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The Student Engagement Officer (SEO) is at the front
desk on Level 2, 436-450 Kent Street Sydney 2000.

The SEO is your main point of contact while you are
studying at IIB. The SEO can help you with:

Change of class or timetable

ID cards

Health cover

Leave of absence

Appointment with the Campus Manager or
Academic Manager

Appeals and grievances

Feel free to be in touch with an SSO if you have any
questions:

o Phone: 02 8072 7651 or 0451 604 021

o Email: studentengagement@iib.edu.au

Student
Engagement
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SEO Working Hours: 9.00 am to 5.00 pm, Mondays to
Fridays




Wellbeing Counselling
Services

o Isthere something worrying you? Are you stressed? Do you like
to talk to someone about your worries?

o We can help!
o How can you book a session?
O 30-50-minute sessions are available on campus.

o Call 02 8072 7651 or 0451 604 021 or email
studentengagement@iib.edu.au or counsellor@iib.edu.au to
book an appointment

o Referto lIB Student Wellbeing Support and Counselling Services
Policy and Procedures on IIB website for details.
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Personal Health
& Hygiene

* Please follow social distancing guidelines on
campus.

e All rooms and common areas are cleaned
reqularly, and hand sanitizer is provided in
classrooms.

* Ifyou are unwell, please stay at home and
notify Student Services of your absence.

* Maintain good hygiene practices.

* Wear a face mask if you are not able to social
distance.
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Safety At The Beach

Swim between the flags where the water is safer, and lifeguards can watch you.
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lIB's Responsibilities:

||
Ed Ucatlo n o Offer orientation and access to support services to

help you study and adjust to life in Australia
o Offer contact details of officers available to help

. f if ly f di
Sewlces for 2 Inform you if you can apply for course credit

Inform you when your enrollment can be deferred,
suspended or cancelled

Ove rsea S o Provide information about what requirements are
for satisfactory progress in your courses, and what
support is available if you are not progressing well

Students o Monitor attendance for your course
o Resolve complaints and appeals

lIB is compliant with Education

Services for Overseas Students Your Responsibilities: -

(ESOS) Act, the National Code o Satisfy the student visa condition

5018 and the RTO Standards o Maintain Overseas Student Health Cover (OSHC) for
2015, which are requlated by the period of the stay

Meet the terms of the written agreement with IIB
Inform us of any change of address

Maintain satisfactory course progress

Maintain satisfactory attendance

the industry requlator—
Australian Skills Quality
Authority (ASQA)

o O O O

Read more about the ESOS Framework: https://internationaleducation.gov.au/regulatory-information/Education-Services-
for-Overseas-Students-ESOS-Legislative-Framework/ESOS-Regulations/Pages/default.aspx



Redfern Legal
Services

Visit Redfern Legal Centre website to
find out more about services provided
to international students:

https://rlc.org.au/our-
services/international-students



Overseas Student
Health Cover
(OSHQ)

As an International Student, you are
required to have an Overseas Student
Health Cover (OSHC) policy to cover
the period you are staying in Australia.

You can go online to you OHSC provider
and find the list for FREE doctors

For more information on what your
OSHC insurance covers, as well as what
to do if you need treatment, refer to
the Department of Health's (DoH) OHSC
Fact Sheet:
https://www.health.gov.au/resources/p
ublications/overseas-student-health-
cover-oshc-fact-sheet

OVERSEAS STUDENT HEALTH COVER (OSHC) - FACT SHEET
INTRODUCTION

OSHC is private health insurance to assist overseas students and their dependants with
meeting the costs of unplanned medical and hospital care which they may need while
undertaking formal studies in Australia. OSHC includes ambulance cover and limited
pharmaceutical items.

HOW IT WORKS

OSHC products and policies may only be offered by insurers that are a party to the Ausfralian
Government Deed for the Provision of Overseas Student Heaith Cover (the Deed). The Deed
sats out conditions with which a registered Australian private health insurer {the insurer) must
comply in order to provide OSHC products and policies.

There are cumently 6 private health insurers operating in Australia which offer DSHC:
ahm OSHC (offered through Medibank Privata)
Allianz Global Assistance (Peoplecare Health)
Bupa Australia
CBHS Intarnational Health
Medibank Private
nib

OSHC can typically be purchased directly through:
» ihe overseas student’s Educafional Institution or University;
the insurer;
« = migration agent; or
# an education agent acting as an intermediary on behalf of the Educational Institution.

