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Student 
Engagement

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: 

o Change of class or timetable 
o ID cards 
o Health cover 
o Leave of absence 
o Appointment with the Campus Manager or 

Academic Manager 
o Appeals and grievances 
o 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 

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



o Is there 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 Refer to IIB Student Wellbeing Support and Counselling Services 
Policy and Procedures on IIB website for details.

Wellbeing Counselling 
Services



Emergency 
Evacuation

Follow instructions to evacuate the 
building if Alarms OR other Emergencies 
occur.

Call 000 for emergency:

When you need the police, ambulance or 
fire service
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Evacuation
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• Please follow social distancing guidelines on 
campus. 

• All rooms and common areas are cleaned 
regularly, and hand sanitizer is provided in 
classrooms. 

• If you 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.

Personal Health 
& Hygiene



Safety At The Beach

S w i m  b e t w e e n  t h e  f l a g s  w h e r e  t h e  w a t e r  i s  s a f e r ,  a n d  l i f e g u a r d s  c a n  w a t c h  y o u .



o Discounted travel on public transport

o Any Australian bank card

Student ID Card
Y o u  m u s t  c a r r y  y o u r  s t u d e n t  I D  
C a r d  a t  a l l  t i m e s  f o r  i d e n t i f i c a t i o n

o Discounted movie tickets

o Discounted food at some cafes

o School excursions

o Discounted entry to museums and art galleries

Opal Card for Transport



Education 
Services for 
Overseas 
Students

Your Responsibilities:
o Satisfy the student visa condition
o Maintain Overseas Student Health Cover (OSHC) for 

the period of the stay
o Meet the terms of the written agreement with IIB
o Inform us of any change of address
o Maintain satisfactory course progress
o Maintain satisfactory attendance

IIB is compliant with Education 
Services for Overseas Students 
(ESOS) Act, the National Code 
2018 and the RTO Standards 
2015, which are regulated by 
the industry regulator—
Australian Skills Quality 
Authority (ASQA)

IIB’s Responsibilities:
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 
o Inform you if you can apply for course credit
o Inform you when your enrollment can be deferred, 

suspended or cancelled
o Provide information about what requirements are 

for satisfactory progress in your courses, and what 
support is available if you are not progressing well

o Monitor attendance for your course
o Resolve complaints and appeals

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

V i s i t  R e d f e r n  L e g a l  C e n t r e  w e b s i t e  t o  
f i n d  o u t  m o r e  a b o u t  s e r v i c e s  p r o v i d e d  
t o  i n t e r n a t i o n a l  s t u d e n t s :

h t t p s : / / r l c . o r g . a u / o u r -
s e r v i c e s / i n t e r n a t i o n a l - s t u d e n t s  



Overseas Student 
Health Cover 
(OSHC)

A s  a n  I n t e r n a t i o n a l  S t u d e n t ,  y o u  a r e  
r e q u i r e d  t o  h a v e  a n  O v e r s e a s  S t u d e n t  
H e a l t h  C o v e r  ( O S H C )  p o l i c y  t o  c o v e r  
t h e  p e r i o d  y o u  a r e  s t a y i n g  i n  A u s t r a l i a .  

Y o u  c a n  g o  o n l i n e  t o  y o u  O H S C  p r o v i d e r  
a n d  f i n d  t h e  l i s t  f o r  F R E E  d o c t o r s  

F o r  m o r e  i n f o r m a t i o n  o n  w h a t  y o u r  
O S H C  i n s u r a n c e  c o v e r s ,  a s  w e l l  a s  w h a t  
t o  d o  i f  y o u  n e e d  t r e a t m e n t ,  r e f e r  t o  
t h e  D e p a r t m e n t  o f  H e a l t h ' s  ( D o H )  O H S C  
F a c t  S h e e t :  
h t t p s : / / w w w . h e a l t h . g o v . a u / r e s o u r c e s / p
u b l i c a t i o n s / o v e r s e a s - s t u d e n t - h e a l t h -
c o v e r - o s h c - f a c t - s h e e t



How much can you work?

As of 1 July 2023, 
International students 

cannot work more than 
forty (48) hours per two 

weeks when you course is 
in session.

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

per week.

Further information about 
student visa conditions can 

be found at the 
Department of Home 

Affairs: Meet the following 
Student Visa 500 subclass 

requirements

Always remember which 
visa you are holding and 

meeting its requirements



Fair Work 
Ombudsman

F a i r  W o r k  O m b u d s m a n  i n v e s t i g a t e s  w o r k p l a c e  
c o m p l a i n t s .

