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The purpose of this Client Information Handbook is to introduce you to the services available to you at Ashton College. 
You will also find this handbook electronically on Ashton College's website: www.ashtoncollege.edu.au 

Please Note: All efforts have been made to ensure that the information provided in this handbook is correct at the time of 
publication. Comments, corrections and amendments are welcome and can be submitted by emailing  
info@ashtoncollege.edu.au 
 
Note:  An interpreter can assist students in reading this handbook if they require.  Please let a member of staff know if you 
need this service. 
 
 

Ashton College acknowledges the Traditional Owners and pays respects to their Elders - 
past, present and emerging in each of the communities in which we live, work and study. 
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Message from the CEO  
 

Welcome to Ashton College 

 

ou have made the right decision in choosing 
Ashton College to further your knowledge and 
professional competency. We warmly welcome 

you and wish you success in your endeavours. 

At Ashton College, we aim to provide high standards 
of education for our students within an inclusive and 
supportive environment and provide them with a 
total learning experience. 

Ashton College is committed in assisting students 
achieve their aspirations, whether they are aiming for 
higher education, employment or career progression. The College values the students as an invaluable individual 
and offers an outstanding educational experience leading to instil a desire to become nothing but the best. 

The international nature of our College provides students with an opportunity to study with students of diverse 
cultures and nationalities where lifelong friendships or international business associations may be formed. Our 
students are given the opportunity to obtain Australian qualifications, which are invaluable in their pursuit of a 
professional or academic career. 

Our friendly staff works hard to assist our students and make every effort to assist students in mixing with the 
other students, so that they can enjoy their time with the College, and the facilities it has to offer. 

Ashton College has a highly dedicated and professional teaching faculty, excellent administrative and support 
staff and a well-resourced learning environments to equip our students for success in their chosen field. 

Ultimately, we aim to provide teaching that is challenging, rewarding and relevant to industry requirements. 

We are very conscious about the quality of our services and follow quality assurance standards to continually 

improve.  Ashton College expects that its students also play their part in maintaining high standards of conduct 

and behaviour that are consistent with our mission. Once again, we extend to you a warm welcome and hope you 

enjoy your learning experience at Ashton College. 

Kevin Gujral 
CEO 
Ashton College 

 

Y 
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About Ashton and Melbourne  

Australia 

ustralia is the world's sixth-largest country by 
total area and has a population of 
approximately 24 million people, with most 

people living in one of the 6 major cities:  

 

¶ Melbourne 

¶ Sydney 

¶ Adelaide 

¶ Perth 

¶ Brisbane  

¶ Darwin 

 
The country is split into states and territories which 
are:  

¶ Victoria  

¶ New South Wales 

¶ Queensland  

¶ Northern Territory 

¶ Australian Capital Territory 

¶ Western Australia 

¶ South Australia  

¶ Tasmania 

 
There are many reasons why students choose to 
study in Australia.  Australia has a high-quality 
education system, warm weather, great beaches, 
good lifestyle, sports and strong working industries. 

Australia is expected to continue to grow as a top 
destination for international students to study 
because of the excellent opportunities and the high 
standards of living. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Melbourne 

ŜƭōƻǳǊƴŜ ƛǎ !ǳǎǘǊŀƭƛŀΩǎ ǎŜŎƻƴŘ ƭŀǊƎŜǎǘ Ŏƛǘȅ 
and the capital of the state of Victoria with 
a population of approximately 6 million 

people.  It is a very large city spread out around Port 
Phillip Bay. 

Melbourne is one of the most multicultural cities in 
the world with a lively cosmopolitan atmosphere for 
students to soak up and enjoy.  The Central Business 
District (CBD) is located in the centre of Melbourne 
and is surrounded by many parks, gardens, sports 
arenas, entertainment centres and shopping centres. 

The CBD is surrounded by suburbs - all of which have 
a unique identity and atmosphere to be explored.  
Melbourne has one of the largest tram networks in 
the world.  The network consists of 493 trams, 25 
routes and 1,763 stops across the city and its suburbs 
making it easy to get around.  The Metro Train 
service also has 16 lines and 207 stations which 
extend further than the trams. 

 

 

 

 

 

 

 

 

A 

M 
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The CBD and suburbs have a vast range of 
restaurants serving food from just about every corner 
of the world. 

Melbourne is surrounded by mountains, national 
parks and beaches that are easily accessible from the 
city, all of which can be accessed within 1-н ƘƻǳǊǎΩ 
drive from the CBD. 

Melbourne and Victoria enjoy distinct seasons and a 
moderate climate that is in contrast to the searing 
heat for most of the year in some, more northern, 
parts of the country.  This provides an opportunity to 
enjoy a variety of different indoor and outdoor 
activities throughout the year. 

 

For further information about Australia, Victoria and 
Melbourne please visit: 

http://www.australia.com/or 
http://www.visitvictoria.comor 
http://www.thatsmelbourne.com.au 

For further information on studying in Australia, 
Melbourne please visit: 

http://www.studyinaustralia.gov.au/or 
http://www.studymelbourne.vic.gov.au/ 

 

Living in Melbourne 

nowing the living costs in Australia and 
particularly Melbourne is an important part of 
your financial preparation.  As a general guide, 

here are some of the average costs associated with 
living and studying in Australia. (All costs are shown 
in Australian Dollars.) 

 

Accommodation 

¶ Hostels & Guesthouses: $90 - $150 per day 

¶ Shared rental: $95 - $250 per week 

¶ On campus: $110 - $280 per week 

¶ Homestay:  $250 - $390 per week 

¶ Rental: $185 - $480 per week 

¶ Boarding Schools: $11,000 - $22,000 per yr 

 

Other living costs 

¶ Groceries & eating out: $140 - $280 per week 

¶ Gas & electricity: $30 - $80 per week 

¶ Phone & Internet: $20 - $40 per week 

¶ Public transport: $30 - $60 per week 

¶ Car (after purchase): $150 - $250 per week 

¶ Entertainment: $80 - $150 per week 

 

Minimum cost of living 

The Department of Home Affairs has financial 
requirements you must meet in order to receive a 
student visa.  Below is a guide on the requirements 
you must meet to study in Australia.  

