework
governing delivery of education to overseas students studying in Australia on a student visa.

¢ The Tuition Protection Service, which helps you find an alternative course or refund your unspent tuition
fees inthe rare case that your institution (education provider) can't continue to offer your course.

¢ The Australian Skills Quality Authority (ASQA) is the national regulatar for Australia's vocational education
and training sector. ASQA regulates courses and training providers to ensure nationally approved guality
standards are met.

 Ombudsman organisations that can investigate complaints about problems that international students
have with their institutions. You can find out more about these organisations on the Support Services
page in the Australian Education section of this website.

INTERNATIONAL STUDENTS RATE AUSTRALIA HIGHLY

Based on the latest data from the Quality Indicators for Learning and Teaching (QILT) and other sources,
international students continue to rate their experience in Australia highly. The 2022 Student Experience
Survey {SES) results indicate that a majority of international students are satisfied with various aspects of
their education in Australia, including teaching guality, learner engagement, and the resources available to
them (QILT).

Additionally, a report by Universities Australia notes that nearly nine out of ten international students
express satisfaction with their university education and lifestyle in Australia, underscoring the nation's
strong performance compared to other countries In terms of student suppaort, learning quality, and overall
educational experience (Universities Australia).

For more detailed information and insights into the student experience in Australia, you can visit the QILT
website and explore the SES results directly here. https://www.qilt.edu.au/
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YOUR LEARNING ENVIRONMENT

By choosing to study in Australia, you will join hundreds of thousands of students from Australia and all
over the world including many from your home country who are discovering new friends and
opportunities in this beautiful country. You will work closely with classmates, researchers, ingtructors,
and other faculty - collaboration is a key part of our students' successes. And in many cases, you can gain
practical and hands-on training in the industry in which you are studying. This combination of teamwork,
shared |earning, and industry focus will provide you with a leading edge for your further studies and
Career.

AUSTRALIA - A RESEARCH INTENSIVE COUNTRY

Australia has a long and proud tradition of world class research and development that has benefited

millions around the world. From the discavery of penicillin in 1845 and the discovery of acquired

immunalegical tolerance in 1960, through to observations which led to the discovery of the accelerating

Universe in 2011, Australia has a proud record of cantributing to the benefits of the world:

* Through the Backing Australia's Ability initiative, AS2.9 billion will be invested over the next five years to
fund research that will stimulate economic and scientific innovation.

* Australia is investing over 43140 million will be spent over the next five years to establish Federation
Fellowships. The fellowships aim to recruit world-class researchers to Australia, with up to five of the
fellowships each year awarded to high-profile non-Australian researchers from overseas.

* There are 3b special Research Centres and Key Centres of Teaching and Research based at Australian
universities undertaking high-level research, and providing a diverse range of undergraduate,
nostgraduate and specialised professional education courses in a variety of fields

* Aystralia has established an additional B3 Cooperative Research Centres which foster joint research
between universities and private industry.

Far further details, please refer to (g NI C TG IVt R (=111
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I LIVE IN AUSTRALIA

While shared to some extent by many other countries, values and principles have been adapted to Australia’s
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FUNDAMENTAL FREEDOMS

All Australians are entitled to a number of fundamental freedoms {within the bounds of the law), including
speaking freely and openly, joining associations, holding meetings, worshipping their chosen religions and
moving throughout Australia without restrictions

RESPECT FOR THE EQUAL WORTH, DIGNITY AND
FREEDOM OF THE INDIVIDUAL

All Australians are free and equal and are expected to treat each other with dignity and respect. Australians
reject the use of violence, intimidation or humiliation as ways of zettling conflict in our society.

Commonwealth laws prohibit discrimination on the basis of race, sex, disability and age in a range of areas
of public life under the Racial Discrimination Act 1975, Sex Discrimination Act 1884, Disability Discrimination
Act 1992 and the Age Discrimination Act 2004. The Australian Human Rights Commission is responsible for

> handling complaints under these laws.

> FREEDOM OF SPEECH

All Australians are free, within the bounds of the law, to say or write what they think about Australian
governments or about any ather subject or social issue as long as they do not endanger people, make false
allegations or obstruct the free speech of others,

The same applies te Australian newspapers, radio and television and other forms of media. Australians are
free to protest the actions of government and to campaign to change laws. Freedom of speech allows
people to express themselves and to discuss ideas. There are laws that protect an individual's good name
against false information or lies. There are also laws against inciting hatred against others because of their
culture, ethnicity or backaround.
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FREEDOM OF RELIGION AND SECULAR
GOVERNMENT

All Australians are free to follow any religion they choose, so long as its practices do not break any
Australian law. Australians are also free to not follow a religion. Religious intolerance is not acceptable in
Australian society. Australia has a secular government it does not have any official or state religion. The
government treats all citizens as equal regardless of religion.

Religious laws have no legal status in Australia and only those laws enacted by parliament apply, for
example, in divorce matters. Some religious or cultural practices, such as bigamy (being married to more
than one person at the same time) are against the law in Australia.

SUPPORT FOR PARLIAMENTARY DEMOCRACY
AND THE RULE OF LAW

Australia is a parliamentary democracy, which means that Australian citizens participate in how the
country is governed and how Australian society is represented. Governments are accountable to all
Australians. Elected parliaments are the only bodies able to make laws in Australla or delegate the
authority to make laws. Everyone in Australia must obey laws established by governiments. Equally, all
Australians are protected by the rule of law. This means that no-one is exempt from or'above the law', even
people who hold positions of power, like politicians or the police.

EQUALITY UNDER THE LAW

All Australians are equal under the law. This means that nobody should be treated differently from anybody
else because of their race, ethnicity or country of origin; because of their age, gender, marital status or
disability: or because of thelr political or religious beliefs. Government agencies and independent courts
must treat everyone fairly. Being treated equally means that getting a job or being promoted must be on the
basis of a person's skills, ability and experience, not their cultural background or political beliefs. It also
means that people cannot be refused service in a shop or hotel or other service facility because of their
race, colour, religion, gender or marital status,

EQUALITY OF MEN AND WOMEN

Men and women have equal rights in Australia. Jobs and professions are open equally to women and men.
Men and women can serve in the military and both can also hold positions in government.

EQUALITY OF OPPORTUNITY AND A SPIRIT OF
EGALITARIANISM

Australians value equality of opportunity and what is often called a fair go'. This means that what someaone
achieves in life should be a product of their talents, work and effort rather than their birth or favouritism.

Australians have a spirit of egalitarianism that embraces mutual respect, talerance and fair play. This does
not mean that everyone is the same or that everybody has equal wealth or property. The aim is to ensure
there are no formal class distinctions In Australian society.
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| PEACEFULNESS

Australians are proud of their peaceful society. They believe that change should occur by discussion,
peaceful persuasion and the democratic process. They reject violence as a way of changing people’s
minds or the law. In addition to these values, Australians also pursue the public-geod and have
compassion for those in need. There is a strong community spirit in Australia and Australians seek to
enhance and improve the society in which they live.

Many Australians contribute to the community in their daily lives. They may demonstrate this through
caring for the environment, lending a hand and working together in times of need in pursuit of the public
good. Australia has a strong tradition of 'mateship’, where people provide help to others voluntarily,
especially those in difficulty. A mate Is often a friend but can also be a spouse, partner, brother, sister,
daughter or son. A mate can also be a total stranger. }

There is also a strong tradition of community service and volunteering. The values outlined above have
been promoted and discussed by Australians over many years. They have helped Australia to welcome
and integrate successfully millions of people from many ethnic groups and cultural traditions. Australia's
cultural diversity is a strength which makes for a dynamic society. Within the framework of Australia’s
laws, all Australians have the right to express their culture and beliefs. But at the same time; all
Australians are asked to make an overriding commitment to Australia - its laws, its values and its people

] SHARED VALUES

Although Australig's migrants have come frem many different cultural and religious backgrounds, they
have successfully settled in Australia and integrated into the broader community. Australia, in turn, has
been enriched by the contributions they have made socially, culturally and economically. An impartant
feature of Australian society today is not only the cultural diversity of its people, But the extent to which
they are united by an overriding and unifying commitment to Australia.

Australians put aside their individual differences in the interests of living together as neighbours. Within
the framework of Australia’s laws, all Australians have the right to express their culture and beliefs and to
participate freely in Australia's national life. At the same time, everyone is expected to uphold the
principles and shared values, as outlined in the introduction, that support Australia's way of life

I AUSTRALIAN SOCIETY TODAY

One of the defining features of Australian society today is the cultural diversity of its people and the
extent to which they are united by an averriding and unifying commitment to Australia. Another defining
feature is the egalitarian nature of Australian society. This does not mean that everyone s the same or
that everybody has equal wealth or property. It also means that with hard work and commitment, people
without high-level connections or influential patrons can succeed.