OSHC products and policies vary between individual insurers so it is important fo take note of
what is (and is not) covered under each product. While, insurers are required to offer a
minimum level of benefits (as set out in the Dead) thay mar oose to offer additional benefits
above the minimum as part of their product offering. These additional benefits may include
‘sxiras"or include higher benefits for certain services. Costs will vary and will be dependent on
the level of cover provided by each insurer.

A Single OSHC insurance policy applies to the overseas student who is the primary Student
Visa holder and who does not have dependents linked fo their Student Visa. For an overseas
student with dependants joining them in Australia, a Couple, Single-Farent and'or Family
OSHC policy applies.

There are waiting periods for certain services (excluding emergency treatments) covered
under O5SHC products and policies. Sarvices and treatments covered under a parson’s palicy
will only atiract a benefit once a policy holder has served the required waiting period.
Ordinarily, waiting periods include:

+ 12 months for Pre-existing conditions;

» 12 months for Pregnancy related conditions;

+ 2 manths for Pre-existing Psychiatric conditions.

The waiting periods do not apply for emergency treatment, even when the treatment is for a
pre-existing condition, provided it meets the definition of "emargency’ as set out in the Dead.

When seeking medical or hospital treatment in Australia, overseas students are
recommended to contact their insurer before agreeing to treatment to understand how they
will be covered and any out of pocket costs that may apply. Overseas students who choose
not to contact thair insurers before agreeing to treatment or hospital admission are likely to be
required to pay for all costs at the time of treatment and, if the servicas are not covered by
their insurer, the inswrer is not reguired to pay a benefit.

Where a8 medical or hospital treatment is cowvered by their insurer, a bill or account will ba
issued for payment. Overseas students may choose to:

« pay the bill and apply for reimbursement from their insurer; ar

« provide the unpaid bill directly to their insurer for processing.

The process for submitting an OSHC claim and the payment of banefits (and issuing of
refunds if required) can vary depending on the insurer. Overseas students are recommended
to contact the relevant insurer for further information on how o submit an OSHC claim and
processing times which can vary depending on the nature of the claim.

For more information go to: www privatehealth. gov awhealth_insurance/overseas

Ausstralian Government
Departmsent of Health

KEY FACTS

*

OSHC is a condition of the
Student Visa. This is
mandated by the Department
of Home Affairs. Itis a
condition that overseas
students and their
dependants maintain
adequate armangements for
health insurance for the
duraticn of the intended
Student Visa pericd or the
Student Visa will be
cancelled.

Exceptions from the

requirement of OSHC apply

only to students that are:

= Morwegian students
covered by the Norwegian
National Insurance
Schems;
Swedish students coverad
by Kammarkollegiet; and
Belgian students covered
under the Reciprocal
Heaith Care Agreement
with Australia.
However, it is important to
note that these
arangements (genarally)
do not cover services that
are considered ‘general
treatment’ or ‘exiras’ and
these students may wish
to consider separately
obtaining such cover.

OSHC must be purchased
before arrival in Australia and
must be aligned with the
intended Student Visa period
— evidence of OSHC is
required at time of Student
Visa application. An overseas
student (and their
dependants) cannot enter
Australia until the OSHC
policy has commencad.

While in Australia, overseas
students can transfer their
cover to another OSHC
insurer if they choosa,
providing their cover does not
lapse (overseas students
must never be without OSHC
while in Australia). Waiting
pericds served with one
insurer will count toward
waiting periods with the new
insurer.

If an overseas student
encounters a problem with
thair palicy they shauld
contact their insurer. They
may also choose fo contact
the Commaonwaalth
Ombudsman for further
advice and assista i




As of 1 July 2023,
International students
cannot work more than
forty (48) hours per two

weeks when you course is

How much can you work?

Always remember which
visa you are holding and
meeting its requirements

in session.
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Further information about
student visa conditions can
be found at the
Department of Home
"A__ Affairs: Meet the following
' Student Visa 500 subclass
requirements

As of 1 July 2023, the
National Minimum Wage is
$23.23 per hour or $882.80

per week.
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% Fair Work

« OMBUDSMAN

International students

Like many international students, you may get a
part-time or casual job to help pay your living
expenses while you study in Australia. It is important
that you know your rights in the workplace.

Your workplace rights and
protections

All people working in Australia have basic rights and
protections in the workplace, including minimum
pay and conditions. The Fair Work Ombudsman
makes sure that these rights are protected and
enforced fairly under Australia’s workplace laws.

This fact sheet will help you understand your basic
workplace rights, where to obtain further
information, and how to seek assistance from the

Fair Work Ombudsman. For more information,
contact the Fair Work Infoline on 13 13 94 or visit
fairwork.gov.au

All references to an award or agreement in this fact
sheet include modern awards, enterprise
agreements, and award or agreement-based
transitional instruments.