¶ You: $21,041 

¶ Your partner: $7,362 

¶ Your first child: $3,152 

¶ Every other child: $2,790 

All costs are per year in Australian dollars.  To convert 
to your own currency, you can visit www.xe.com.au . 

The Australian Government provides information and 
guidance on managing your finances.  You can read 
more at www.moneysmart.gov.au. 

If you experience financial difficulty while in 
Australia, talk to our student support staff for help 
and advice. 

Note that the costs listed on this page are average 
estimates and can change from time to time. 

 

  

K 

http://www.australia.com/
http://www.visitvictoria.com/
http://www.thatsmelbourne.com.au/
http://www.studyinaustralia.gov.au/
http://www.studymelbourne.vic.gov.au/
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Homestay 
What is homestay? 

omestay is a program of complete immersion 
into Australian culture and lifestyle where 
students are welcomed into the home of a 

local family to live in while they study.  Arranging a 
homestay gives international students a family 
support network which is ready to help introduce 
them into Australian society. 

Australian homes come in a variety of shapes and 
sizes.  For example, some families live in an 
apartment, some in a townhouse and others in a 
freestanding house which may have a garden. 

Households in Australia are very diverse and due to 
the multicultural society families may come from a 
range of cultural backgrounds and have different 
types of family.  All homestay families will speak 
English in the home and their house will be located in 
an area well linked to the CBD by public transport. 

What is included? 

Depending on the family that you stay with, facilities 
will vary but you are guaranteed to have your own 
furnished bedroom.  Most meals are provided as well 
as Internet and household cleaning is covered but 
you will be expected to keep your own room tidy. 

Homestay usually costs between $250.00 and 
$390.00 per week depending on the location of the 
house, the facilities and the number of meals 
provided. 

How to book homestay 

Ashton College works with a homestay provider 
called 2Stay Accommodation Group 
(www.2stay.com.au).  This company has over 10 
years experience in accommodating international 
students in modern, comfortable and secure 
accommodation. 

 
 
 
 
 
 
 
They have a range of families registered with them 
who welcome international students into their 
homes yearly.  If you would like to live with a family 

while you study, please contact Ben Yang Cao at 
Ashton College (support@ashtoncollege.edu.au) and 
he will assist you in making the necessary 
arrangements with a family you will feel at ease with. 

 

 

 

 

 

 

 

 

 

Entertainment 
ou are coming to Victoria primarily for quality 
education but your time here can also be fun 
and exciting.  Your classmates and/or homestay 

family will want you to share in many enjoyable 
activities nearby and across Victoria.  Your new 
friends may be interested in a variety of things 
available such as outdoor activities (bike riding, 
swimming, hiking), eating out, movies or exploring 
what the city has to offer. 

Victoria is famous for being the "Sporting Capital" of 
Australia and many of its residents are particularly 
passionate about Australian Football (AFL) seeing as 
it is home to the highest number of teams in the 
country.  It is easy to attend a match or choose a 
team to follow. 

You may be invited to play sports, join music or 
drama groups - the list is endless!  If you would like 
more information on the many activities available to 
you, please ask a member of the student services 
team or visit 
https://www.visitvictoria.com/Regions/Melbourne/T
hings-to-do for an extensive and in depth list. 

Time Zone 
elbourne is within the Australian Eastern 
Standard Time GMT+10 (AEST) 
international time zone.  In the warmer 

months of the year, clocks are moved forward one 
hour for Daylight Savings.  You can compare the time 
difference with your home country at any time at 
www.timeanddate.com/worldclock . 

H 

Y 

M 

file://///mainserver/adminshare/ELICOS/NEAS%20Rectification%203-%20MAY%20%202016/www.2stay.com.au
https://www.visitvictoria.com/Regions/Melbourne/Things-to-do
https://www.visitvictoria.com/Regions/Melbourne/Things-to-do
file:///C:/Users/k.gujral/AppData/Local/Temp/www.timeanddate.com/worldclock
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Orientation Day 

shton College runs an Orientation Day for all 
new students.  This is typically held the week 
before the start of their course and the date is 

communicated to students in advance via a Welcome 
Letter emailed to them.  Students learn about Ashton 
College, course structure, take tours of the campus, 
collect their books and timetables and meet some of 
their future classmates at orientation day. 

It is very important that all students attend 
orientation for many reasons including to learn how 
to get the most out of their entire study experience. 

Our Campuses and Locations 

shton College has four campuses located in 
different suburbs of Melbourne (Footscray, 
Northcote and Hallam) to give our students 

options on where to study - making it easy for them 
to access the college and live in an area they like. 

 

 

 

 

 

 

 

 

 

 

 

Footscray Campus- Head Campus  

Our Footscray campus is located at: 

 213 Nicholson Street 
 Footscray 
 VIC 3011 
 

There are a lot of car parking areas available in the 
nearby streets. 

This campus is also located less than a 5-minute walk 
from Footscray Train Station.  Footscray Train Station 
is only 3 stops from Melbourne CBD's Flinders Street 
Station making it easy to get to.   

 

 

 

 

 

 

 

 

 

 

The following train lines go through Footscray Train 
Station: 

¶ Laverton 

¶ Sunbury 

¶ Werribee 

¶ Williamstown 

 

Footscray - Commercial Kitchen  

 Shop 16 Metro West Plaza 
 Footscray 
 VIC 3011 

The commercial kitchen where our cookery courses 
are delivered is conveniently located within walking 
distance of our head campus. 

The easiest way to access the kitchen is via the 
entrance to Metro West Plaza on the corner of 
Paisley and Albert Street at the Millennium Medical 
Centre. 

 

Northcote Campus  

 1/167 Beavers Road 
 Northcote 
 Melbourne 
 VIC 3070 

The Northcote Campus (located just North of the 
CBD) is used mainly for our Automotive courses.  It 
has a large and well-resourced Automotive 
Workshop located at the above address. 

Tram number 112 stops just one street away from 
this campus (from the city) at stop number 30.  You 

A 

A 

Footscray Campus 

Northcote Campus 

Hallam Campus 

Footscray Campus 
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can also get to this campus by train on the Epping 
line and get off at Northcote Train Station. 

There is also car parking available nearby. 