Within the framework of Australia's laws, all Australians are akble to express their culture and beliefs and
to participate freely in Australia’s national life. Australia halds firmly to the belief that no-one should be
disadvantaged on the basis of their country of birth, cultural heritage, language, gender or religious
belief. In order to maintain a stable, peaceful and prosperous community, Australlans of all backgrounds
are expected to uphold the shared principles and values that underpin Australian society.
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I LAWS AND SOCIAL CUSTOMS

Community behaviour in Australia ie governed by a combination of formal laws and informal social

50

ustralian laws are made by the Australian

: h other in the event of trouble &
ything unusual or susp stot - ; | police for
ustralian Federal Police, which investigates cr i
tion, crimes against national security and crimes agai

Australia and the Morthern Territory have their own police forces

under s territory laws. Policing in the alian Capital Territor

Federal Police. Although police { idence in court, they do not make the
final decision on whether ar no e ided b :ourts. Police and the
community have good relations in Australia. You can report crimes and seek assistance from the police. If
you are guestioned by police, remain calm, be polite and cooperative.

COST OF LIVING

As of July 2026, the 12 month living expenses are as following:
® Forstudents - AUD 29,710

# For partner/ spouse - AUD 10,394
= For a dependant child - AUD &,449
For a specific breakdown of accomodation and other living expenses please refer to

https://immi.homeaffairs.gov.au/news-mediafarchive/article?itemid=1186

and make use of the cost of living calculator provided by Insider Guides at

https://www.studyaustralia.gov.au/en/life-in-australia/living-and-education-costs

ACCOMMODATION

There are a variety of accommodation options in Australia to suit every need, preference and budget. This
includes, renting, purpose-built student accommodation, short-term accommodation like hotels and
hostels, share houses or home stays. For detailed information about the various types of accommodation
and legal obligations and rights for renting in each state and territory, please visit

https://www.studyaustralia.gov.au/en/life-in-australiafaccommaodation

TRANSPORT

Australia has great public transport options including trains, buses, taxis and other ride share options like
Uber and Didl. Australia also has many cycling and walking paths and its affordable domestic flight travel
means that you may like to take advantage of your time here by seeing more of the sights.
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HEALTH AND SAFETY

Australia is generally a safe country, but you do need to be aware of the risks and be prepared, Make sure you
read the information provided at the link on the following topics:

L] L] L] L L]
Emergencies Home safety Fire Transport and Sun and
personal water
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WORKING ON A STUDENT VISA

Student visa holders can work up to 48 hours every two weeks (fortnight) during study terms and unlimited
hours during school holiday breaks. For more information on popular industries for students to work in, your
rights and responsibilities, your employer's rights and information about the Fair Work Ombudsman visit:

https://www.studyaustralia.gov.au/en/work-in-australia

OVERSEAS STUDENT HEALTH COVER (OHSC)

You must have student healthcare cover hefare arriving in Australia and for the duration of time vou are in 4

Australia-thisis a visa reguirement of the Department of Home Affairs. For further information about 0SHC
and ather optional insurances visit

https://www.studyaustralia.gov.au/en/plan-your-move/overseas-student-health-cover-oshc
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LIVING IN SYDNEY

Knowing the average living costs in Australia is an important part of your financial preparation. For your
reference, there are some of the costs associated with living and studying, in Australia. For more
information, please see links below.

For more information, please visit:
https:/fwww.gostudy.com.au/australiafcities/sydney/

PUBLIC TRANSPORT

Sydney's public transport network is efficient, convenient and easy to use. You can choose from trains,
trams, buses and yellow taxis.

Buy a Opal or use your debit/credit card for flexible travel between trains, trams and buses. You'll be able to
use public transport in and around the city for just a few hours or all day.? Flan your trip, buy tickets online
and download maps and timetables fram Transport NSW, the one stop shop for information about travelling
on puklic transport {phone 131 500).

Visit https://transportnsw.info/ for NSW transport and tickets.
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NATURE AND ARCHITECTURE

From architecture to nature, there's always something to be amazed by in Sydney or something new to
discover. Port Jackson is the largest natural port in the world; the Opera House and Harbour Bridge are
symbaols of freedom and beauty and let’s not forget the beautiful shopping mall inside the Queen Victoria
Building. This building was originally completed in 18898 and has to be one of Australia's finest, most
elaborate restorations.

As for nature, Sydney has over 120 beaches that offer meeting places for tourists and locals alike. The
all-famous Bondi Beach, which is frequented by surfers all year round, i2 a hot spot for Sydneysiders
weekend beach days and barbecues,

Additionally, there are many perfectly maintained and well-integrated parks; both in the city centre and in
the suburbs. You can feel like you are miles away from the city, even if you're in downtown Sydney. In the
south lies the world's second-oldest national park, the Royal Mational Park. The National Park is home to
the Wedding Cake; a fragile all-white rock formation that resembles a wedding cake. Then to the west,
you will find the legendary Blue Mountains, encompassing forests, Katoomba bushwalks, waterfalls.
quaint little villages and more, This is a national park not to be missed, housing the well-known Three
Sisters sandstone rock formation.

Trekking and hiking are typical weekend activities for Sydney's residents. In particular, the walk from Spit
Bridge to Manly, which is one of the most popular and is known for its many vantage points.

As well as the unmissable views around Sydney, Australian wildlife Is not hard to find, If you go inside the
Rayal Botanic Gardens, you have the chance to feed cockatoos and parrots. Go there at dusk, and you can
admire them flocking on their move to Centennial Park. In addition to other fuzzy friends, like possums
wha you will see moseying around parks and gardens, you can also see whales off the east coast of Sydney
especially in the winter as they migrate south.

SYDNEY CULTURE

Sydney is a cosmaopolitan city. The culture here is extremely diverse and provides many varieties from the
people you encounter and the food you eat to the art and landmarks around the city. There is a huge array
of live music, art galleries and theatres, all a big part of day-to-day Sydney life.

Throughout the week, venues around the city showcase large international acts and blockbuster
musicals. You will get to see up-and-coming artists playing in smaller venues like the historical Enmore
Theatre.

If art is your thing, you can visit grand events such as the Biennale, which spans across many art galleries
in the city. Vivid Light Festival is one Sydney event you don't want to miss. The light festival takes over
Sydney throughout May and June. Entertainment is always at the tip of your fingers in this vibrant,
colourful metropolis.

SYDNEY LIFESTYLE

Multiculturalism is a huge part of the Sydney lifestyle, making it the perfect place for International
students to study and work.

This city is very generous and can offer you whichever lifestyle you desire! Your lifestyle is your choice,
whether you want the fast-paced city life or the chilled-out beach-life vibes.

That being said, for many residents in Sydney, sports and leisure are a huge part of their day-to-day lives
-people here are generally very active. If this sounds like you, there's an abundance of sporting activities.
From playing sports like cricket or rugby with the locals; learning to surf at Sydney’s iconic beaches, or
embarking on a bushwalking adventure, Sydney will always keep you moving!

If you're not into sports, shopping and fashion might be your thing. Sydney is home to some of the world's
best international, desianer brands, but also houses a market for smaller brands that create unique and
one-of-a-¥ind products.

UOften on weekends, throughout the suburbs, you can visit large markets full of hememade and thrift
items, live music and homemade snacks. The beautitul Queen Victoria Building (QVEB) alone has over 180
stores, where thers is something for everyone.
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WEATHER

Sydney enjoys a temperate climate with more than 250 sunny days a year. Summers (December-
February) are warm and humid, averaging 19-26°C and often reaching the low 30s, while winters
(June-August) are mild, averaging 8-17°C. Autumn and spring are pleasant and are great times to
explore the city and coast. Most rain falls between March and June, so it is worth keeping a light
raincoat or umbrella handy year-round.

Students can rent an apartment, flat or house or share a flat or house with other people (an arrangement
called "share accommaodation®). When making a decision about where to live, students need to balance the
cost of higher rents and lower transport costs In the city areas with the lower rents and higher transport
costs of living in the suburbs.

EMERGENCIES

Any student that experiences critical incidents should immediately inform where possible to their trainer
or course coordinator. If they ara not available, they should contact the Student Admin and if required the
emergency number +61 2 8526 0173 or contact nirmal.shah@nortwest.edu.au. For life-threatening or
serious injury call an ambulance on 000,

If an ambulance has been called notify the nearest staff member of the situation.
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LIVING IN ADELAIDE

Adelaide is a city for people of all ages and abilities to explore, with a wide range of sports and recreation.
schools, universities, libraries and community centres that bring pecple together to learn and converse. It's
not surprising that in 2021 Adelaide ‘was named as the third most liveable city in the world. Adelaide is a
place where you can embrace all the experiences of a cosmopolitan capital city whilst enjoying a life centrad
around wellbeing and balance. Hesidents enjoy a guality of life where happiness and health intersect.
Designed for life, the magic of Adelaide lies ina normal day. Some of the nation's best restaurants and cafes
are your local and the glorious Park Lands that encircle the city are your daily playground.