F a i r  W o r k  O m b u d s m a n  o f f e r s  f r e e  i n f o r m a t i o n  
a n d  a d v i c e  o n  p a y ,  c o n d i t i o n s ,  a n d  w o r k p l a c e  
r i g h t s  a n d  o b l i g a t i o n s .

C a l l  1 3  1 3  9 4  i f  y o u  n e e d  t o  t a l k  w i t h  a  F a i r  W o r k  
f o r  h e l p .

M o r e  i n f o r m a t i o n  f o r  i n t e r n a t i o n a l  s t u d e n t s :  
h t t p s : / / w w w . f a i r w o r k . g o v . a u / t o o l s - a n d -
r e s o u r c e s / f a c t - s h e e t s / r i g h t s - a n d -
o b l i g a t i o n s / i n t e r n a t i o n a l - s t u d e n t s /



Deferment, Suspension 
or Cancellation

I f  y o u  n e e d  t o  c h a n g e  y o u r  c o u r s e :

o F i l l  i n  t h e  A m e n d m e n t  o f  E n r o l m e n t  F o r m  a n d  
s e n d  i t  b a c k  t o  a n  S E O .  

o Y o u  w i l l  n e e d  t o  p r o v i d e  s u p p o r t i n g  
d o c u m e n t s .

o C o E v a r i a t i o n  f e e s  ( $ 5 0  p e r  C o E )  w i l l  b e  
c h a r g e d .

o A l l  a p p l i c a t i o n s  a r e  s u b j e c t  t o  p r o c e s s i n g  f e e  
o f  $ 2 0 0 .  T h i s  f e e  i s  c h a r g e d  t o  p r o c e s s  t h e  
a p p l i c a t i o n  r e g a r d l e s s  o f  r e j e c t i o n  o r  
a p p r o v a l  t h e  r e q u e s t .  

o C h a n g e  o f  y o u r  c o u r s e s  m a y  a f f e c t  y o u r  
s t u d e n t  v i s a .  S p e a k  w i t h  y o u r  a g e n t  f o r  
d e t a i l s .

o R e a d  t h e  D e f e r r i n g ,  S u s p e n d i n g  o r  C a n c e l l i n g  
t h e  O v e r s e a s  S t u d e n t ’ s  E n r o l m e n t  P o l i c y  a n d  
P r o c e d u r e s  o r  T r a n s f e r  B e t w e e n  R e g i s t e r e d  
P r o v i d e r s  P o l i c y  a n d  P r o c e d u r e  o n  I I B  
w e b s i t e  f o r  f u r t h e r  i n f o r m a t i o n .



C o m p a s s i o n a t e  o r  c o m p e l l i n g  c i r c u m s t a n c e s  

o s e r i o u s  i l l n e s s  o r  i n j u r y ,  w h e r e  a  m e d i c a l  c e r t i f i c a t e  s t a t e s  t h a t  t h e  s t u d e n t  w a s  u n a b l e  t o  a t t e n d  
c l a s s e s ;

o b e r e a v e m e n t  o f  c l o s e  f a m i l y  m e m b e r s  s u c h  a s  p a r e n t s  o r  g r a n d p a r e n t s  ( w h e r e  p o s s i b l e  a  d e a t h  
c e r t i f i c a t e  s h o u l d  b e  p r o v i d e d ) ;

o m a j o r  p o l i t i c a l  u p h e a v a l  o r  n a t u r a l  d i s a s t e r  i n  t h e  h o m e  c o u n t r y  r e q u i r i n g  t h e i r  e m e r g e n c y  t r a v e l  
a n d  t h i s  h a s  i m p a c t e d  o n  t h e i r  s t u d i e s ;

o a  t r a u m a t i c  e x p e r i e n c e  w h i c h  c o u l d  i n c l u d e  b u t  i s  n o t  l i m i t e d  t o :

o i n v o l v e m e n t  i n  o r  w i t n e s s i n g  o f  a n  a c c i d e n t  o r

o a  c r i m e  c o m m i t t e d  a g a i n s t  t h e  s t u d e n t  o r

o t h e  s t u d e n t  h a s  b e e n  a  w i t n e s s  t o  a  c r i m e ,  a n d  t h i s  h a s  i m p a c t e d  o n  t h e  s t u d e n t  ( t h e s e  c a s e s  s h o u l d  
b e  s u p p o r t e d  b y  p o l i c e  o r  p s y c h o l o g i s t s ’  r e p o r t s ) .