What is the difference between
full-time, part-time and casual
work?

Full-time employees generally work 38 hours per
week and receive pay for a full week's work as well
as conditions like paid annual leave and sick leave. A
full-time worker is also entitled to notice of
termination of their employment. This means that if
your employer no longer wants to employ you, they
have to provide a period of notice (or payment
instead of the notice period) depending on how long
you have worked there.

Part-time employees work regular hours each week,
but less than the 38 hours of full-time employees.
Part-time employees get the same minimum
entitlements (such as sick leave and annual leave) as
a full-time employee, but on a pro-rata basis.

An employee is casual if:
o they're offered a job

o the offer doesn't include a firm advance
commitment that the work will continue
indefinitely with an agreed pattern of work
they accept the offer knowing there is no
firm advance commitment and become an
employee.

A regular pattern of work doesn’t automatically
mean the employee is permanent. Casual employees
do not get paid sick leave or annual leave and are
not usually entitled to notice of termination. This
means a casual employee can be terminated at any

time. For more information about casual employees
wisit fairwork gov.au/casual

Regardless of your type of employment, you must
have permission to work in Australia and hold a valid
work visa. It is important you understand the rules of
your work visa before starting a job, including the
number of hours you are allowed to work each
week. For information on visa requirements, contact

the Department of Home Affairs on 13 18 81 or visit
homeaffairs.gov.au

What are my minimum rights and
conditions at work?

All employees in the national workplace relations
system receive basic minimum entitlements known
as the National Employment Standards (NES).

The NES include:
«  Maximum weekly hours of work
» Requests for flexible working arrangements
+ Parental leave and related entitlements
Annual leave

Personal/carer’s leave, compassionate leave
and family and domestic viclence leave

Community service leave

Long service leave

Public holidays

Notice of termination and redundancy pay

Fair Work
Ombudsman

Fair Work Ombudsman investigates workplace
complaints.

Fair Work Ombudsman offers free information
and advice on pay, conditions, and workplace
rights and obligations.

Call 13 13 g4 if you need to talk with a Fair Work
for help.

More information for international students:
https://www.fairwork.gov.au/tools-and-
resources/fact-sheets/rights-and-
obligations/international-students/



Deferment, Suspension

or Cancellation

If you need to change your course:

O

Fill in the Amendment of Enrolment Form and
send it back to an SEO.

You will need to provide supporting
documents.

CoE variation fees ($50 per CoE) will be
charged.

All applications are subject to processing fee
of $200. This fee is charged to process the
application regardless of rejection or
approval the request.

Change of your courses may affect your
student visa. Speak with your agent for
details.

Read the Deferring, Suspending or Cancelling
the Overseas Student’s Enrolment Policy and
Procedures or Transfer Between Registered
Providers Policy and Procedure on IIB
website for further information.

INSTITUTE OF
INTELLECT BLENDING

Amendment of Enrolment Form
Please ensure to fill this form correctly. Incorrect or incomplete forms will result in dedays or rejections.
STUDENT DETAILS

T s s

Student Number:

Course Title:

Address:

1,2 & 3, 436-450 Kent Syeet Sydney NEW 2000
RTC CRICOS:
ABM <51
‘Web: waow jiedu gy Emall: admingib eduay

Phaone:

Date:

REQUEST DETAILS

Type of the request (See conditions for details). Please tick +.

a

a

0 Original Start Date: Mon ___ [/

| wish to CANCEL my enroiment due fo:
(For students that have not yat commenced)

Planned Start Date (before cancellation):
A

| wish to DEFER/BRING FORWARD my
gnrolment due to:

(For students that have not yet commenced and
wish to change their start date.)

Mew Start Date: Must be Mon

SR N S

| wish to WITHDRAW my enrolment due to:
(For students that have commenced and wish to
stop their studies)

Withdrawal Date (last day of study): Fri
i

[] Visa not granted (must attach: visa refusal letter issued by
DHA, copies of passpart data and signature pages and
Refund Application form)

[T Medical reasons (attach documentation, Medical certificatels
and Refund Application farm)

[] Compassionate and/or compelling reasons (attach
documentation)

[[] Cther
(attach documentation)

[[] Medical reasons (attach documentation and Medical
Certificatels)

[[] Compassionate andlor compelling reasons (atiach
documentation)

[[] Cther

(attach documentation)

[] Medical reasons (attach documentation and Medical
Certificatels)

[] Compassionate andlor compelling reasons (atiach
documentation)

[] Visa not granted (must attach: visa refusal lefter issued by
DHA, copies of passpart data and signature pages and
Refund Application fom)

Intemational Institute Brisbens Py Lid trading as. Amendment of Enralment Form
Instituie of Intellect Blending Version: 20621
RTC: 41282, CRICOS: 035264 Page 1
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What should you
doif you are sick?

