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The purpose of thilientinformation Handbook is to introduce you tohte services available to you at Ashton College.
You will also find this handbooklectronicallyon Ashton College's websitevww.ashtoncollege.edu.au

Please Note: All efforts have been made to ensure that théormation provided in thishandbookis corred at the time of
publication. Comments, corrections and amendments are welcome and can be submittegd emailing
info@ashtoncollege.edu.au

Note: Aninterpreter can assist students in reading this handboibkhey 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@aof 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 andwish you success in your endeavours.

At Ashton College, weraito 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 assigtirstudents
achieve their aspirations, whether they are aimiog
higher education, employment or career progression. The College values the students as an invaluable individue
and offers an outstanding educational experience leading to instil a desirectmme nothing but the best.

The international nature of ou€ollege 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 quedifions, 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 mixingewith t
other students, so that they can enjoy their time with tGellege, and the facilities it has to offer.

Ashton College has a highly dedicated and professional teaching faculty, excellent administrative and suppor
staff and a weltesourced learning efronments to equip our students for success in their choseld f

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 qualityassustandards to continually
improve. Ashton College expsdhat 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

CB
Ashton College
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About Ashton and Melbourne
Australia

ustralia is the world'sixth-largest country by MM' ’ G e e
total area and has a population of L e 4

Northern ¢ ]

approximately 24 million people, with most Territory <
people living in one ahe 6 majorcities: Queenstand |
m‘.f;h’; »\) S T R A L 4 4 \-»,
W )
1 Melbourne Astala pre
ﬂ Syd ney mmo; > > \:/"{; Ne\z:‘:«:m. ";w"
~— ADELAIDE 2
ﬂ Ad8|alde ‘.\ Y|‘¢:H, .Aﬂ'u’:‘?tff;d
Couthern Ocean MILBOWRNE 1
f Perth T
i Brisbane
. Melbourne
i1 Darwin

Sto2d2NYyS Aa ! dzAGNI AL
and the capital of the state ofictoriawith

a population of approximately 6 million
people. Itis a verlarge city spread out around Port
Victoria Phillip Bay.

The country is split intstates and territories which
are:

!
1 New South Wales Melbourne is one of the most multiculturaltigis in
the world with a lively cosmopolitan atmosphere for

1 Queentand students to soak up and enjoy. T@entral Business
1 Northern Territory District CBD is located in the centre of Melbouen
1 Australian Capital Territory and is surroun_ded by many parks, gardens, sports

arenas, entertainment centres and shopgioentres.
T Western Australia The CBD is surrounded by subusladl of which have
1 South Australia a unique identity and atmosphere to be explored.
Melbourne has one of the largest tram networks in
T the world. The network consists of 493 trams, 25
routes and 1,763 stops across the city dtsdsuburbs
There are many reasons why students cb® to making it easy to get around. The Metro Train
study in Australia. Australia has a highality service also has 16 lines and 207 stations which
education system, warm weather, great beaches, extend further than the trams.
goodlifestyle, sports and strong working industries.

Tasmania

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.
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The CBD and burbs have avast range of f Shared rental: $95-$250 per week
restaurants serving food from just about every corner .

of the workd. 1 On campus: $110 - $280 per week
Melbourne is surrounded by mountains, national 1 Homestay: $250- $390 per week
parks and beaches that are easily accessible from the 9 Rental: $185- $480per week

city, all of which can be accessed withimil K 2 dzN
drive from the CBD.

Melbourne and Victoria enjoy distinct seasons and a
moderate climate that isn contrast to the searing Other living costs
heat for most of the year in some, more northern,

‘EﬂQ Boarding Schools$11,000- $22,000 per yr

parts of the country. This provides an opportunity to T Groceries & eating outb140- $280 per week
enjoy a variety of different indao and outdoor 1 Gas & electrity: $30- $80per week
tivities th hout th .

activities throughout the year 1 Phone & Internet: $20- $40 per week

1 Public tansport: $30- $60 per week
For further informationabout Australia, \Gtoria and
Melbourne please visit: 1 Car (after purchase): $150-$250 per week
http://www.australia.com/or 1 Entertainment: $80- $150 per week

http://www.visitvictoria.conor
http://www.thatsmelbourne.com.au

_ _ . _ Minimum cost of living
For further information on studying in Australia, _ _ _
Melbourne please visit: The Department of Home Affairs has financial

requirements you must meet in order to receive a
student visa. Below is a guidm the requirements
you must meet to study in Australia.

= 1 You: $21,041
P2 } e I Your partner: $7,362

;

1 Your first child: $3152

{ Every other child: $2,790

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

http://www.studyinaustralia.gw.au/or
http://www.studymelbourne.vic.gv.au/

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

g ; If you experiace financial difficulty while in
lemg inMelbourne Australia, talk to our student support staff for help

Knowing the living costs in Australiand and advice.

particularly Melbournes an important part of

your financial preparation. As a generaidg,
here are some of the average costs associated with
living and studying in Australia. (All costs are shown
in Australian Dollars.)