 
 
 
 
 
 
 
 
 
 
 

Hallam Campus  

 10/87 Hallam South Road 
 Hallam 
 VIC 3803 

The Hallam Campus is our newest campus.  This 
campus has a large automotive workshop and 
classrooms. 

This campus is accessed easily by train on the 
Pakenham line and is less than a 5-minute walk from 
Hallam Train Station.  

 

 

 

 

 

 

 

 

 

For further information about our campuses, please refer 
our website http://www.ashtoncollege.edu.au or Free Call 

1800 ASHTON 

Smoke Free Zones 

ll Ashton College Campuses are smoke free 
zones.  This means that smoking is prohibited 
(not allowed) anywhere on campus to 

promote a healthier environment for all students, 
staff and visitors. 

No Smoking/Smoke Free applies to cigarettes, cigars, 
pipes, water pipes, vapes, electronic nicotine devices 
or any implements that emit harmful smoke for the 
purpose if inhaling.  These areas include indoors, 
outdoors and in the immediate areas surrounding the 
campus. 

Drugs and alcohol are also prohibited on all Ashton 
College campuses. 
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Our Staff 

he staff at Ashton College are accessible to you.  The 
following are some key staff members that you should 
be aware of. 

Staff can be contacted between 9.00am and 5.30pm Monday 
ς Friday. 

 

 

 

POSITION NAME PHONE EMAIL 

CEO Kevin Gujral 
+61 39349 2344 
EXT - 207 

kevin@ashtoncollege.edu.au 

Academic Director Gary Peng 
+61 39349 2344 
EXT ς 204 

gary@ashtoncollege.edu.au 

International 
Administration 
Officer 

Piumi Thathsarani 
+61 39349 2344 
EXT ς 205 

piumi@ashtoncollege.edu.au 

Finance Manager Jan Gujral 
+61 39349 2344 
EXT -215 

finance@ashtoncollege.edu.au 

Marketing Officer Jay Hew 
+61 39349 2344 
EXt - 214 

international@ashtoncollege.edu.au 

Marketing 
Manager 

Ben Yang Cao 
+61 39349 2344 
EXT - 214 

ben@ashtoncollege.edu.au 

Student Support 
Officer 

Katherine Fox 
+61 39349 2344 
EXT - 213 

support@ashtoncollege.edu.au  

Ashton College after hours emergency contact: Ben Cao    M:0413 061 999 

 

Welfare Support 

Safe Place Therapy is located at 86 Paisley street, Footscray Victoria 
3011 and provide welfare support services to Ashton College students.  
Ashton College is liable to pay for first three counselling sessions and 
students are responsible for payment of all subsequent counselling 
sessions after the first three counselling sessions. The fee per session 
will be $130.00 (for international students a portion of the cost of 
counselling may be covered by your health insurance provider). Ashton 
College will inform students of the fees prior to accessing the service. 

Contact:  +61(0)411 791 089 or email safeplacetherapyspt@gmail.com 

to make an appointment or for more information speak to our student Service Officer for assistance 
(support@ashtoncollege.edu.au  +61 3 93492344).www.safeplacetherapy.com.au 

T 

mailto:kevin@ashtoncollege.com.au
file:///C:/Users/k.gujral/AppData/Local/Temp/gary@ashtoncollege.edu.au
mailto:studyinaustralia@ashtoncollege.com.au
mailto:finance@ashtoncollege.com.au
file:///C:/Users/k.gujral/AppData/Local/Temp/international@ashtoncollege.edu.au
file:///C:/Users/sharmy/Downloads/ben@ashtoncollege.com.au
mailto:support@ashtoncollege.edu.au
file:///C:/Users/k.gujral/AppData/Local/Temp/safeplacetherapyspt@gmail.com
mailto:support@ashtoncollege.edu.au
http://www.safeplacetherapy.com.au/


 

Client Information Handbook - #AC0205  Version: 7.4 
Ashton College RTO NO:  22234 Page 11 of 38 Approved By: CEO 
 

Whom to Contact 

Use the following guide to assist in identifying who you should contact 

 
Issues 

 
Who to contact 

 
Details 

 
Contact details 

 

¶ Course Enquiries 

 
 

Marketing 
Department  

 
 

Pre-Arrival Information 
 

Accommodation Support 
 

Airport Pickup 
 

Course Information  
 

Fees enquiries (future students) 

Speak to our Marketing team 
Ph: 03 9349 2344 

 
or 

                          
Email: 

marketing@ashtoncollege.edu.au  

¶ Academic problems 
¶ Course progress 

problems 
¶ Study problems 
¶ Attendance 

problems 
¶ English language 

problems 
¶ Assessment 

problems 
¶ Homework 

problems 
¶ Course Credit/RPL 

Trainer 
 

or 
 

Administration 
Staff 

 
or 
 

Student support 
officer 

 

Ashton College staff will give you an 
opportunity to outline your problem 
and will ask questions to identify the 
underlying reasons for the problem. 
 
Ashton College staff will work with you 
to negotiate a solution to the problem 
and assist and support you to manage/ 
solve the problem.  
 
If the problem/ issue is out with the 
ŎƻƴǘŀŎǘ ǇŜǊǎƻƴΩǎ skills/ abilities to 
assist you, they will refer you to either 
other internal staff member/s or to 
external support contacts who have 
the skills and experience to assist you. 
 
Examples of some types of support 
may be: 
Study skills support 
English language support 
Extra tuition/ homework 
Reassessment  
Intervention strategy 

 
 
 

Speak to your trainer 
 

or 
 

Ashton College Administration staff 
Ph: 03 9349 2344 

Email: 
admin@ashtncollege.edu.au 

 
or 
 

Student Support Officer 
Ph: 03 09349 2488 

Email: 
support@ashtoncollege.edu.au 

 
 

¶ Student records 
¶ Attendance records 
¶ Course progress 

records 

Trainer 
 

or 
 

Administration 
staff 

 

You will be asked to verify your identity 
 
You will be given help to understand 
the content of the records 
 
Your records will be made available to 
you and the details explained 
 
Any errors or omissions will be 
corrected 

Speak to your trainer 
 

or 
 

Ashton College Administration staff 
Ph: 03 9349 2344 

Email: 
admin@ashtncollege.edu.au 

 

 
¶ Housing 
¶ Transport 
¶ Personal issues 
¶ Harassment 
¶ Money problems 
¶ Loneliness 
¶ Family problems 
¶ Orientation program 

 
 
 
 
 

Student support 
officer (SSO) 

The SSO will give you an opportunity to 
outline your problem and will ask 
questions to identify the underlying 
reasons for the problem. 
 