A A\ 4

One of the best aspects of living In Adelaide is the proximity of everything. It's just a short walk to visit our
vibrant laneways, shop at the bustling Rundle Mall or see a sunset across the enchanting River Tarrens, while
internationally recognised festivals and events including the Adelaide Fringe, the Adelaide Cabaret Festival,
the Tour Down Under and WOMADelaide are just a stone's throw away. With its amazing lifestyle and culture,
Adelaide is without a doubt one of the best cities in the world to live

For more information, please visit:

https://www.experienceadelaide.com.au/live/
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PUBLIC TRANSPORT

Adelaide is well serviced by public transport. Adelaide Metro run buses, and trams through the city and
trains to and from surrounding suburbs. Fees apply. Check the Adelaide Metro website for timetables and
fare information, or ask at the Adelaide Railway Station. You can ride the tram free of charge between
South Terrace, Adelaide Entertainment Centre and Botanic Gardens. Beyond this fees apply and tickets
must be validated. For your convenience, there are also two free City Connector Bus services: one
offering an inner city circuit between major tourist attractions, the other extending out to North Adelaide.
It's a great way to see the sites when you're on a budget,

MBI https:/ f'www.adelaldemetro.com.au/ [l s (sl Ri v (=18

CITY WITH A BIG BACKYARD

Adelaide's Mediterranean climate and long days mean conditions are ideal year-round for exploring and
pursuing all the things you love, As the world’s only 'city in a park, 9.4 square kilometres of Park Lands
serve as Adelaide’s playground. The sweeping greens are where imaainations and bodies are invigorated
through an abundance of experiences including playgrounds, exercise spaces and cultural fastivals that
draw thousands. For families with furry mambers, there are various dog-friendly Park Lands to take your
dog for both on-and-off lead adventures. The city's central location, midway between the hills and the sea,
provides the perfect starting point for trips further afield. Pristine white beaches and world-class
wineries can be reached by car in as little as twenty minutes.

Living in Adelaide means you can enjoy some amazing food and beverages at the abundance of cafes,
restaurants, pubs and bars in the city and North Adelaide's main streets and laneways, or pick up some of
the finest fresh produce from the Adelaide Central Market. It means you can shop at Rundle Mall or at the
trendy boutiques and artisans across the city including in the East End, Hutt Street and 0'Connell Street
in North Adelaide. You can watch the cricket or support your football team at one of the best sporting
ovals in the world in Adelaide Oval, or get involved at any of the many festivals throughout the year an your
doorstep. Whatever your interests, there's more time for what you love in Adelaide.

Adelaide's reputation as an epicentre for commerce and innovation has cultivated a thriving local
economy. South Australia's expertise in market intelligence and its competitive business landscape has
seen the growth of expansive employmant oppartunities in exciting sectors including technology, health,
education, gaming, visual effects, hospitality and the defence and space industries. Adelaide also enjoys
one of the lowest residential property prices among Australian mainland capitals.

For more information, please visit:

https://www. experienceadelaide. com.au/llive/life=in-the-city/

ART AND CULTURE ADELAIDE

With 45,000 pieces from around the world in its callection, you could easily spend a whole day lost in the
halls of the Art Gallery of South Australia. In the city's West End, the Jam Factory Contemporary Craft and
Design studio is a centre of excellence for the arts with four fabulous exhibition spaces and a retail
gallery. Visit the French Renaissance-style Mortlock Wing at the State Library or lose yourself in history
at the South Australian Museum. Get a hefty dose of culture at our massive Adelaide Fringe Festival,
internationally-acclaimed Adelaide Festival or WOMADelaide.

For more information, please visit:

https://southaustralia.com/destinations/adelaide/things-to-do/arts-and-culture
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ADELAIDE LIFESTYLE

South Australia offers a relaxed, family-friendly lifestyle where you can truly achieve work-life balance and
afford to do more.

Adelaide Is one of the world's most liveable citles, perfectly positioned just a short drive from some of
Australia's most unique, globally-renowned regions, so whether you choose city, suburban or country life.
South Australia offers something for everyone.

South Australia is one of the more affordable places to live and work in Australla. Homes are affordable
with more than two-thirds of residents owning thair homes. Adelaide continues to be one of the most
cost-competitive markets for setting up business and leasing office space, and the regions are even more
gitordable.

South Australia boasts a world-renowned food and wine culture, is home to a diverse range of cultural and
sporting events and offers residents and visitors alike opportunities to experience a variety of cultural and
entertainment experiences, for both education and |eisure.

Whether you are looking for things to doin Adelaide's city or are seeking to activities in South Australia’s
beautiful regions, you will be amazed by the diversity of experiences on offer.

WEATHER

Adelaide has a Mediterranean climate of hot, dry summers and cool, wet winters. Summers
(December-February) are hot and dry, averaging 17-29°C and sometimes climbing above 35°C,
while winters (June-August) are cool and damp, averaging 8-16°C with most of the year's rainfall.
Spring and autumn are mild and comfortable. As one of Australia's driest capital cities, Adelaide
sees long stretches of clear, sunny days in summer.

ACCOMMODATION

With access to a range of quality and affordable accommodation options, you'll find the perfect place to
[Ive In Adelaide.

Almost 4,000 students choose to live in and around Adelalde's city centre. With most campuses located in
the city, you'll find it easy to get to and from Your classes by walking, riding your bike or catching the free
inner-city tram or bus.

There are also plenty of options available if your campus is located out of the city, or if you want to livein
the suburbs. With public transport covering the entire metropalitan area, you're never more than a bus,
train or tram ride away.

For more Information, please visit:

hitps://studyadelaide com/why-adelaide/life-in-adelaide/accommaodation
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LIVING IN MELBOURNE

Knowing the average living costs in Australia is an important part of your financial preparation. For your
reference, there are some of the costs associated with living and studying, in Australia. For more
information, please see links below.

For more information, glease visit:

https://fwww.studyaustralia.gov.au/en/life-in-australia/living-and-education-costs

PUBLIC TRANSPORT

Melbourne's public transport network is efficient, convenient and easy to use. You can chaose from trains,
trams, buses and yvellow taxis.

Euy a MYKI for flexible travel between trains, trams and buses. You'll be able to use public transport inand
around the city for just a few hours or all day. Flan your trip, buy tickets online and download maps and
timetables from Public Transport Victoria, the one stop shop for information about travelling on public
transport (phone 1800 800 007).

Visit Public Transport Victoria (https://www.ptv.vic.gov.au/) for maps, timetables, tickets and route
information.

WEATHER

Melbourne is famous for its changeable weather and is known to deliver 'four seasons in one day', so
dressing in layers is always a wise idea. Summers (December-February) are warm to hot, averaging 14-26°C,
while winters (June-August) are cold and grey, averaging 7-14°C. Spring and autumn are mild but variable,
and rain can fall at any time of the year —so it is worth carrying an umbrella wherever you go.
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ACCOMMODATION

Students can rent an apartment, flat or house or share a flat or house with other people (an arrangement called
*share accornmodation’). When making a decision about where to live, students need to balance the cost of
higher rents and lower transport costs in the city areas with the lower rents and higher transport costs of living
inthe suburbs.

EMERGENCIES

Any student that experiences critical incidents should immediately inform their trainer or course coordinator
when possible. If they are not available they should contact the Student Admin and if required the emergency
number +61 48132 3385. For life-threatening or serious injury, call an ambulance on 000,

If an ambulance has been called notify the nearest staff member of the situation.
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COURSE PROGRESS POLICY

Mortwest Pty Ltd. will monitor, records and assesses the course progress of each student for the course in
which the student is enrolled. This policy and procedure define the requirements for student satisfactory
course progress, the processes for menitoring, recording and assessing the student course progress and
the processes for the Mortwest Pty Ltd. intervention strategies for Identifying and assisting students to
achieve satisfactory course progress. The procedure sets out the processes for reporting student
unsatisfactory course progress on PRISMS according to ESOS Act Section 19.

Mortwest Pty Ltd. assess student's progress at the end of each compulsory Term. The Term is usually 10
weeks long for all qualifications on CRICOS scope or else otherwise specified in the individual intake
timetable. While every atternpt would be made to keep consistency, however number of weeks in the

defined term may also factor in the duration and the completion of units of competency, which enable:

MNortwest Pty Ltd. to determine student participation and course progress in any given successfully

completed term. One Term is considered the minimum length of time in which it is reasonable for the

Administration Manager to make an assessment of a student’s course progress.

» Satisfactory course progress is achieved where a student successfully completes at least 50% of course
requirements in a successfully completed Term

* |Unsatisfactory progress is defined as not successfully completing or demonstrating competency in more
than 50% of the course requirements in a successfully completed Term.

® Course breach is defined as not successfully completing or demonstrating competency in more than 50%
of the course requirements in TWO consecutives successfully completed Terms or NOT responding to
intervention meeting invitation within 10 working days from the receiving the invitation.

Mortwest Pty Ltd. will also monitor overseas student attendance (but would not report, unless otherwise

required) in the process of course progress monitoring and reporting. However overseas students must

meet their visa obligations regarding attendance, wherever applicable.

For more details, please refer to "Course Progress Policy and Procedure” available on website

www.nortwest.edu.au

DEFERMENT, SUSPENSION AND

CANCELLATION POLICY
PROCEDURE - DEFERRAL OR SUSPENSION

Students may be able to temporarily defer the commencement of their studies or temporarily suspend their
enrolment after commencement where they have a good reason to do so. Mortwest Pty Ltd. may defer or
suspend the enrclment of the student on the grounds of compassionate or compelling circumstances.