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

Accommodation

{ Hostels & Guesthouses: $9$150 per day

Client Information Handbook#AC0205 Version:7.4
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Homestay
What is homestay?

I |omestay is a program of corlgbe immersion

into Australian culture and lifestyle where

students are welcomed into the home of a
local famiy to live in while they study. Arranging a
homestay gives international students a family
support network which is ready to help introduce
theminto Australian society.

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

Households in Australia are very diverse ahgk 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 publ@&rsport.

What is included?

Depending on the family that you stay with, ildies
will vary but youare guaranted to haveyour 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 $250.08nd
$390.00 per week depending on the locatiof the
house, the facilites and the number of meals
provided.

How to book homestay

Ashton College works with a homestay provider
called 2Stay Accommodation Group
(www.2stay.com.ay  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 ingrnational s$udents into their
homes yearly. If you would like to live with a family

Client Information Handbook#AC0205
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while you study, please contact BerangCao at
Ashton Collegesupport@ashtoncollege.edu.au) and
he will assist you in making the necessary
arrangements with a family yowill feelat ease with.
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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 nearly 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 "Sportingpital’ 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 tolay sprts, 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
hingsto-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 tenat
www.timeanddate.com/wodiclock.
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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. Studentsdm about Ashton
College,course structuretake tours of the campus,
collect their books and timetables and meet some of
their future classmatestarientation day.

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

Our Campuses and Locations

shton College ha$our campuses located in

different suburbs of Melbourne(Footscray,

Northcote and Hallamjo give our students
options on where to study making i easy for them
to access the college and live in an area they like.
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Footscray Campugdead Campus
Our Footscray campus is located at:

213 Nicholson Street
Footscray
VIC 3011

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

This campus is also located less thanraiBute walk

°®
(&) °®
B C ®
®
°®

Sy e -,

Footseray Eampus

The following train lines go thumh 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 wa 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 welksourced Automotive
Workshop located at theboveaddress

from Footscray Train Station. Footscray Train Station Tyam number 112 stops jusine street away from

isonly 3 stops from Melbourne CBD's Flinders Street
Station making it easy to get to.
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can also get to this campus by train on the Epping Smoke Free Zones
line and get off at Northcote Train Station.

Il Ashton College Campuses are smoke free
zones. This means that smoking is prohibited
(not allowed) anywheren campus to
. promote a healthier environment for all students,

i 1/167 Beavers Rd R Beavers gy Staff and VISItOI’S

2 i No Smoking/Smoke Free applies to cigarettes, cigars,
pipes, water pipes, vapes, electronic nicotine devices

or any implements that emit harmful smoke fdret

e purpose if inhéing. These areas include indoors,
rthy, . . . -
5 outdoors and in the immediate areas surrounding the

There is also car parking available nearby.

5 Gladstone 4y L,
70 Beavers py & Cladstone 40

%"'Way Parade
Stott 5t

Woolhouse St

Elm
Gracie gy St

Arthurton Rd Batman Park

Seory 5,

5
£
s
=
]
Rd

Arthurto,
‘ NRd" A
thurtop,

Merri-Creey

Aub“‘“ Ave

E’ber, o
Helep S,

McCracken Ave

g s} Northcote [=] & cam pUS

Drugs and alcohol are also prohibited on all Ashton

Hallam Campus College campuses.
~N

10/87 Hallam South Road

p
Hallam
Please

Ninifreq St

Nash g

Sborna St
st
1St

VIC 3803
The Hallam Campus ur newvest campus. This
campus has a large automotive workshop and
classrooms.

Hallam Train Statian

This campus is accessed easily by train on the
Pakenham line and is less than-m#ute walk from SMOKI NG
A o

L
a 10/87 Hallam S Rd < -
3 10/87 Hallam S Rd, Hallam VIC 3803 g,,e
View larger map
? Hallam E
10/87 Hallam Sou

[}
[ =
g
Ogrady py £
]

For further information about our campusgdgaserefer
our websitehttp://www.ashtoncollege.edu.awr Free Call

1800 ASHTON

Client Information Handbook#AC0205 Version:7.4
Ashton College RTO N@2234 Paged of 38 Approved ByCEO


http://www.ashtoncollege.com.au/

\

@’Z@ Ashton

your. *.now

Our Staff

he staff at Ashton College are accessible to yohe T
following are some key staff members that you shou ,‘

be aware of.