The SSO will work with you to 
negotiate a solution to the problem 
and assist and support you to manage/ 
solve the problem.  
 
If the problem/ issue is out with the 
{{hΩǎ ǎƪƛƭƭǎκ ŀōƛƭƛǘƛŜǎ ǘƻ ŀǎǎƛǎǘ ȅƻǳ ǘƘŜȅ 
will refer you to either other internal 
staff member/s or to external support 

 
Student Support Officer 

Ph: 03 09349 2488 
Email: 

support@ashtoncollege.edu.au 
 

or 
 

Ashton College Administration staff 
Ph: 03 9349 2344 

Email: 
admin@ashtncollege.edu.au 

 
 

mailto:marketing@ashtoncollege.edu.au
mailto:admin@ashtncollege.edu.au
mailto:support@ashtoncollege.edu.au
mailto:admin@ashtncollege.edu.au
mailto:support@ashtoncollege.edu.au
mailto:admin@ashtncollege.edu.au
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For further information about Ashton College, please refer our website http://www.ashtoncollege.edu.au or  

Free Call 1800 ASHTON. 

 
 
 

 

contact/ s who have the skills and 
experience to assist you. 
 
The SSO may provide advice and 
referral to websites and/ or services 
that can assist you with the issue/ 
problem. 
 
  

 

¶ Notice of intention to 
report 

Administration 
Staff  
 
or 
    
Student Support 
Officer   

The Course Coordinator will explain the 
reasons why this has happened and 
what the process involves including the 
outcomes to the student. 
 
The Course Coordinator will explain the 
process of reporting and potential 
outcomes. The Course Coordinator will 
provide contact details for DHA.  
 
Students have the right to access the 
Complaints and appeals process at any 
time if they have a grounds to appeal 
the decision to issue the notification. 

Ashton College Administration staff 
Ph: 03 9349 2344 

Email: 
admin@ashtncollege.edu.au 

 
or 
 

Student Support Officer 
Ph: 03 09349 2488 

Email: 
support@ashtoncollege.edu.au 

 
 

¶ Fees and refunds 

¶ Access to your own 
records 

Finance Manager 
 
or  
 
Administration 
Staff  

 
Your fee records will be provided and 
explained 
 
Any errors will be corrected 
 
Payment plans will be discussed 
 
Payment options will be discussed 
 
Your records will be made available to 
you and the details explained 
 
Any errors or omissions will be 
corrected 

 
Finance manager 

Ph: 03 09349 2488 
Email: 

finance @ashtoncollege.edu.au 
 

or 
 

Ashton College Administration staff 
Ph: 03 9349 2344 

Email: 
admin@ashtncollege.edu.au 

 
 

 

¶ External complaints 
and appeals 

 
Overseas Students 

Ombudsman 
 

 
For external Complaint and Appeals 
Process 
 
Please read Complaints and Appeals 
Policy and Procedure available at 
Ashton College website 
www.ashtoncollege.edu.au   
ōŜŦƻǊŜ ȅƻǳ ŎƻƴǘŀŎǘ ΨOverseas Students 
hƳōǳŘǎƳŀƴΩ 
 
 

Student Support Officer 
Ph: 03 09349 2488 

Email: 
support@ashtoncollege.edu.au 

 
or 
 

Overseas Students Ombudsman 
Website: 

https://www.ombudsman.gov.au/Ho
w-we-can-help/overseas-students 

Phone: 1300 362 072 

¶ For visa matters 
Department of 
Home Affairs 
(DHA) 

You will receive official government 
department advice 

https://www.homeaffairs.gov.au/ 

Phone 131 881 in Australia 

Contact the DHA office in your country. 

¶ For your ESOS rights 
and responsibilities 

Department of 
Education (DOE) 

You will receive official government 
department advice 

https://internationaleducation.gov.au/
Regulatory-

Information/Pages/Regulatoryinformat
ion.aspx 

Phone 1300 615 262 

http://www.ashtoncollege.com.au/
mailto:admin@ashtncollege.edu.au
mailto:support@ashtoncollege.edu.au
mailto:support@ashtoncollege.edu.au
mailto:admin@ashtncollege.edu.au
http://www.ashtoncollege.edu.au/
mailto:support@ashtoncollege.edu.au
https://www.ombudsman.gov.au/How-we-can-help/overseas-students
https://www.ombudsman.gov.au/How-we-can-help/overseas-students
https://www.homeaffairs.gov.au/
https://internationaleducation.gov.au/Regulatory-Information/Pages/Regulatoryinformation.aspx
https://internationaleducation.gov.au/Regulatory-Information/Pages/Regulatoryinformation.aspx
https://internationaleducation.gov.au/Regulatory-Information/Pages/Regulatoryinformation.aspx
https://internationaleducation.gov.au/Regulatory-Information/Pages/Regulatoryinformation.aspx
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Pre-Enrolment Information 

Pre-Training Review & LLN 

o ensure students are placed in a course with 
an appropriate delivery and assessment 
strategy we review their existing knowledge, 

skills, experience and qualifications relevant to the 
course for which they are applying. Students are 
asked to complete Enrolment Form, Pre-Training 
Review and Language, Literacy and Numeracy (LLN) 
test during the enrolment process by providing 
details of their existing knowledge, skills and 
experience relevant to the course. 

The results of the Pre-Training Review and LLN test 
are used to determine if the student possesses the 
required LLN skills and knowledge, skills and 
experience to address course requirements and 
confirm whether the course is suitable for 
addressing their learning needs. 

The Pre-Training Review, LLN Test and Enrolment 
forms are used to collect the information that will be 
analysed to determine if the course is appropriate 
for addressing the students learning needs.  

English Requirements 

Lease refer to Department of Home Affairs 
website 
https://immi.homeaffairs.gov.au/visas/getting

-a-visa/visa-listing/student-500#Eligibility for English 
entry requirements or contact Ashton staff for 
further information. 