These circumstances could include, but are not limited to:

» Serious illness or injury supported by the medical certificate states the student's inability to attend
classes;

* Bereavement of close family members such as spouse, parents or grandparents (Where possible a death
certificate should be provided);

* Major political upheaval or natural disaster in the home country requiring emergency travel and this has
impacted on the student's studies;

* Atraumatic experience which could include:
® Involvement in, or witnessing of a serious accident:

* Witnessing or being the victim of a serious crime, and this has impacted on the student (these cases
should be supported by police or psychologists reports);
* |nability to begin studying on the course commencement date due to delay in receiving a student visa.

Please Note: These are only some of the examples of what may be considered compassionate or compelling
circumstances.
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The Student Support Manager will use their professional judgment and to assess each case on jts
individual merits. When determining whether compassionate or compelling circumstances exist,
Mortwest Pty Ltd. will consider documentary evidence provided to support the claim and will keep copies
of these documents in the student's file.

& student applying to defer/suspend his/her enralment must do so by submitting a written application to
the Student Support, This application to defer must include in detail the 'compassionate or compelling
circumstances to support the temporary deferral/suspension of their studies.

The Student Support Manager will:

s Review all applications for deferral or suspension and determine if the application for deferral or
suspension is to be granted or rejected within 3 working days.

e Ensure the student is informed In writing of the outcome of their application for deferral or suspension.
The students must also be informed that the deferment or suspensian may affect their student visa and
they are advised to contact DHA inrelation to the status of their student visa,

» In the case of a student application being rejected the written notification ta the student will also be
informed of their ability to access the complaints and appeals policy and procedure if they wish to
appeal the decision,

« Maintain all documentation related to deferral or suspension application on the students file.

» Motify DHA via PRISMS of the decision regarding granting deferment or suspending an international
student enrolment{It is mandatory to notify DHA if the deferment/suspension duration Is more than 14
days). This includes reporting the change to the overseas student enralment under section 18 of ES0S
act.

s Inform the student In writing to seek advice from DHA on the potential impact on his/her student visa.
Itis the student's responsibility to collect revised COE from the college for any deferral/ suspension made,

The student can also use the COE to inform DHA of the revised end date of the course where their Visa
requires extension.

Requests for deferment/suspension may be denied for students who are in arrears with the payments or
in breach of the Student Code of Conduct.

PROCEDURE - STUDENT INITIATED
CANCELLATION

& student may cancel their enrolment where they have decided to discontinue studying with Nortwest
Pty Ltd. Student must not have any outstanding tuition fee prior applying for cancellation of enralment,
ifthe course has commenced, student will have to make the payment for the tuition fee for that particular
study period.

Students wishing to cancel their enrolment must submit the application in writing to the Student
Administration. The Administration Manager will then;

* Maintain all application documentation for the cancellation of enrolment on the student's file
» Notify DHA via PRISMS of the decision to cancel the enrolment as a result of the student's request.

® Ensure the student is informed in writing of the outcome of their application for cancellation. This
written notification will also inform an international student that the deferment or suspension may
affect their student visa and they are advised to contact DHA in relation to the status of their student
visa,

Students will be required to refer to their Enrolment Acceptance Agreement and the Refunds Policy and
Procedure for details of the refund arrangements in place where an enrolment is cancelled.
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PROCEDURE - PROVIDER INITIATED DEFERRAL

The CED may defer an enrolment where the course is not being offered at the proposed date, site, or any
other reason the CEO deems necessary to cancel the course. In such cases a refund shall be processed as
required or alternative courses offered. Please refer to Refund Policy and Procedure.

PROCEDURE - PROVIDER INITIATED SUSPENSION
OR CANCELLATION

o Misbehaviour by student
e Breach of student code of conduct or ethical behaviour

= The student's fallure to pay an amount he or she was required to pay to Nortwest Pty Ltd. to undertake
or continue the course as stated in the written agreement

# Breach of course progress requirements by the overseas student, which must accur inaccordance of
Mational Code 2018 Standard 8,

Where Nortwest Py Lid. decides to suspend or cancel the overseas student’s enrolment, the
Student Support Manager, before imposing suspension or cancellation, will inform the student in writing:
® The intention to suspend or cancel the student enrolment and the reason for doing so.

= That the student will have 20 working days to appeal through Nortwest Pty Ltd. Complaints and Appeals
policy and procedure in accardance with National Code Standard 10. The student enralment will not be
cancelled or suspended until after this appeal period has passed,

« Where the student enrolment is to be suspended, the length of the suspension must be included.

= ‘Where the enrolment is ta be cancelled the effective date of the cancellation (at least 20 working days
from the date of the letter).

# |nternational students must also be informed that Nortwest Pty Ltd. is obliged to infarm DHA via
FPRISMS after the 20-day period of the suspension or cancellation and this may affect their student visa.

» [nternational students will be advised to contact DHA in relation to the status of their student visa.

The Student Supgort Manager will:
e Maintain all application documentation for the suspension or cancellation of enrolment on the student's
fila.

e Notify DHA via PRISMS of the decision to suspend or cancel the enrolment as a result of the international
student's request only after the appeals period has passed.

= Where an international student decides to access the complaints and appeals policy and procedure
within 20 working days, the student must not be reported until the process has finished

For more details, please refer to "Deferment Suspension or Cancellation Policy and Procedure” available on
website

www.nortwest.edu.au
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I RPL/CREDIT TRANSFER POLICY
RPL PROCESS

1.
2

10,

1.

The candidate contacts Nortwest Pty Ltd. and enguires about RPL.

Mortwest Pty Ltd. provides the candidate with information about EPL. If the candidate decides they
would like to proceed with RPL, Nortwest Pty Ltd. must supply them with a copy of the RPL
Self-Assessment Tool.

The candidate completes the RPL Self-Assessment Tool, identifying units they would like to apply for
and evidence they could submit.

The candidate sends their RPL Self-Assessment Tool, a copy of their CV and any certified copies of
relevant qualifications back to Nortwest Pty Ltd..

Mortwest Pty Ltd. reviews the self-assessment checklists to determine if the candidate is suitable to
proceed with the RPL process. This will inciude contacting the candidate to discuss the following:

- Their work experience and anything of interest in their CV (for example, has the candidate worked in
a different number of job roles, have they worked in a number of different workplaces, or the same
one, professional development experiences, etc.).

- Theiterns they ticked/did not tick in their self-assessments.

- The items listed in their evidence brainstorm (for example, will these add value to their application,
or will you see evidence of their work when they complete the assigned tasks?).

- The third-party person who is it, how long have they known the candidate in a professional capacity.
ete.

The assessor makes a decision on the candidate’s suitability for RPL. {If the candidate's work experience,
skillz and Knowledge da not accurately reflect the requirements of the gualification or units therein, the
candidate should be provided with information about formal training opportunities for this qualification.
The candidate can then make a decision as to whether they would like to enrol in the course.

The successful candidate receives a copy of the:
- Written agreement

- Invoice for RPL assessment

- RPL Evidence Tool

- RPL Third Party Tool (assessor must indicate in this document which units are being applied for, if
the candidate iz not applying for the entire qualification).

The asseszor contacts the candidate to discuss:
- How towork through the RPL Evidence Tool

- Arrangements for workplace observations (where applicable, and in consultation with the
candidate's workplace supervisor to ensure that workplace visits are scheduled approgriately, and
that the workplace has access to required equipment and resources)

The assessor contacts the candidate to discuss:
- Visiting the candidate's workplace to obsarve completion of practical tasks (where applicable)

- Completing verbal questioning (either over the phona, Skype or other video conference tool, or in
person)

- Beingavailable to provide support and assistance to the candidate as required.
The candidate submits their RPL Evidence Tool booklet and their evidence portfolio

The assessor checks the third-party person’s ratings feedback and comments in the RPL Third Party
Tool
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12. Where necessary, the assessor contacts the third-party person to discuss anything that requires further

13. clarification.

14, The assessor contacts the candidate's professional referees to discuss the candidate's warkplace
competency.

15. The assessor contacts the candidate opce an outcome has been made all outcomes are to be
summarised in the Assessment Outcome Summary in this document.

16. 15. The assessor forwards all documents to Nortwest Pty Ltd.'s office for record keeping (see below).

CT(CREDIT TRANSFER)

1. Applicants for credit transfer must complete the Credit Transfer Application form, attach a copy of a
Qualification, Statement of Results lacademic transcript) or Statement of Attainment and submit the
application to the Academic Manager.

2. The Academic Manager must check the qualifications, Statement of Results (academic transeript),
Statement of Attainment, and grant credit transfers for identical units that have been identified as being
completed at another Registered Provider.

3. The student and the Academic Manager must sign the completed credit transfer record.

4. Granting of credit transfer must be recorded as a unit outcome In the student file/student management
system.

5. After credit transfer is granted, a student’s course schedule must be reviewed and any reductions in the
scheduled attendance and the reasons for the reduction recorded and placed in the student file.