Staff can be contacted between 9.00am and 5.30pm Monc

¢ Friday.
POSITION NAME
CEO Kevin Guijral

Academic Director. Gary Peng

PHONE EMAIL

+6139349 2344

EXT. 207 kevin@ashtoncollege.edu.au

+6139349 2344 gary@ashtoncollege.edu.au

EXTc 204
International
Administration Piumi Thathsarai +6139349 2344 piumi@ashtoncollege.edu.au
Officer EXTC 205

Finance Manager | Jan Gujral

Marketing Officer | Jay Hew

Marketing
Manager

Student Support
Officer

Ben Yang Cao

+6139349 2344

EXT215 finance@ashtoncollege.edu.au

+6139349 2344

EXt- 214 international@ashtoncddége.edu.au

+6139349 2344

EXT. 214 ben@ashtoncollege.edu.au

+6139349 2344

Katherine Fox support@ashtoncollege.edu.au

EXT-213

Ashton College &ér hours emergency contact: Ben Cadl:0413 061 999

Safe Place
Therapy

Welfare Support

Safe Place Therapy liscated at 86 Paisley street, Footscray Victoria
3011and provide welfaresupportservices to Ashton Colleggudents
Ashton College is liable to pay for fithree counselling sessions and
students are responsible for payment of all subsequent counselling
sessons after the first three counselling sessiofiie fee per session
will be $130.00 for international students a portion of the cost of
counsellingnay be covered by your health insurance provider). Ashton
College will inform students of the fees priardccessing the service.

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

to make an appointment or for more information speak to our studsatvice Officer for assistance
(support@ashtoncollege.edu.ati61 3 93492344uww.safeplacetherapy.com.au

Client Information Handbook#AC0205
Ashton College RTO N@2234

Version:7.4
Pagel0 of 38 Approved ByCEO


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/

\\1&"%’ Ashton

4’/

Whom to Contact

your. .now

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

Issues Who to contact Details Contact details
Pre-ArrivalInformation
Speak to our Marketing team
Accommodation Support Ph: 03 9349 2344
Marketing . .
1 Course Enquiries Department Airport Pickup or
Course Information Email:
marketing@astdncollege.edu.au
Fees enquiries (futurstudents)
Ashton Collge staff will give you an
opportunity to outline your problem
and will aslquestions to identify the
underlying reasons for the problem.
. Ashton College staff will work with you Speak to your trainer
T~ Academic problems Trainer to negotiate a solution to the problem
T Course progress and assist and support you to manage or
problems or solve the problem.
1 Study problems Ashton College Administration sta
Il 'srtéir;g;gce Administration Il‘ the pr}oblegm/, issue js out_with thev Ph: 03 9349 2344
1 Englishlanguage Staff (0] 2. yul Ol sk.luéﬁafhmtlésfoﬂ.a . Email:
assist you, they will refer you to either admin@ashtncollege.edu.au
problems .
or other internal staff member/s or to
1 Assessment
problems extern_al support coptacts who have or
Student support the skills and experience to assist you
T Homework . .
problems officer Student Support Officer
1 Course Credit/RPL Exampes of some types of support Ph: 03 09349 2488
may be: Email:
Study skills support support@ashtoncollege.edu.au
English languaggupport
Extra tuition/ homework
Reassessment
Intervention strategy
You will be asked to verify your identit Speakto your trainer
Trairer You will be given help to understand or
1 Student records or the content of the records
% éﬁi?:j stgrricszrds . . Your records will be made available tg Ashton College Administration sta
Administration . . Ph: 03 9349 2344
records you and the details explained N
staff Email:
Any errors or omissions will be admin@ashincollege.edu.au
corrected
The SSO will give you an opportunity
1 Housing outline your problem and will ask Student Support Officer
I Transport guestions to identify the underlying Ph: 03 09349 2488
 Personal issues reasons for the problem. Email:
I Harassment support@ashtoncitege.edu.au
1 Money problems The SSO will work with you to
I Loneliness Student support negotiate a solution to the problem or
I Family problems officer (SSO) andassist and support you to manage
i Orientation program solve the problem. Ashton College Administration sta
Ph: 03 9349 2344
If the problem/ issue is out with the Email:
{{hQa alAttak I0A admin@ashtncollege.edu.au
will refer you to either other internal
staff memler/s or to external support
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contact/ s who have the skills and
experence to assist you.

The SSO may provide advice and
referral to websites and/ or services
that can assist you with the issue/
problem.

f Notice of intention to
report

Administration
Staff

or

Student Support
Officer

The Cours€oordinator will explain the
reasons why this has happened and
what the process involves including th
outcomes to the student.

The Course Coordinator will explain th
process of rporting and potential
outcomes. The Course Coordinator w
provide contat details for DHA.

Students have the right to access the
Complaints and appeals process at af
time if they have a grounds to appeal
the decision to issue the notification.