 

Enrolment Process 

o apply for a course please follow the steps 
outlined below: 

 

1. Read this handbook in full and review all the 
information on the Ashton College website 
(ŜΦƎΦ Ψ/ƻǳǊǎŜ LƴŦƻǊƳŀǘƛƻƴΩΣ Ψ/ƭƛŜƴǘ {ǳǇǇƻǊǘ 
tƻƭƛŎȅ ŀƴŘ tǊƻŎŜŘǳǊŜΩ ŀƴŘ ΨCŜŜǎ ϧ Refunds 
tƻƭƛŎȅ ŀƴŘ tǊƻŎŜŘǳǊŜΩύΦ 

2. Contact the Ashton staff with any questions 
and seek clarification on any area relating to 
your course and enrolment. 

3. Complete the enrolment form. 

4. Sign the enrolment form to declare that you 
understand all of the information provided 
and agree to the terms and conditions. 

5. Complete the Pre-Training Review and 
Language, Literacy and Numeracy (LLN) test.  

6. Return the Enrolment form, Pre-Training 
Review and LLN test along with supporting 
documentation to Ashton College at 213 
Nicholson Street, Footscray Victoria 3011 
Australia or e-mail to 
info@ashtoncollege.edu.au. 

7. Ashton College will assess your application 
and notify you of the outcome within 5 
working days. 

8. If your application is unsuccessful or 
incomplete Ashton College will inform you in 
writing including reasons why the application 
was unsuccessful or indicate further 
documentation/ information to be provided.   

9. If your application is successful, a Letter of 
Offer and Enrolment Acceptance agreement 
will be sent to you.   

10. Read the Letter of Offer and Enrolment 
Acceptance agreement carefully and seek 
clarification on any area by contacting Ashton 
College. 

11. If you wish to accept the offer and 
understand all the relevant information 
provided, complete and sign the Enrolment 
Acceptance agreement to declare that you 
understand and accept all of the information 
provided and agree to the terms and 
conditions of the offer. 

12. Return the Written agreement along with 
supporting documentation to Ashton College 
at Ashton College at 213 Nicholson Street, 
Footscray Victoria 3011 Australia or e-mail to 
info@ashtoncollege.edu.au. 

13. Pay the college relevant fees indicated in the 
Letter of Offer. 

14. Once the completed and signed the 
Enrolment Acceptance agreement and 
payment of fees have been received by 
Ashton College a Confirmation of Enrolment 
(COE) will be forwarded to you along with 
information on the course start date. 
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15. Students will use this COE to apply for a 
student visa.  

Individual Learning Needs 

Prior to applying to undertake a course, 
students are encouraged to think about their 
individual learning needs. Students should 

then consider all the information provided in this 
handbook and decide whether the course, training 
and assessment methods and support mechanisms 
are appropriate for addressing their individual 
learning needs.  Learning needs can mean different 
things to different people. Some examples of 
individual learning needs may relate to/ be the result 
of: 

 

¶ Intellectual, psychological, physical or medical 

conditions or have vision or hearing 

impairments. 

 

¶ Family, work or personal commitments that 

impact study 

 

¶ Poor experiences encountered when 

undertaking previous studies at or since leaving 

school 

 

¶ Why you want to undertake the intended 

course e.g. to access further study or 

employment opportunities 

 

¶ The amount of time you have available to study 

per week (e.g. 20 hours) or the duration of time 

you have to complete a course e.g. 1 year. 

Please refer to applicable course page on 

Ashton College website.  

 

¶ Preferred learning style/s. Some people learn 

best through reading, listening or watching, 

some through working independently as 

opposed to in groups with others. Some people 

learn best when completing practical activities 

and/ or learning on the job. Some people learn 

best when undertaking a variety of learning 

methods identified above.  

 

¶ Existing knowledge, skills and experience 

relevant to their intended course of study 

 

Prior to submitting an enrolment application all 

students should read this handbook in full and visit 

Ashton College website for course and applicable 

policy information.  Particular attention should be 

paid to the sections that outline how Ashton College 

and the specific course in which you are interested 

could address your learning needs. e.g. Read the 

section on the type of academic support that is 

available to support students who have problems 

understanding the terminology in a subject and/ or 

with homework.  

 

Course information pages on Ashton College website 

provide details e.g. course aims, course durations 

and course demands per week, types of learning and 

assessment methodologies, further study and 

employment opportunities on successful course 

completion.  Students should think about whether 

the course and support mechanisms address their 

learning needs.  

 

Students should note that course delivery and 

assessment methodologies, duration and many 

other aspects of a course can be amended (where 

feasible) to address individual learning needs.   

 

Students should consider whether the support 

mechanisms outlined in this handbook and Client 

Support Policy and Procedures are appropriate for 

supporting their individual learning needs. e.g. 

Sometimes being provided access to modified 

training materials address specific needs or being 

provided extra time to complete a task allows 

students to appropriately address the assessment 

requirements.  

 

During enrolment, students will be asked to identify 

any individual learning needs that require support 

during their course. It is recommended that students 

provide Ashton College full details that will enable us 

to identify whether we can appropriately address 

your individual needs and if so, how this can be 

achieved.  

 

Ashton College encourage students to contact them 

and discuss any specific learning needs they may 

have and if/ how these can be supported during 

their studies. 

P 
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Recognition of Prior Learning (RPL) 

ll students are provided with the opportunity 
to have their prior learning and experience 
assessed and gain recognition for it 

(Recognition of Prior Learning).  This experience may 
have been gained from employment, previous 
formal training undertaken or life experience.  The 
wt[ ǇǊƻŎŜǎǎ ǿƛƭƭ ƳŀǘŎƘ ŀ ǎǘǳŘŜƴǘΩǎ ŜȄǇŜǊƛŜƴŎŜ ǘƻ ǘhe 
requirements in a unit of competency and assess if 
recognition can be granted. 

Students may apply for RPL by submitting evidence 
of competency against the unit of competency 
performance criteria, knowledge and skills 
requirements.  The CT/RPL application form is 
available on request from the Admin department. 

 

Credit Transfer (CT) 

shton College recognises qualifications and 
statements of attainment issued by other 
Registered Training Organisations in 

Australia.  Students who have successfully 
completed entire units of competency contained 
within one of our courses with another provider can 
apply for credit transfer/s.   