B. Ifpossible, a full-time load for the student should be maintained by adjusting a student's course schedule
and duration for completion of the course,

7. Any course duration reduction as a result of Credit Transfer granted to students must be indicated on:

- Confirmation of Enrolment, if granted pricr to the issue of a Visa, or
- PRISMS, if granted after the issue of a Visa.
B. The following document must be placed in the student file:

- Verified copies of qualifications

- Statement of Results (academic transcript)
- Statements of Attainment

- Credit Transfer Application form
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TRANSFER TO ANOTHER PROVIDER POLICY

Mortwest Pty Ltd. assesses requests from students for a transfer between Nortwest Pty Ltd. and other
registered praviders, prior to the student completing B manths of his/her principal course of study, in
accordance with this policy and procadure.

In line with Standard 7 of the National Code 2018, Nortwest Pty Ltd. will not knowingly enrol an overseas
student wishing to transfer from another registered provider's course prior to the student completing 6
months of their principal course of study, except in limited circumstances as below:

e Releasing registered provider, or the course in which the overseas student is enrolled, has ceased to be
registered.

* Releasing registered provider has had a sanction imposed on its registration by the ESOS agency that
prevents the overseas student from continuing his or her course at that registered provider.

® Heleasing registered provider has agreed to the overseas student's release and recorded the date of effect
and reason for release in PRISME.

= Any government sponsor of the overseas student considers the change to be in the averseas student's
best interests and has provided written support for the change

Maote that in the very rare circumstances where the original provider or course has ceased to be registered,
or sanctions have been placed by the Australian government or by Federal Requlator, By which student
cannot continue his/her course at criginal provider, Nortwest Pty Ltd. will not consider ‘release’ information
on PRISMS. Evidence of this occurrence would be placed in the student file.

PROCEDURE
PROCEDURE (TRANSFER TO NORTWEST PTY LTD.)

1. Any requests that are received in relation to a student transfer will be directed to Student Support
Manager who will then assess the applications to transfer education providers and advise the studant
about the outcome as outlined in the procedure.

2. Student Support Manager accesses the student information via documents pravided by student at the
time of enralment/application. Thisis done to determine if the student has completed 8 months of study
in their principal course or not.

4. Ifthey have completed more than 6 months of their principal course of study, then the Student Support
Manager will process the application and will seek the fee pending status from finance department.

4, |f the student has NOT completed 6 months of their principal course of study, the relevant information
is checked where the previous provider has recorded releasing information on PRISMS.

o

If releasing fram the previous pravider is required on PRISMS, for students who have not completed 6
manths of their principal course of study, Nortwest Pty Ltd, will not enrol the student,

B. If Student Support Manager rejects the application of transfer to Nartwest Pty Ltd., student is informed
about the decision via email.

7. |If student release from the previous provider is provided, then the Student Support Manager processes
the application in accordance with Nortwest Pty Ltd.'s Admissions Policy and Procedure.
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PROCEDURE (TRANSFER FROM NORTWEST PTY LTD.)

1.

10.

n

. Students who seek to transfer to another provider prior to completing 6 months of their principal
course must make a written request to Student Support Manager The apglication must be accompanied
with a valid 'Letter of Offer’ from the new pravider authenticating the transfer and the justification en
how the new intended course will benefit the student.

The following circumstances are outlined below where Nortwest Pty Ltd. will grant the transfer reguest
inthe overseas student's best interests, including but not limited to:

- Mortwest Pty Ltd. has cancelled/ceased to offer the course as outlined in the Written Agreement.
Government considers the change to be in the student's best interest, if they are a sponsored
student (written confirmation from sponsor required).

- There is evidence that the student was misled by the registered provider or an education or

migration agent regarding the registered provider or its course and the course ig therefore!

unsuitable to their needs and/or study objectives.
- Student has provided sufficient evidence of compassionate ar compelling circumstances.

- Btudent will e reported because they are unaktle to achieve satisfactory course progress at the
level they are studying, even after engaging with the intervention strategy in accordance with
Standard 8 of National Code 2018 and the Nortwest Pty Ltd.'s Course Progress Policy and Procedure.

- There is evidence that the student’s reasonable expectations about their current course are not
being met.

- An appeal (internal or external) on another matter results in a decision or recommendation to
release the student.

- Exceptional circumstances ([documentation reguired to support circumstances).

If the application is found to be genuine and the Student Support Manager approves the transfer, the
student's enrclment at Nortwest Pty Ltd. will be cancelled and student release information will be
recorded in PRISMS. The student will also be advised of the need to contact Department of Home Affairs
[OHA) and check if their existing visa allows them to study the intended course.

The Student Support Manager reports the student's termination of studies to the appropriate
government agencyls)via PRISMS,

The approval of transfer does not guarantee or does not indicate the agreement to provide any refund.

Where the transfer is not in the best interest of the student, the reguest to transfer to another
registered provider will be rejected. Reasons for rejection may include but are not limited to:

- Qutstanding debt to Nortwest Pty Ltd.

- Mew course or location or outcome is not suitable to student situation
- Intended Provider is not 8 CRICOS registered provider

- The welfare of the student is compromised

This decision of the appropriateness of the transfer will be made by the Student Support Managerand
shall be given to the student in writing. The above process should not take more than 7 days once the
student has provided the necessary documentation.

In an event where tha student's application of transferring to anocther provider is rejected, the student
will be Informed in writing about student's right to appeal against the decision.

Student will have access to Nortwest Pty Ltd.'s Complaints and Appeal processes. Students can appeal
against the decision within 20 working days after the outcome is informed to the student,

Nortwest Pty Ltd. will not finalise the student’s refusal status in PRISMS until the appeal finds in favour
of the registered provider, or student has chosen not to access the complaints and appeals processes
within the 20-working day period, or student withdraws from the process.

Mortwest Pty Ltd. will maintain records of all requests from student and the assessment of, and

decision regarding, the request for the pericd of 2 years after student ceases to be an accepted
student,
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REFUND POLICY
REFUND POLICY CONDITIONS AND PROCESSES

Refund of the fees will only be granted in accordance with the refund policy set out below.
Any student willing to apply for a refund must submit a completed ‘Refund Application Form' to Student
Administration. The application form can be acceszad by:

¢ Contacting Student Administration

¢ Accessing Nortwest Pty Ltd.'s website

All refund applications are to be assessed by the Administration Manager and applications processed
within Twenty [20) working days of the application and evidence of documentation received. The Student
will need to supply in writing, the nominated method of reimbursement. Refunds are accompanied by a
statement outlining the total refunded amount.

PLEASE NOTE:

1. Refundsapplications after course commencement is only in relation to Tuition Fees only. Tuition fees
and Materlal fees are specified In the Enrolment Acceptance Agreement.

2. Nortwest Pty Ltd. is not able to provide any refunds for fees paid ta third parties such as Health
insurance or fees paid directly to an education agent.

Where the student breaches Nortwest Pty Ltd. Policies and Procedures no refund is payable.
Students cannot apply for a refund where there is default on payment of Tuition and material fees.

5. Payment of a refund application cancels a student’s enrolment.

FULL REFUNDS

Nortwest Pty Ltd. will make a refund of course fees paid in the following circumstances:

1. Visa refused before commencement date
In the event that a student's initial visa (prior to landing in Australia) is not granted, a full refund of fees !
received by the Institute will be issued to the student less the Application fee and the Administration
Fee. Administration fee is calculated as 5% of the amount paid ar 8500 whichever is the lesser

Please note: Without proof of refusal from the Department of Home Affairs, NO refund will be granted.

2. Nortwest Pty Ltd. does not commence or ceases delivery of a course
MNortwest Pty Ltd, reserves the right to cancel or postpone any courses prior to their scheduled
commencement dates, should It be necessary.

If Nortwest Pty Ltd. does nat commence a course on the due date a full refund of tuition fees paid will
be made within 10 working days of the specified starting date in accordance with the refund provisions
of the ESOS Act. Fees may be transferred to an alternative enrolment where the student agrees. Where
Mortwest Pty Ltd. is unable to complete the course due to unforeseen circumstances, any ‘unused
tuition' fees are to be refunded to the student.

Where there is an instance of provider default in the above circumstances, Nortwest Pty Ltd. may
arrange for another course, or part of a course, to be provided to students at no (extra) cost to the
student as an alternative to refunding course moniey. Where the student agrees to this arrangement,
Nartwest Pty Ltd. will not be liable to refund the money owed for the original enrolment,

TUITION PROTECTION SERVICE

In such case of pravider default, student tuition fee is protected under TPS (Tuition Protection Service),
The Tuition Protection Service is an initiative of the Australian Government to assist international
students whose education providers are unable to fully deliver their course of study. For more
information on TPS for international student, please visit:

https://tps.gov.au/
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PARTIAL REFUND

1. Student withdraws more than B0 days before course commencement date or within cooling off period
If written notice of withdrawal is received maore than B0 days prior to the initial course commencement,
78% of the initial pre-paid tuition fee is refundable, less the Application fee and the Administration Fee.
Administration fee is calculated as 5% of the amount paid or 5500 whichever is the lesser. Note the CED
may walver the Administration fee for withdrawals within the 3-day cooling off periad.

2. Student withdraws less than 60 days but more than 28 days before course commencement date

If written notice of withdrawal is received less than B0 days but more than 28 days prior to the initial course
commencement, only course material fee is refundable.