W h e n  d e t e r m i n i n g  w h e t h e r  c o m p a s s i o n a t e  o r  c o m p e l l i n g  c i r c u m s t a n c e s  e x i s t ,  I I B  w i l l  c o n s i d e r  
d o c u m e n t a r y  e v i d e n c e  p r o v i d e d  t o  s u p p o r t  t h e  c l a i m .

Deferment, 
Suspension or 
Cancellation 
(cont.)



What should you 
do if you are sick?
G o  t o  t h e  d o c t o r  a n d  g e t  a  m e d i c a l  
c e r t i f i c a t e  a n d  f i l l  o u t  a  l e a v e  o f  
a b s e n c e  f o r m ,  t h e n  g i v e  i t  t o  a  
S t u d e n t  E n g a g e m e n t  O f f i c e r



If You Are 
Unhappy
C o n t a c t  S t u d e n t  E n g a g e m e n t  i n  p e r s o n  o r  b y  
t e l e p h o n e ,  a n d  t h e  s c h o o l  w i l l  r e s p o n d  w i t h i n  
7  d a y s .  

I f  y o u  a r e  n o t  h a p p y  w i t h  t h e  a n s w e r ,  S t u d e n t  
E n g a g e m e n t  w i l l  o r g a n i z e  a n  i n f o r m a l  
m e e t i n g  w i t h  a  m a n a g e r .

I f  y o u  a r e  u n h a p p y  w i t h  t h e  r e s u l t  o f  t h i s  
m e e t i n g ,  y o u  c a n  f i l l  i n  a  f o r m  a n d  a  f i n a l  
r e s p o n s e  w i l l  b e  g i v e n  t o  y o u  w i t h i n  1 0  d a y s .  

I f  y o u  a r e  s t i l l  n o t  h a p p y ,  w e  c a n  r e f e r  t h e  
m a t t e r  t o  t h e  O m b u d s m a n  ( s p e c i a l  
g o v e r n m e n t  r e p r e s e n t a t i v e )

T h e  C o m p l a i n t s  a n d  A p p e a l s  P o l i c y  a n d  
P r o c e d u r e  i s  a v a i l a b l e  o n  I I B  w e b s i t e  a n d  t h e  
S t u d e n t  H a n d b o o k

S e e k  a s s i s t a n c e  f r o m  C o m m o n w e a l t h  
O m b u d s m a n  a t  
h t t p s : / / w w w . o m b u d s m a n . g o v . a u /  



Notification Of Non-payment Of Fees

Reminder Letter – will be 
sent 7 days before the due 

date

First Warning letter – will 
be sent 7 working days 

after the due date

Written Notice of Intention 
to Report (WNOITR) – will 

be sent 72 Hours after 
receiving the second 

warning letter.

Second Warning Letter –
will be sent 7 working days 

after receiving the first 
warning letter

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



College 
Fees and 
Due Dates

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 
time, please see our Accounting Department and ask 
for assistance prior to your payment due date.

o It is a student visa obligation that you pay your fees on 
time.

o Late payment charges:
• $100.00 if overdue within 7 days
• $200.00 if overdue over 7 days
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 Refer to the 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 IIB 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 Fees for RPL will be $300 per unit



VET 
Timetable

The class schedule and academic calendar are 
available on Moodle and will be emailed to students 
before the new term commence.

Assessment submission dates are the following:

o For Block A : End of Week 4 (Sunday 11:55pm)

o For Block B : End of Week 8 (Sunday 11:55pm)

Note: Assessment submission deadline for Diploma 
& Advanced Diploma of IT &  will depend on the 
number of units offered in each term.



VET Assessments

A s s e s s m e n t s  m o s t l y  c o n s i s t  o f  f o l l o w i n g  
t a s k s :

o W r i t t e n  q u e s t i o n s

o P r o j e c t s

o P r a c t i c a l  t a s k

o R o l e  p l a y  a c t i v i t i e s  /  p r e s e n t a t i o n  /  
m e e t i n g  

Y o u  m u s t  c o m p l e t e  a l l  t a s k s .

o I n  p r a c t i c a l  t a s k s ,  y o u  w i l l  n e e d  t o  
d e m o n s t r a t e  o r a l  c o m m u n i c a t i o n  
s k i l l s .

o Y o u r  t r a i n e r  w i l l  i n f o r m  y o u  o f  t h e s e  
a r r a n g e m e n t s ,  s u c h  a s  d a t e ,  t i m e ,  
g r o u p s  e t c .  