Both processes allow the students to reduce the 
time, study load and cost associated with achieving a 
qualification. 

Students may apply for Credit Transfer/s by 
submitting a Credit Transfer application form along 
with original certificates/ statements of attainment 
to the administration team.  The CT/RPL application 
form is available upon request. 

Further information on the RPL/ CT process can be 
accessed by contacting the Admin department. 

Please note that RPL and CT applications can only be 
considered for whole units of competency. 

 Overseas Student Health Cover   
(OSHC) 

t is a visa requirement that all overseas students 
possess and maintain OSHC while they are 
studying at any Australian education provider on 

a student visa.  We can arrange this for you prior to 
arrival with our partner provider Bupa Health 
Insurance. Fee information can be found in the fees 
section of the Overseas Student Enrolment Form.  

For further details or if you wish to arrange your 
own OSHC you can contact Bupa directly 

www.bupa.com.au. 

 

 

Learning Pathways 

here are various learning pathways available 
to help you achieve your goals. The skills and 
knowledge you gain during your career and 

education are recognised and can be credited 
towards future studies and qualifications. If you are 
ready to move from Certificate Level to Advanced 
Diploma level you may wish to check what other 
courses Ashton College offers by calling 
1800ASHTON or checking the Ashton College 
website: www.ashtoncollege.edu.au 

 

Employment Services 

ur friendly and helpful staff assist students in 
securing part time work by holding job club 
seminars, matching peoples skills to 

ƻŎŎǳǇŀǘƛƻƴǎΣ ŀǎǎƛǎǘŀƴŎŜ ƛƴ ǇǊŜǇŀǊƛƴƎ /±Ωǎ ŀƴŘ 
preparing students for interviews.  Contact reception 
at our Footscray Campus or email 
support@ashtoncollege.edu.au for further 
information or to access this free service. 
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Training and Assessment 

Training Guarantee 

shton College will take all reasonable steps to 
ensure we provide the applicable course/s to 
a student once the enrolment has been 

confirmed.  In the unlikely event of the College 
being unable to fulfil its commitment to provide a 
course at the agreed date it will offer the student a 
full refund or re-schedule the course.  Ashton 
College takes a collaborative approach with 
students and provides support to facilitate the 
successful completion of their course within agreed 
timeframes.   

Ashton College implements an effective policy and 
procedure to ensure that it delivers current AQF 
training package and accredited courses.  This policy 
and procedure ensure new training package and 
accredited courses will be implemented within 12 
months of their introduction and that students are 
fully informed of the process and subsequent 
arrangements. 

 

Training and assessment process 

raining is based on competency standards that 
outline the skills and knowledge to be applied 
in the workplace.  Training is about assessing 
existing competence, developing the required 

competence and preparing people for assessment 
against specified competency standards. 

All of our nationally accredited courses are designed 
in compliance with the guidelines of the relevant 
AQF training package.  The course content and 
delivery methodologies accurately reflect the 
specifications outlined in the relevant AQF training 
package unit of competency. 

Students are provided the opportunity to undertake 
full time and sometimes blended delivery modes for 
most courses.  Please refer to course information 
pages for further details.  

Delivery and learning methods are tailored for each 
particular course to develop student's knowledge 
and skills so they are able to confidently perform 
associated tasks in the workplace on completion of 
their course. 

Delivery and learning methods may include 
presentations, individual and group work activities, 

case studies, projects and practical demonstrations.  
Delivery will take place at our campus, 
training/workshop centre(s) and will involve a 
mixture of classroom and simulated work-based 
environments to develop competency. 

Assessment 

tǳŘŜƴǘΩǎ ǇŜǊŦƻǊƳŀƴŎŜ in vocational courses 
(award courses) is assessed in accordance with 
the guidelines outlined in the relevant AQF 

training package unit of competence.  This may be 
in the form of answering questions in writing, 
verbally, keeping log books or through practical 
demonstrations of knowledge and skills developed. 

 

 

 

 

 

 

 

Each unit of competency will normally involve two 
or three assessments which will be individually 
marked as satisfactory or non-satisfactory. All 
assessments must be satisfactory for the unit to be 
marked C ς Competent. If the assessments are not 
satisfactory then the unit will be marked as NYC ς 
Not Yet Competent. 

Students are given 2 attempts for re-assessment.  If 
they are still unable to demonstrate competency at 
this point (NYC) they must re-enrol and undertake 
the training again.  This will incur a re-assessment 
fee. 

The assessment process will be explained at the 
orientation session and will be available upon 
request to your assessor. 

 

Course progress - VET Courses 

shton College monitors students course 

progress and provide assistance if a student is 

experiencing difficulties and not progressing 

through their course as per the course schedule.   

Access to academic, personal/ welfare and English 

language supports services is provided to assist 
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students to successfully complete their course within 

the scheduled duration.  Ashton College may refer 

students to external organisations if they are 

experiencing personal/ welfare issues that are 

affecting their course progress. 

Students idŜƴǘƛŦƛŜŘ ŀǎ Ψŀǘ ǊƛǎƪΩ ƻŦ ƴƻǘ ƳŀƛƴǘŀƛƴƛƴƎ 

satisfactory course progress will be placed on an 

intervention strategy to help them achieve 

satisfactory course progress. 

It is a requirement of your student visa to maintain 

satisfactory course progress.  If you do not 

successfully complete 50% of the scheduled units in 

your course over two successive terms you will be 

reported to Department of Home affairs (DHA) 

which may lead to cancellation of your student visa.  

For more information on Ashton College's Client 
Support Policy and Procedure, please visit our 
website - www.ashtoncollege.edu.au. 

 

Academic Support 

tudents who are experiencing difficulties with 
any aspect of their course are encouraged to 
contact their trainer or any other member of 

staff.  Our trainer is able to provide academic 
support to facilitate the successful completion of 
your course.  Students who are experiencing 
language, literacy and numeracy difficulties during 
the course can access support from our trainer or 
from our English department (ELICOS). 
 