NO FEE REFUND

4. Student withdraws less 28 days before course commencement date
If written notice of withdrawal is received less than 28 days prior to the initial course commencement, there
would be Mo refund.

MNortwest Pty Ltd. will not refund any RPL application fees should the student be deemed as unsuccessful
in RPL. Note that the student may lodge an appeal on RPL decision at little or no cost - refer to the
complaints and appeal policy.

Non-tuition-based fees such as materials and/or equipment provided after course commencement will
not be refunded under any circumstances.

In the event that a student cancels their enrolmant and requests a refund after the course commencement
date, there will only be refund on unused tuition fee for future study period/s. Overseas Students
withdrawing from a course of study, will be reported to the Department of Home Affairs.

A Student who withdraws from their studies after the commencement of their course is required to pay the
balance of their tuition fee for the current study period before the date of cancellation of their COE. In the
event that the student seeks and is granted approval by Nortwest Pty Ltd. to transfer to another provider
prior to completion of six-month study of the principal course, there will only be refund on unused tuition
fee for future study period/s.

In the event that the student’s enrolment Is cancelled because of misconduct of student with Nortwest Pty
Ltd.' Student Code of Conduct Policy or breach of student visa conditions there is no refund of any monies
paid to Nortwest Pty Ltd..

In the event that a Student's extension of Visa is not granted; there will only be refund on unused tuition fee
for future study period/s. Students are advised not to enrol or re-enrol if they are uncertain if their visa will
be extended.

In the event that a Student abandons their course without formally cancelling their enrolment, there will not
be any refund. Student will be invoiced for the tuition fees before the date of cancellation of their COE.

‘ In an event where visa is cancelled due to any action of student, there is no refund.

EXTENUATING CIRCUMSTANCES

Students may have extenuating circumstances that prevent them from attending scheduled course dates
that may include but are not limited to illness, family or personal matters, or other reasons that are out of
the ordinary circumstances. Where evidence can be successfully provided to support the students
circumstances, course fees may either be transferred to the next available course where applicable, or a
refund of unused course fees will be issued. This decision of assessing the extenuating circumstances
rests with the CEO and shall be assessed on a case-by-case situation.
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REFUND PROCEDURE nortwest

All applications for refund must be made in writing using 'Refund Application Form’ and must be submitted
to for their approval. The refunds will be processed towards the nominated account within 20 working days
from the date of application. The amount of refund will be calculated in accordance with the summary of
refunds.

It is student's responsibility to provide correct account details. Nortwest Pty Ltd. will not authorise the
| transfer of fees to any other student’s account. Refunds for students will be completed in the same method
by which the fees were originally paid.

PAYMENT OF REFUND >

All refunds for which a student is eligible will be forwarded to the person who paid the fees in his or her home
country, unless the student is transferring to another institution in Australia (subject to Visa conditions), in
which case any refund may be remitted to that institutian,

Written authorisation from that person, or entity, is required before refunds can be made payable to any
other party. Students should submit this authorisation with their written request for refund. All Student
refunds are made In Australian dollars or the foreign currency equivalent at the time and will be net of any
handling fee charged by local representatives used by the Student. Bank Charges on processing refund
payments such as Telegraphic Transfer or draft fees to $40 will be deducted from any refund. Nortwest Pty
Ltd. will provide the student with a statement detailing the calculation of the refund.

APPEALING REFUND DECISIONS

All students have the right to appeal a refund decision made by Mortwest Pty Ltd. (Refer Complaints and
Appeals Folicy and procedure).

SUMMARY OF REFUNDS
OUTLINE OF DEFAULT REFUND ARRANGEMENTS (APPLICATION FEE IS

NON-REFUNDABLE UNDER ALL CIRCUMSTANCES)

Initial visa refused prior to course commencement (with

Department of Home Affairs Refusal Letter) Full refund less Administration Fee

Mortwest Pty Ltd. is unable to provide the course for

which the original enrolment and payment has been made Fullrefund of theinitial pre-paid fees

Withdrawal prior to agreed start date:
I Motify the Institute more than 60 days prior the course
commencement date or within cooling off period

75% refund of the initial pre-paid fees
less Administration Fee

| Withdrawal prior to agreed start date:
Motify the Institute less than 60 days and greater than

Only course material and/or equipment
i < 28 days prior the course commencement date

fee is refundable

Withdrawal prior to agreed start date:

Notify the Institute less than 28 days prior the course No refund

commencement date

Visa refused after course commencement (with Refund of unused Tuition Fees for
Department of Home Affairs Refusal Letter) future study period/s

Withdrawal after course commencement (with confirmed Refund of unused Tuition Fees for
extenuating circumstances) future study period/s
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OUTLINE OF DEFAULT REFUND ARRANGEMENTS (APPLICATION FEE IS

NON-REFUNDABLE UNDER ALL CIRCUMSTANCES)

Mortwest Pty Ltd. is unable to centinuously provide the

commenced course for which the payment has been made e

Withdrawal after course commencement without
extenuating circumstances or cancellation of course due
to student default.

75% refund of the initial pre-paid fees
less Administration Fee

Abandonment of Course / Failure to return after scheduled  gpy course material and/or equipment
break. Overseas Students withdrawing from a course of fee Is refundable

study will be reported to Department of Home Affairs, as
required by law.

MNo refund

Student's extension of Visa is not granted. If entire fees is paid, refund of unused
tuition fees less (fess for cngoing term

and administration fee)

Visa is cancelled due to any action of student Me refund

RPL assessment Mo refund

Administration fee is calculated as 5% of the amount paid or $500 whichever is the lesser

LATE PAYMENT OF FEES

Students are required to pay their tuition fees and any outstanding charges on the due
date specified. If the student fails to make the payment by the due date, the following will
occur:

I. Payment reminder will be sent to student within 7 calendar days after the due date.
2, After 7 days, If student fails to make any payment or abtaln a payment plan, student will be issued first
warning letter. Student will further have 7 calendar days to make the payment. If the student is on

_ payment plan, then student will be required to pay the whole study period's outstanding balance. A late
( payment fee of 18% of the total amount owing may be levied.

d. Final warning letter will be sent to student with fee overdue for more than 28 calendar days. If student

fails to pay the overdue account within 7 calendar days of final warning letter. the Institute will refer

student’s case to Institute’s debt collection agency.

4, In final warning letter, Nortwest Pty Ltd. will also inform the student about the intention to report to
Department of Home Affairs based on non-payment of fees, which may result in cancellation of
student’s enrolment and student visa.

5. Student will have 20 working days to make an appeal. For more Information, please refer to Nortwest Pty
Ltd.'s Complaint and Appeal policy

6. The CEO may grant an extension and/or walver late fees, where extenuating circumstances has been
provided by the student.
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llection
= will be dealt:

total outstanding fee in full. Where a student cont

MAINTAINING RECORDS OF REFUNDS

Where a student application for refund is submitted. all records of the refund application and associated
actions are maintained in the student file. This includes a remittance advice identifying that refunds have
been paid and any correspondence relating to the refund application.

Any information that the client provides Mortwest Pty Ltd. or that Mortwest Pty Ltd. collects about the client
(including payments and refunds) can be given to authorised State and Commonwealth Agencies such as
the Tuition Protection Service. The student must be informed of their right to appeal any decision of this
policy In line with Nortwest Pty Ltd.'s Policy and Procedure - Complaints and Appeal policy.

PRIVACY POLICY

Information collected about an individual learner or intended applicant in Written Agreement and
Acceptance of Offer and during the student enrolment, can be provided by Nortwest Pty Ltd., the
Commonwealth including the TPS or state or territory agencies, in certain circumstances, to the Australian
Government and designated authorities; in accordance with the Privacy Act 1988, In other instances,
information collected on this form or during your enrolment can be disclosed without your consent where
authorised or required by law.

Under the Data Provision Requirements 2012, Nortwest Pty Ltd. is required to collect personal information
about any individual learner or intended applicant and to disclose that personal information to the National
Centre for Vocational Education Research Ltd (NCVER).

Learner's personal information (including the personal information contained in Written Agreement and
Acceptance of Offer and during the course of their study), may be used or disclosed by Mortwest Pty Ltd, for
statistical, administrative, regulatory and research purposes. Nortwest Pty Ltd. may disclose your personal
information for these purposes to:

- Commonwealth and State or Territory government departments and authorised agencies; and

- NCVER.
Personal information that has been disclosed to NCVER may be used or disclosed by NCVER for the
following purposes:

Populating authenticated VET transcripts.

- Facilitating statistics and research relating to education, Including surveys and data linkage

- Pre-populating RTO student enrolment forms.,

- Understanding how the VET market operates, for policy, workforce planning and consumer information;

= Administering VET, including program administration, regulation, monitoring and evaluation

For more details, please refer to "Refund Policy and Procedure” available on wekbsite

vwww.nortwest.edu.au
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I COMPLAINTS AND APPEAL POLICY

Mortwest Pty Ltd. ensures that students have ready access to a robust and fair complaints and appeals
process. These processes are independent, easily and immediately accessible, and inexpensive for the
parties involved. This policy establishes the rules under which Nartwest Pty Ltd. must actin response to a
student complaint or appeal against a decision made by Nortwest Pty Ltd.

e Mortwest Pty Ltd, will ensure that students have a clear understanding of the steps involved in the
procedure by providing procedural information on the Nortwest Pty Ltd. website and in the student
Written Agreement and by explaining the process on the orientation.

e All students submitting a complaint or appeal must be treated fairly, professionally, transparently and
withaut repercussion for making such a complaint or appeal.