Go to the doctor and get a medical
certificate and fill out a leave of
absence form, then give it to a
Student Engagement Officer

BRAC(JP | Medical Certificate

Ravsl Aursralion Gelkoge of Gemersl

This is to certify that on (date)
A

| examined (name of patient)

] Attended this medical clinic
3 Whao in my opinion is suffering from a medical condition

Who states that they were suffering from a medical condition

] Other |

And will be/was (please circle) unfitfor work /sehool.
From | f [ | To | / ! | inclusive.

Other comments (if necessary)

Doctor’s name

Practice address (please print or stamp)

Signed Date




Resolved among
complainant, lIB
staff or trainers

Fill in the Complaint Form
Send the form and supporting evidence
to Student Services

Resolved by QMT
S 4 within 10
Complaints working days

Fill in the Internal Appeal Farm
Send the form and supporting evidence to Student Services within 10 working days

If You Are
Unhappy

Contact Student Engagement in person or by
telephone, and the school will respond within
7 days.

If you are not happy with the answer, Student
Engagement will organize an informal
meeting with a manager.

If you are unhappy with the result of this
meeting, you can fill in a form and a final
response will be given to you within 10 days.

If you are still not happy, we can refer the
matter to the Ombudsman (special
government representative)

The Complaints and Appeals Policy and
Procedure is available on IIB website and the
Student Handbook

Seek assistance from Commonwealth
Ombudsman at
https://www.ombudsman.gov.au/



Notification Of Non-payment Of Fees

Refer to the Fees, Charges and Refund Policy and Procedure of on IIB website details

£ ‘i Second Warning Letter —
S will be sent 7 working days
after receiving the first
warning letter

Reminder Letter — will be
sent 7 days before the due
date

Written Notice of Intention
to Report (WNOITR) — will
be sent 72 Hours after
receiving the second
warning letter.

be sent 7 working days
after the due date

rz’u I @& First Warning letter — will




o Please ensure that you are aware of your college
(tuition) fee due dates.
o If you think you will not be able to make the payment on
COI Ieg e time, please see our Accounting Department and ask
for assistance prior to your payment due date.
o Itisastudentvisa obligation that you pay your fees on

Fees and o 1I:_i:"clee.paymen'ccharges:

*  $100.00 if overdue within 7 days
D D *  $200.00 if overdue over 7 days
U e ate S o Late payment may lead to cancellation of your
enrolment if not paid within 14 days (Note: Your student
visa might also be terminated upon notification to the
Department of Home Affairs).
o Application fee will apply for a re-enrolment.

o Refertothe Fees, Charges and Refund Policy and
Procedure of on IIB website details.




VET Skills Recognition

Credit Transfers

o Current units of study and/or module completed at another RTO or university.

o Superseded units of study, which are equivalent to superseding versions
completed at another RTO or university.

o Official document of the statement of attainment or record of results must be
provided.

o 1IB will authenticate the information in the document (e.g., by contacting the
organization that issued the document and confirming the content is valid)
before the CT is approved.

Recognition of Prior Learning (RPL)

o RPL may involve the assessment of previously unrecognized skills and
knowledge you have achieved outside the formal education and training
system.

o Basic details of employment, work experience and other interests relating to
the request and relevant education and training history must be provided.

o Academic Manager or RPL Assessor will interview you before approval.

o Feesfor RPL will be $300 per unit







ASSESSMENT

VET Asse SS m e ntS TRADITIONAL COMPETENCY-BASED
Q P

TALK AND

ol '~ WORKSHOP 0-8-0

g o

Assessments mostly consist of following
tasks:

: : STRUCTURE
o Written questions

O
o Projects OL : LEARNER

TIME BASED - v
CENTRED
o Practical task v Q)

o Role play activities | presentation /

meeting
TEACHING MODE
You must complete all tasks. 0
: : SAME

o In practical tasks, you will need to OWO PROGRAM  vo  MORFEED

demonstrate oral communication W W FOR ALL

skills.
o Your trainer will inform you of these

arrangements, such as date, time,

ASSESSMENT
g rou p s etc.