Ashton College can provide and/ or arrange English 
language/ academic support including but not 
limited to:  

¶ Advice and guidance on how to manage the 
study load,  

¶ Helping students adjust to the learning and 
assessment process 

¶ Provide guidance and assistance with 
addressing homework issues 

¶ Reviewing learner materials with the student 

¶ Arranging extra tuition, materials and 
exercises,  

¶ Arranging access to supplementary reference 
materials 

¶ Arranging for supplementary exercises to 
develop understanding 

¶ Arranging access to computers  

¶ Arranging access to modified resources 

¶ Provide opportunities to re-attempt assessments 

¶ Adjusting assessment deadlines and amending 
delivery schedules, course duration 

¶ Providing guidance with organisation/time 
management skills 

¶ Negotiating a plan to enable completion of tasks 

¶ Arranging catch up classes during non-scheduled 
class time and/ or holidays 

¶ Providing opportunities to catch up 

¶ Providing guidance with organisation/ time 
management skills 
 

Welfare Support 

 

e understand that our students 
sometimes require extra support to help 
them cope with their training course. 

Sometimes there can be personal issues that impact 
their successful course completion.  The college has 
a relationship with a professional welfare service 
(Safe Place Therapy, www.safeplacetherapy.com.au) 
to ensure that our students are provided with access 
to services if required.  Students who are 
experiencing issues that require counselling are 
encouraged to contact their trainer/Student Support 
Officer or any other member of staff. 

Safe Place Therapy is located at 86 Paisley street, 
Footscray Victoria 3011 and provide welfare support 
services to Ashton College students.  Ashton College 
is liable to pay for first three counselling sessions 
and students are responsible for payment of all 
subsequent counselling sessions after the first three 
counselling sessions. The fee per session will be 
$130.00 (for international students a portion of the 
cost of counselling may be covered by your health 
insurance provider). Ashton College will inform 
students of the fees prior to accessing the service. 

 
Ashton College will support students to attend the 
counselling service and liaise with students on 
matters that impact their progress and achievement. 
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Examples of issues that will require referral may be: 

¶ If the student is encountering anxiety/ 
depression or displaying symptoms of 
mental health issues 

¶ If the student is experiencing significant 
difficulties with adjusting to Australia and/ 
or life without their family support network 

¶ If the student has personal issues around 
relationships, issues with members of their 
family that are subsequently negatively 
impacting the student. 

¶ If the student has issues with drugs or 
alcohol or some other form of dependency. 

 

Student feedback 

o ensure that we continuously improve our 
training services and facilities, Ashton College 
routinely encourages students to provide 

feedback both informally and formally.  Please 
approach any member of staff with informal 
feedback. At the end of the course you will be asked 
to complete the training evaluation form. 

If you wish to register a complaint about your 
training and assessment, please approach a staff 
member or access the Complaints and Appeals 
Policy and Procedure available on our web page.  
Alternatively you can visit our website and submit 
feedback using the online platform. 

Certificates/ Statements of 
Attainment 

tudents who successfully complete a full 
qualification will be awarded a certificate and a 
statement of attainment.  Students who 

successfully complete a unit/s of competency will be 
awarded a statement of attainment. 

Certificates and statements of attainment will be 
issued within 30 days of course completion/end 
date. For certificates and/or statements of 

attainment to be issued students must have a 
Unique Student Identifier (USI).  This is a student 
number issued by the Australian government that 
links all study completed by an individual in 
Australia.  Student services will assist you in creating 
your USI at orientation or if you already have one 
you must provide to Ashton College.  To create your 
USI or form more information, please visit 
www.usi.gov.au. 
 

Course information 
or further information on courses offered at Ashton 
College, Please refer to our website 
http://www.ashtoncollege.edu.au or Free Call 1800 

ASHTON 

Ashton College's website includes information on 
course content, length, mode of study, entry 
requirements, fees and pathway information.  
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ELICOS 

Courses 

shton College offers General English and 
English for Academic Purposes (EAP) courses 
that meet a broad range of language needs 

and academic goals.  For more information about 
ELICOS programs, please visit our website 
www.ashtoncollege.edu.au. 
 

Placement Test 

ll students are tested on the orientation day 
so that they can be placed in the correct class 
for their current level of English.  You will be 

required to take reading, writing and listening tests 
and to have a one-to-one interview with a teacher to 
see how well you speak. 

 

20 Hours of Face-to-Face Study 

LICOS courses are full-time.  Full time course 
must consist of a minimum of 20 hours face to 
face teaching in the classroom.  Students are 

therefore required to attend this minimum of 20 
hours per week in face-to-face class time.  Other 
learning activities such as independent learning and 
Friday social and sporting activities are provided 
after formal class hours in order to improve 
student's English conversation, study and social 
skills.   

*There is no provision of distance or online learning 
within the 20 hours mandatory face-to-face tuition. 

All delivery, assessments and instructions are carried 
out in English unless otherwise stated. There may be 
the opportunity avaiƭŀōƭŜ ŦƻǊ ȅƻǳ ŦƻǊ άǊŜŀǎƻƴŀōƭŜ 
adjustmentέ concerning the assessment process, 
depending on the level of support you require.  
 

 

 

 

Attendance Monitoring - ELICOS 
Programs 

shton College monitors students attendance 
and provides assistance if the student is 
experiencing difficulties and not progressing 

through their program as per the schedule.   

It is very important for students undertaking ELICOS 
courses to maintain the minimum attendance 
requirement of over 80% in a given study period.  
Failure to maintain the required attendance rate can 
lead to student not complying with their student visa 
requirements and their enrolment being affected. 

For further information please refer ELICOS- 
Attendance Monitoring Policy and Procedure on our 
website. 

www.ashtoncollege.edu.au.  
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Code of conduct  
shton College practices are directed by our 
code of conduct.  The code of conduct is a 
guide to ensure we consistently provide the 

highest possible quality services to all our 
stakeholders and ensure we act in a manner that 
respects their rights. 

 

 

 

 

 

Access & Equity 

Ashton College ensures that: 

a) all students and staff are treated in a fair and 
equitable manner regardless of age, race, 
religion, gender, sexuality, disability or origin  

b) we employ a systematic, fair and equitable 
approach to enrolling students 

c) all staff will perform their duties in a fair, 
equitable and respectful manner 

d) all training and assessment staff employ 
language that facilitates learning and 
achievement and does not exclude sections of 
clientele 

e) all staff are aware of their responsibilities with 
respect to equity and access 

f) staff activities are evaluated for continuous 
improvement purposes 

g) staff are culturally aware and sensitive to 
differing norms, beliefs and values 

h) systems are employed to receive feedback on its 
application of this policy 

i) staff and students are required to comply with 
access and equity requirements at all times. 