® The processing of @ complaint or appeal must be commenced within 10 days of it being received by
Mortwest Pty Ltd..

s Students should ideally attempt to resolve a complaint informally prior to lodging a formal complaint.

* |nall cases where aformal complaint or grievance is made, Nortwest Pty Ltd. will provide a response to the
student.

* |n all cases where an outcome has been reached, Nortwest Pty Ltd. will inform the student [in writing) of
the outcome of the appeal that clearly explains the reasons for that autcome.

MNortwest Pty Ltd. will retain copies of all such written communications, outcomes and reasoning.

e All students attending an appeal panel review are entitled to be accompanied by a support person of their
choice.

® |n situations where a student's internal appeal has been rejected, the student will be informed of the
options available to them outside those offered by MNortwest Pty Ltd., if they wish to escalate the
complaint or appeal beyond the Nortwest Pty Ltd. processes. Nortwest Pty Ltd. will inform students of
thelr options for external appeal within 10 working days of making a decision.

* In a situation where an appeal (internal or external) is upheld, Nortwest Pty Ltd. will immediately action
that outcome and advise the student of the outcome and any follow up action.

* Nortwest Pty Ltd. will ensure corrective action is taken in response to any complaint or appeal to mitigate
any recccurrence that may lead to similar complaints and appeals being lodged in the future.

s Mortwest Pty Ltd. will collect the data about complaints and appeals and record the data in the Complaint
Fegister,

o This data willinclude action taken to address the root cause of complaints, the follow-up and the outcome
of the complaints/appeals. Evidence of complaints and appeals will be saved in the Complaints and
Appeals folder, as well as the minutes of staff meetings at which actions arising from complaints were
agreed and other relevant documentation. The folder will be managed by the Student Support Manager
and placed in a secured place.

* Complaints and appeals may be made inregards with but not limited the following issues:
- Enrolment process

- Education agents

- Campus facilities and resources(including the kitchen resources)
- Training

- Staff

- Academic results

-  Course progress

- Discrimination, harassment and bullying

# Fees and refunds

- Dther students of Nortwest Pty Ltd.
- Any other party directly or indirectly related to Mortwest Pty Lid.
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| PROCEDURE
COMPLAINTS

I

10.

1.

Students are encouraged to raise matters of concern informally with their trainers, Student Services
Officers or the RTO Manager via email. Allinformal complaints will be attended within 10 business days
of receipt of the complaint. The communication of any informal complaints will not be kept an the
student file, unless requested to do so by the student,

If the complaint cannot be resolved informally, the student may lodge a formal complaint using the
Complaints and Appeals Form, available on the Nortwest Pty Ltd. website and the campus reception,

The student must send the completed Complaints and Appeals Form to sso@nortwest.edu.au.

All complaints will be handled professionally and confidentially. All Nortwest Pty Ltd. staff members
ensure that they comply with the Privacy Folicy.

The RTO Manager will handle all formal complaints. If the complaint is in respect to the ETO Managar,
the CEQ will handle the complaint,

The cemplaints agsessment process will commence within 10 working days of the Nortwest Pty Ltd.
receipt of the completed Complaints and Appeals Form. The complaint will be resolved fairly and
equitably, and at the earliest possible time (no later than 20 working days).

The complainant/appellant will be given an opportunity to formally represent his/her case atl no cost.
The complainant/agpellant can be accompanied or assisted by a support person during the meeting.

The outcome of the complaint, including the reasons for the outcomne will be provided in writing to the
student within 5 business days of a decision being made. The student will be advised that they have
the rights to appeal.

In case the RTO Manager failed to draw a conclusion on a complaint within 45 days, the reason must
be sent to student in writing. The student must be updated regularly with the progress of the
assessment,

Where a complaint cannct be resolved through the internal procedure, Mortwest Pty Ltd. will give
appropriate information to proceed with the Training Ombudsman whose role is to investigate official
concerns, complaints and disputes raised by interested parties and stakeholders regarding the
actions of a registered education and training provider.

If there is any matter arising from a student complaint that is a systemic Issue, which requires
improvement action, the complaint will be reported to the CEQ as part of the continuous
improvement process.

APPEALS

1.

A A\ 4

The essential nature of an appeal is that it is a request by a student to reconsider a decision made by
Mortwest Pty Ltd..

All appeals will be handled with by an Appeal Commitiee consisting of at least 3 members. The Chair
will be appointed by the CEQ. The panel will be comgrised of:

- -The Administration Manager
- Atrainer representative
- Awelfare counsellor

The panel decision should be unanimous and where there is a disagreement, the case will be
escalated to the RTO Manager or the CEO to help resolve the case,

All appeals must be lodged by submitting the completed Complaints and Appeals Form to
sso@nortwest.edu.au

A student's enrolment must be maintained whilst an appeal Is in progress and the outcome has not
been determined.

The appeal assessment must commence within 10 working days of the receipt of the appeal.

A maximum time of 45 days from the appeal being lodged in writing will be allowed for the resolution
unless all parties agres in writing to extend this time.
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7. The Student Support Manager will send the outcome of the appeal to student in writing within 5 days from
the date of the final decision. The letter will be archived in the student file as well as recorded in the
Complaints and Appeals Register.

8. Ifthe student is not satisfied with the appeal cutcome they will be advised in writing about their rights to
access external comglaints handling and appeal process at with the Ombudsman. The details of the
ombudsman will be detailed in the letter. Following are the details of ombudsman:

ORGANISATION: Overseas Student Ombudsman (http://www.ombudsman.gov.au/)

Online Complaint Form:
https://forms.business.gov.au/smartforms/serviet/ SmartForm.htmi?fo

rmCode=oco-complaint-form
CONTACT POINT: | CONTACT POINT:
Call: 1300 362 072 {within Australia) Outside Australia call +6126276 0111,
Enquiries 3 am to 5 pm Monday to Friday (AEDT)
Postal: GPO Box 442 Canberra ACT 2601.

9. Inany circumstances, where Nortwest Pty Ltd. is informed that the international student has accessed

external appeals processes, the college will maintain a student’s enrolment until the external appeal
process is finalised.

10. There are no further avenues within Mortwest Pty Ltd. for appeals after an internal appeal has been
completed.

11. If the internal or external complaints handling or appeal process results in the decision or
recommendation in the favour of the student, Nortwest Pty Ltd. will immediately implement the decision
or recommendation and take the

OTHER USEFUL INFORMATION
ESOS

The Education Services for Overseas Students Act 2000, or ES0S Act, establishes legislative requirements
and standards for the regulation of education and training institutions offering courses to international
students in Australia on a student visa. In particular, ESOS provides tuition protection for international
students.

For more information, please visit:

https://internatlonaleducation.gov.au/Regulatory-Information/Pages/Regulatoryinformation.aspx

TUITION PROTECTION SERVICE

The Tuition Protection Service (TPS) is a government initiative protecting international students in the
event that an education provider is unable to fulfil their obligation to deliver the agreed course of study. The
TPS ensures that international students are able to complete their study in another course or with another
education provider or that they get a refund of their unspent tuition fees.

For more information, please visit:

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

UNIQUE STUDENT IDENTIFIER

The Unigue Student ldentifier (US|) ensures that you have access to all your training records online at any
time. It makes life easier for you and your employer. If you are a continuing student in Vocational Educa- tion,
Mortwest Pty Ltd. needs your US| number before issuing qualification or if you are new student, you can
create your U3l or, Nortwest Pty Ltd. can apply for your USI on your behalf.

For more information, please visit:

https://www.usi.gov.au/students
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I CONTACT DETAILS

Q Level 2, 531 George Street, Sydney NSW 2000.
Suite 1, Level 2, 66-68 Grenfell Street, ADELAIDE SA 5000.
Level 9-108, Lonsdale street, VIC 3000.
Level 2, 77 - 79 York Street, Sydney NSW 2000.

W) +6128526 0173

B4 sso@nortwest.edu.au

FIY
W/ www.nortwest.edu.au
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NORTWEST COLLEGE

Essential Information for
International Students

Your rights, responsibilities and the support available to you while
you study and live in Australia — under the ESOS framework and

your student visa.

Your Rights Enrolment Student Visa Health & Wellbeing Settling In
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PROTECTING YOUR STUDIES

Your Rights & the ESOS Framework

As aninternational student studying in Australia on a student visa, your enrolment is protected by
Australian law. Nortwest College is registered on CRICOS and must meet nationally set standards
for the education and support we provide to you.

(

The ESOS Act & National Code 2018

The Education Services for Overseas Students (ESOS) Act and the National Code are the
laws that protect the rights of international students and set out the obligations of
registered providers. They cover the information you receive, the support you can access,
and how your enrolment is managed.