o A l l  a s s e s s m e n t s  a r e  d u e  a t  t h e  e n d  o f  
e a c h  b l o c k ,  s t u d e n t s  a r e  r e q u i r e d  t o  
s u b m i t  t h e i r  a s s e s s m e n t  a t  t h e  e n d  o f  
w e e k  5 .

o Y o u r  t r a i n e r  w i l l  h a v e  y o u r  
a s s e s s m e n t s  m a r k e d  w i t h i n  2  w e e k s  o f  
s u b m i s s i o n



Assessment 
Grading

o T o  b e  d e e m e d  t o  b e  C o m p e t e n t ,  y o u  m u s t  
b e  s a t i s f a c t o r y  i n  a l l  t a s k s .

o I f  y o u  a r e  N Y C  i n  y o u r  f i r s t  a t t e m p t ,  y o u  
h a v e  3  d a y s  t o  r e s u b m i t  y o u r  a s s e s s m e n t  
a f t e r  t h e  d a y  o f  m a r k i n g .  

o A f t e r  y o u r  f i r s t  s u b m i s s i o n ,  y o u  w i l l  h a v e  2  
m o r e  e x t r a  f r e e  a t t e m p t s .  

o E a c h  a t t e m p t  m u s t  b e  s u b m i t t e d  w i t h i n  3  
d a y s  a f t e r  t h e  d a y  o f  m a r k i n g

o I f  y o u  d o  n o t  s u b m i t  y o u r  a s s e s s m e n t  b y  
d u e  d a t e ,  o r  r e a s s e s s m e n t  w i t h i n  3  d a y s ,  
y o u  w i l l  b e  s u b j e c t  t o  l a t e  s u b m i s s i o n  f e e  
( $ 2 5 0  p e r  u n i t )  a n d  l a t e  s u b m i s s i o n  
p r o c e d u r e s  



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 9 (Block B)

o Re-submission for single unit is allowed until week 9

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 AUD$250 per assessment.

Submission of Assessments



Course Progress Policy

o 50% completion of assessed units need to be competent each term
o Less than 50% completion will result in first unsatisfactory course progress 

warning letter 
o Less than 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.

o WNOITR sent 1 week after the second warning letter
o Students have 20 days to appeal the decision to be reported



Attendance Policy
o I I B  o f f e r s  1 4  h o u r s  o f  f a c e - t o - f a c e  t r a i n i n g  a n d  6  h o u r s  o f  o n l i n e  s t u d y  p e r  w e e k .  

o A s  y o u ’ r e  s t u d y i n g  o n  a  s t u d e n t  v i s a ,  y o u  m u s t  m a i n t a i n  a  s a t i s f a c t o r y  a t t e n d a n c e  i n  a  f u l l -
t i m e  r e g i s t e r e d  c o u r s e ,  w h i c h  i s  a  c o u r s e  w i t h  a  m i n i m u m  o f  2 0  h o u r s  s c h e d u l e d  c o n t a c t  
h o u r s :

o D u t y  o f  C a r e  1 s t l e t t e r  – L o w  A t t e n d a n c e  – o v e r a l l  c u r r e n t  a t t e n d a n c e  o f  l e s s  t h a n  8 0 %

o D u t y  o f  C a r e  2 n d L e t t e r  – L o w  A t t e n d a n c e  – o v e r a l l  c u r r e n t  a t t e n d a n c e  o f  l e s s  t h a n  7 5 %  

o D u t y  o f  C a r e  F i n a l  L e t t e r  – L o w  A t t e n d a n c e  – o v e r a l l  p r o j e c t e d  a t t e n d a n c e  o f  l e s s  t h a n  7 0 %

o R e f e r  t o  M o n i t o r i n g  a n d  R e p o r t i n g  A t t e n d a n c e  P o l i c y  o n  I I B  w e b s i t e  f o r  d e t a i l s .



When you 
receive a 
WNOITR

o There could be WNOITR for unsatisfactory 
academic progress, and/or overdue payment;

o Book an appointment IMMEDIATELY with the  VET 
Academic Manager or Campus Manager.

o Appointments need to be booked with an SEO at 
the Reception on Level 2, or by email 
(studentengagement@iib.edu.au);

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

o Provide evidence of why you have not completed 
your payment.



engagement

Phone: 

02 8072 7651

Email:

studentengagement@iib.edu.au

Student

team
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