 

Management 

Ashton College ensures that: 

a) the provision of high quality training and 
assessment is its principal purpose  

b) all decisions will be informed by appropriate 
stakeholders to ensure that high quality 
training & assessment is consistently provided 

c) we adopt appropriate governance 
arrangements to guide the implementation of 
its strategic and business plans 

d) suitably qualified staff contribute to informed 
decision making in management, academic and 
support services 

e) all staff are aware of their responsibilities to the 
College and the clientele 

f) we employ a fair and equitable systematic 
approach to recruitment, induction and 
professional development of its staff 

g) a safe learning environment is provided both on 
and off site to facilitate student learning 

h) we maintain appropriate insurances 

i) we will inform the regulator body of any 
significant changes to the control, senior 
management and scope of the College  

j) it provides the regulator body with the required 
data in soft and hard copy when requested 
(free of charge) 

k) we will fully cooperate with all regulatorybodies 
during audits  

l) courses delivered are current and in accordance 
with training package requirements 

m) we will implement new training packages/ 
accredited courses within 12 months of their 
introduction or as per the transition period. 

n) we communicate all appropriate information 
relating to academic and support services to 
students in a timely manner. 

 

Administration management 

Ashton College ensures that: 

a) all records relating to the delivery of training and 
assessment to students are stored for a period 
of a minimum of 6 months from the date of 
completion of the applicable unit 

b) personal records are treated as confidential and 
stored on and off site 
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c) we maintain appropriate systems to record and 
store student details relating to attainment, 
attendance AVETTMISS details and related 
correspondence  

d) weutiliseVETtrak, an AVETMISS compliant 
student management system 

e) weutiliseNovaCore, a compliant document 
management systems 

f) staff and students are to be able to access their 
own records at no cost 

g) statements of attainment and/or certificates are 
awarded to students who partially or 
successfully fully complete courses and have 
paid all course fees applicable. 

h) statements of attainment and certificates are 
provided in a timely manner within 30 days of 
course completion/CoE end date 

i) statements of attainment and certificates 
contain the required information  

j) we employ unique student identifiers where 
required. 

 

Training & assessment 

Ashton College ensures that: 

a) all learning and assessment materials are their 
own or permission obtained from publishers for 
use 

b) courses are delivered in accordance with AQF 
training package requirements or those 
prescribed for non accredited courses 

c) learning and assessment strategies are 
employed for each course in accordance with 
regulatory requirements 

d) suitable learning and support resources are 
employed to guide staff and students 

e) the opportunity for recognition of prior learning 
and credit transfer are provided to students 

f) all accredited courses provided are in 
accordance with its scope of registration 

g) appropriate academic and personal support 
services are provided to students 

h) language, literacy and numeracy needs are 
assessed and accommodated where appropriate 

i) course delivery is no longer than 8 hours per day 

j) training occurs between 8.00am and 10.00pm 

k) all course learning and assessment material are 
systematically validated internally and externally 

l) all training and assessment strategies are 
systematically validated internally and externally  

m) course and College information are  provided to 
students pre enrolment and at orientation 

n) appropriate learning and assessment facilities 
are provided to facilitate achievement 

o) learning and assessment facilities comply with 
appropriate legislation. 

 

Staff 

Ashton College ensures that training and assessment 
staff: 

a) posses relevant current vocational experience 
for the course/s they deliver 

b) hold appropriate vocational and training 
qualifications  

c) engage in professional development activities 
relevant to their teaching 

d) follow College policies and procedures when 
training and assessing 

e) treat all students in a fair and equitable manner 

f) treat students in a non discriminatory manner 

g) are fully informed of their roles and 
responsibilities. 

 
 
 
 
 
 
 
 

Marketing and enrolment 

Ashton College ensures that it: 

a) provides appropriate pre enrolment information 
to students to enable them to make an informed 
choice of course 
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b) does not provide false or misleading information 
about the College or its courses 

c) performs marketing activities with integrity and 
accuracy 

d) identifies all AQF accredited and non accredited 
courses in all its materials 

e) identifies the College name and number on all its 
materials 

f) only places students in courses appropriate to 
their needs 

g) systematically and periodically reviews its 
marketing materials to ensure currency and 
accuracy 

h) employs a systematic, fair and equitable 
approach to enrolling students. 

 

Student support services 

Ashton College ensures that all students will be 
supplied information pre enrolment on the 
following: 

a) course information 

b) enrolment process/ requirements 

c) course fees 

d) assessment arrangements 

e) recognition of prior learning/ credit transfer  

f) qualifications issued  

g) academic support 

h) personal support 

i) literacy and numeracy requirements 

j) staff contacts 

k) facilities and equipment 

l) course withdrawal/ cancellation fees and terms 

m) complaints and appeals policy and procedure. 

In addition, students will be provided access to 
appropriate academic and personal support services 
during their course. 

 
 
 

Student code of conduct 

All students have the: 

a) right to be treated in a fair, equitable and 
respectful manner regardless of age, race, 
gender, religion, sexuality, disability or origin  

b) right to learn in an environment free from 
intimidation and interference from others 

c) right to access all services and facilities as 
identified in pre enrolment information 

d) right to suitably qualified and experienced 
trainers 

e) right to seek academic advice and support from 
their trainers  

f) right to learn in a safe and clean environment 
that facilitates achievement 

g) right to access the Complaints and Appeals 
policy to resolve disputes/ complaints. 

h) how to access and lodge complaints with 
Consumer Affairs. 

 
All students are expected to: 

a) approach learning and assessment activities in 
an ethical manner 

b) not engage in cheating, plagiarism or collusion 

c) submit work when required 

d) meet the terms of enrolment  

e) attend all classes 

f) participate in course learning and assessment 
activities 

g) follow all College instructions during learning 
and assessment activities 

h) treat other students and staff in a fair, equitable 
and respectful manner regardless of age, race, 
gender, religion, sexuality, disability or origin.  
