\

Your key rights

Receive a quality education from a reqgistered provider that meets Australian standards.
Receive, sign and keep a clear written agreement before you pay any fees.

Get arefund in the circumstances set out in your written agreement and the ESOS Act.
Access a fair complaints and appeals process, internally and externally.

Have your personal information kept private and handled lawfully.

Tuition Protection Service (TPS)

In the unlikely event that a provider is unable to deliver a course you have paid for, the TPS is

a government safety net that helps you find a suitable alternative course or receive a refund
of unspent tuition fees.
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FEES & AGREEMENTS

Fees, Refunds & Your Written Agreement

Your written agreement

Before you pay any fees, you will receive a written agreement setting out the course, fees,
payment schedule and the conditions under which a refund may be paid. Read it carefully and
keep a copy —itis animportant legal document and you may need it to make a claim.

Refunds
Provider default Student default
If we do not start or deliver your course as If you withdraw or your visa is refused,
agreed, you are entitled to a refund of refunds are calculated under the terms of
affected fees, generally within 14 days, or a your written agreement and applicable law.

suitable alternative placement.

To request a refund, submit a written application to Student Services. Outcomes are provided in
writing with a statement explaining how the amount was calculated.

)
Your privacy

We collect and hold your personal information to manage your enrolment. Under the ESOS
Act, some information may be shared with the Australian Government (including the

Department of Home Affairs) and the Tuition Protection Service. Your information is
otherwise kept confidential and handled in line with Australian privacy law.

Critical incidents

In the event of a critical incident affecting your safety or wellbeing, the College has a plan to
respond quickly, support affected students and notify relevant authorities and next of kin
where appropriate.
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STAYING ON TRACK

Course Progress & Attendance

Maintaining satisfactory course progress is a condition of your student visa. Nortwest College
monitors the progress of every international student each study period and steps in early to help
students who may be falling behind.

How we monitor progress

We review academic results at the end of each study period to identify students at risk of not
meeting requirements.

Students identified as at risk are contacted and offered a documented intervention strategy —
extra support, tutoring, study skills and a clear improvement plan.

We also expect consistent attendance and active participation in your classes and
assessments.

Why this matters for your visa

If, after support and intervention, a student does not achieve satisfactory progress, the
College may be required to report this to the Department of Home Affairs. This can affect
your student visa. Engaging early with support is the best way to stay on track.

Need help? Talk to us early

Course Progress Monitoring Team — Academic Intervention
Email: course.progress@nortwest.edu.au
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CHANGES TO YOUR ENROLMENT

Deferring, Suspending, Cancelling & Transferring

Changing your enrolment can affect your student visa, so always speak with Student Services
before you make a decision. Any change must be applied for in writing and assessed against
College policy and the National Code.

Deferring or suspending studies

You may apply to defer your start date or temporarily suspend your studies only in limited
circumstances, such as compassionate or compelling grounds (for example seriousiliness or a
family emergency, supported by evidence). Approved changes are reported to the Department of
Home Affairs.

Cancelling your enrolment

If you wish to withdraw, notify us in writing. Withdrawal may have visa and refund implications,
which we will explain to you before it is processed.

)
Transferring to another provider — the six-month rule
Generally, you cannot transfer to another provider before completing the first six months of
your principal course of study without a formal letter of release. Requests are considered in

line with our transfer policy; you must also have a valid offer from your new provider. A
release, where granted, is provided at no cost.

Keep your details current

You must tell the College your Australian residential address within 7 days of arriving and
notify us within 7 days of any change of address or contact details throughout your studies.
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WE'RE HERE TO LISTEN

Complaints & Appeals

If something is not right, we want to know. Every student has the right to raise a complaint or
appeal a decision, and to have it handled fairly, promptly and without disadvantage.

° Talk to us informally. Raise the issue with your teacher or Student Services — many
concerns are resolved quickly this way.

9 Make a formal complaint. If it is not resolved, submit your complaint in writing. You will
receive written acknowledgement and an outcome, usually with the reasons for the
decision.

o Appeal internally. If you disagree with the outcome, you may lodge an internal appeal to
have the decision reviewed independently within the College.

4 Go external — free and independent. If you are still not satisfied, you can contact the
Overseas Students Ombudsman, who investigates complaints about private education
providers at no cost.

Overseas Students Ombudsman

Web: www.ombudsman.gov.au/making-a-complaint/overseas-students Il Phone: 1300 362 072

Using this process does not remove your right to pursue other legal remedies.
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VISA CONDITIONS

Your Student Visa (Subclass 500)

Your student visa comes with conditions you must meet for the whole time you are in Australia.
Breaching them can put your visa at risk. The key conditions are summarised below.

Stay enrolled & progress. Remain enrolled in a registered course and maintain satisfactory
course progress and attendance.

Keep valid OSHC. Maintain Overseas Student Health Cover for yourself (and any family members
on your visa) for your entire stay.

Work limits. You can work up to 48 hours per fortnight while your course is in session, and
unlimited hours during scheduled course breaks.

Keep details current. Notify the College of your address and contact details within 7 days of any
change.

Maintain financial capacity and comply with all other conditions printed on your visa grant.

Always check your own visa

Conditions can change and some are specific to your grant. Confirm your exact conditions
using VEVO and the Department of Home Affairs website (www.homeaffairs.gov.au). If in
doubt, ask Student Services.

International Student Handbook_V1.2
Nortwest Pty Ltd Il RTO: 917811l CRICOS: 032566 Il ABN: 17 123 969 175
W: www.nortwest.edu.au Il E: sso@nortwest.edu.au Il P: 0285260173

55



DOING THE RIGHT THING

Academic Integrity & Student Conduct

Academic integrity

Your qualification is valuable because it is earned honestly. All work you submit must be your own.
The following are treated as academic misconduct:

Plagiarism — using someone else's words or ideas without acknowledgement.
Collusion — working with others on work meant to be your own.

Contract cheating — having someone else complete your assessment, including Al-generated
work passed off as your own.

Misconduct is taken seriously and may result in a failed assessment, disciplinary action or, in
serious cases, cancellation of enrolment. If you are unsure how to reference or cite, ask your
teacher —we are happy to help you get it right.

Student conduct

.

We are proud of our diverse, respectful community. All students are expected to treat
others with courtesy and respect, and to help keep our campuses safe and inclusive.
Bullying, discrimination, harassment or sexual misconduct will not be tolerated. Use College
IT and facilities responsibly and follow reasonable directions from staff. Behaviour that puts
others at risk may lead to disciplinary action.
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LOOKING AFTER YOU

Health, Safety & Wellbeing

000 Inan emergency — if life or property is in danger — call 000 for Police, Fire or
Ambulance. Calls are free from any phone. Ask for an interpreter if you need one.

Your health cover (OSHC)

Your Overseas Student Health Cover helps pay for medical treatment while you study. Keep your
membership card handy, know how to find a doctor (GP) or clinic near your campus, and check
your provider's app or website for how to make a claim. For non-urgent health advice you can also
call healthdirect on 1800 022 222.

Support & personal safety

Study and life abroad can be challenging. Our Student Services team offers a friendly first point of
contact and can refer you to counselling and wellbeing support. Look after your mental health,
stay aware of your surroundings, keep valuables secure, and never hesitate to ask for help.

.

Helpful numbers
Police / Fire / Ambulance (emergency)— 000 Police assistance (non-urgent) — 131444

healthdirect — 1800 022 222 Lifeline (crisis support) — 13 1114

International Student Handbook_V1.2
Nortwest Pty Ltd Il RTO: 9178111 CRICOS: 032566 Il ABN: 17123 969 175
W: www.nortwest.edu.au Il E: sso@nortwest.edu.au |l P: 0285260173 57



YOUR FIRST WEEKS

Settling In: Banking, TFN, SIM & Transport

A few practical steps will help you settle in quickly and manage everyday life in Australia.

Open a bank account Get a Tax File Number (TFN)

Most banks let you open an account online If you plan to work, apply for a free TEN

before or soon after arrival. Bring your through the Australian Taxation Office
passport and student ID. A local account (ato.gov.au). Give it to your employer so you
makes paying rent and receiving wages easy. are taxed correctly.

Get a mobile SIM Public transport

Prepaid SIMs are cheap and widely available Use a travel card for buses, trains, trams and
at airports, supermarkets and phone stores. ferries — Opal (Sydney), metroCARD (Adelaide)
Compare data plans to suit your needs. and myki(Melbourne).

A note on transport concessions

Travel concessions for international students vary by state and are not available
everywhere. Check your local transport authority for current eligibility, and always tap on
and off to pay the correct fare.
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GET STARTED

Orientation Checklist & Key Contacts

Your first-week checklist

D Attend Orientation and campus tour Confirm your OSHC is active

D Open an Australian bank account Apply for a Tax File Number (if

working)

D Get a mobile SIM and travel card Log in to the student portal

00 OO0

C] Give the College your local address Save emergency & support contacts

Key contacts
Student Services sso@nortwest.edu.au |l 02 8526 0173
Course Progress Team course.progress@nortwest.edu.au
Emergency 000 (Police / Fire / Ambulance)

Welcome to Nortwest College — we look forward to supporting you throughout your studies.
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