Vv
o All assessments are due at the end of / SUMMATIVE PERFORMANCE O /X
each block, students are required to [I” (GRADED) : BASED v

submit their assessment at the end of
week 5.

o Your trainer will have you
assessments marked withi
submission

.
n 2 weeks of




ASSESSMENT PROCEDURES FLOW-CHART
Assessment links are already set on Students are enrolled in the unit.

. T Assessment
Grading

Training and assessment start, Students must submit
assessments until due date.

Students did not o To be deemed to be Competent, you must

bmit assessmen : :
e be satisfactory in all tasks.

o If you are NYC in your first attempt, you
Trainers have 7 days to finish If stugent wants to submit, have 3 days to resubmit your assessment

marking assessments after the submission is to be made through :
due date Late submission procedure after the day of marking.

o After your first submission, you will have 2

S:uz;r::;tecc:::ed Sm:az:nsre{ew:“dtﬂm more extra fl’ee attempts-

o Each attempt must be submitted within 3

[} !
— days after the day of marking
required to resubmit the i
assessment o If you do not submit your assessment by
due date, or reassessment within 3 days,

1 1
Students submitied the 2+/3 Students did not submit 2+/34_ you will be subject to late submission fee
attempt within 3 days attempt within 3 days ($250 per unit) and late submission
procedures

Trainers have 7 days to finish If student wants to submit,
marking assessments after the submission is to be made through
dug date Late submission procedure




Submission of Assessments

Assessment Late Submission Procedure

Assessments to be submitted within the same term

Students did not submit
the reassessment within
3 days

Students did not Students want to submit

submit assessment by assessments for previous terms
due date

Fill out assessment late submission form and pay late submission fee

Students completed
practical tasks

Student services grant
extension and student
submits the
reassessment. 5S
inform trainer for
marking

Students did not
complete practical tasks

Students attend reassessment class to complete the
assessment and/or practical task.

Assessment submission is made in contact with the
allocated trainer. Trainer to grant extensions and to mark
assessments.

Duration of time your assessor must mark your assessment after submission:
o Block A assessments will be marked by week 4

o Block B assessments will be marked by week 8

o Single unit assessment will be marked on week 8

Note:

o Re-submission is allowed until Week 5 (Block A)

o Re-submission is allowed until Week g (Block B)

o Re-submission for single unit is allowed until week g

It is expected that unless a simple extension, special consideration or disability
services adjustment has been granted, candidates will submit all assessments for
a unit of study on the specified due date.

If the assessment is completed or submitted within the period of extension, no
academic penalty will be applied to that piece of assessment.

If an extension is either not sought, not granted or is granted but work is
submitted after the extended due date, the late submission of assessment will
result in a late penalty fee of AUDS250 per assessment.



Course Progress Policy

Student is identified as not making
satisfactory progress

o 50% completion of assessed units need to be competent each term

o Lessthan 50% completion will result in first unsatisfactory course progress
warning letter

bt o Lessthan 50% course completion per term will result in students undertaking

' Academic Intervention

o No attempt to correct failed assessment will result in a failed attempt and
student will undergo appointment with Academic Manager. Failure to attend
appointment will result in ITR (Intention To Report).

Refer to Monitoring Overseas Student Progress Policy on IIB website for details.

o First Warning Letter - Unsatisfactory Course Progress sent at the end of the first
term for less than 50% course completion.
o Second Warning Letter — Unsatisfactory Course Progress sent at the end of the
second consecutive term if the student received the First Caution Letter.
Fail NYC for more than 50% o unis, — o WNOITR sent 1 week after the second warning letter
i o Students have 20 days to appeal the decision to be reported

LS JrEss




Attendance Policy

(@)

(@)

IIB offers 14 hours of face-to-face training and 6 hours of online study per week.

As you'’re studying on a student visa, you must maintain a satisfactory attendance in a full-
time registered course, which is a course with a minimum of 20 hours scheduled contact
hours:

Duty of Care 1%t |letter — Low Attendance — overall current attendance of less than 80%
Duty of Care 2"d Letter — Low Attendance — overall current attendance of less than 75%
Duty of Care Final Letter — Low Attendance — overall projected attendance of less than 70%

Refer to Monitoring and Reporting Attendance Policy on IIB website for details.



When you
recelve a
WNOITR

There could be WNOITR for unsatisfactory
academic progress, and/or overdue payment;
Book an appointment IMMEDIATELY with the VET
Academic Manager or Campus Manager.
Appointments need to be booked with an SEO at
the Reception on Level 2, or by email
(studentengagement@iib.edu.au);

Provide evidence of why you have completed less
than 50% of your required course progress in two
consecutive terms;

Provide evidence of why you have not completed
your payment.
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