Ashton College Administration sta|
Ph: 03 9349 2344
Email:
admin@ashtncollege.edu.au

or

Student Support Officer
Ph: 03 09349 2488
Email:
support@ashtonallege.edu.au

 Fees and refunds
9  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 beiscussed

Your records will be made available tg
you and the details explained

Any errors o omissions will be
corrected

Finance manager
Ph: 03 09349 2488
Email:
finance@ashtoncollege.edu.au

or

Ashton College Administration sta
Ph: 03 9349 2344
Email:
admin@ashtncollege.edu.au

1 External complairs
and appeals

Overseas Students
Ombudsman

For externalComplaint and Appeals
Process

Please read Complaints and Appeals
Policy and Procedure available at
Ashton College website
www.ashtoncollege.edu.au

0 ST2NB & Dderséns Sfuinénts
hYodzZRaYlyQ

Student Support Officer
Ph: 03 09349 2488
Email:
support@ashtoncollege.edu.au

or

Oversas Students Ombudsman
Website:
https://www.ombudsman.gov.au/Ho
w-we-canhelp/overseasstudents
Phone: 1300 362 072

 For visa matters

Department of
Home Affairs
(DHA)

You will reeive officialjovernment
department advice

https://www.homeaffairs.gov.au/
Phone 131 881 in Australia
Contact the DHA office in your country

1  For your ESOS rights
and responsibilities

Department of
Educatbn (DOE)

https://internationaleducation.gov.au/

Youwill receive official government

Requlatory
Information/Pages/Reqgulatoryinfarat

department advice

ion.aspx
Phone 1300 615 262

For further information about Aslbh College, please refer our webskttp://www.ashtoncollege.edu.awr

Free Call800 ASHTON.
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Pre-Enrolment Information

Pre-Training Reiew & LLN

0 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 coplete Enrolmat Form, PreTraining
Review and_anguage, Literacy and Numeraty.N
test during the enrolment process by providing
details of their existing knowledge, skills and
experience relevant to the course.

The results of the Pr&raining Review ahLLN 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 PreTraining Review, UN Test and Eolment
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/visalisting/student500#Eligibilityfor English

entry requirements or contact Ashton staff for

further information.

Enrolment Process

0 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

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

Client Information Handbook#AC0205
Ashton College RTO N@2234

Pagel3of 38

Complete the enrolment form.

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

Complete the Prdraining Review and
Language, Literacy and NumeratciN) test.

Return the Enrolment fon, PreTraining
Reviewand LLN testlong with supporting
documentation to Ashton Collegat 213
Nicholson Street, Footscray Victorid011
Australia or e-mail to
info@ashtoncollege.edu.au

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

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

If your application is successfd, Letter of
Offer and Enrolment Acceptance agreement
will be sant to you.

.Read the Letter of Offer and Enrolment

Acceptance agreementarefully and seek
clarification on any area by contacting Ashton
College.

.If you wish to accept the offer and

understand all the relevant farmation
provided, complete and sign thEnrolment
Acceptance agreement to declare that you
understand and accept all of the information
provided and agree to the terms and
conditions of the offer.

. Return the Written agreement along with

supporting documatation to Ashton College
at Ashton Colleg at 213 Nicholson Street,
Footscray Victoria 3011 Australia e-mail to
info@ashtoncollege.edu.au

13. Pay the college relevant fees indicated in the
GPId W/ 2dNBS LYy F2NNI (A2 EIErofQies x Sy
t2f A08 | YR tWICESKaudaNS Q

t2f A08 YR t NPOSRdAZNBE QO @

{ dzLILI2 NJi

1Y Bnce 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 Eto 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 ddéde 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 até to/ be the result
of:

1 Intellectual, psychological, physical or medical
conditions or have vision or hearing
impairments.

1 Family, work or personal commitments that

impact study
1 Poor experiences encountered when
undertaking previous studies at or senfeaving

school

1 Why you vant to undertake the intended
course e.g. to access further study or
employment opportunities

1 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. &ay.
Please refer to applable course page on
Ashton College website.

1 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 practi¢aactivities
and/ or learning on the job. Some people learn
best when undertaking a variety of learning
methods identified above.

1 Existing knowledge, skills and experience
relevant to their intended course of study

Client Information Handbook#AC0205
Ashton College RTO N@2234
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Prior to stbmitting 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 sectionshat outline how Ashton College
and the speific 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.

Caurse 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
competion. Sudents 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
feasibk) 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 acceds modified
training materials ddress 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 neadthat require support
during ther 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 Collegencourage students to contact ¢im

and discuss any specific learning needs they may
have and if/ how these can be supported during
their studies.

Version:7.4
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Recognition of Prior Learning (RPL)

Il students are provided with the opportunity

to have their prior learing and experience

assessed and ain recognition for it
(Recognition of Prior Learning). This experience may
have been gained from employment, previous
formal training undertaken or life experience. The
wt [ LINROSaa gAftf YIOGO& |
requirements in a unit of congiency 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 applicatidorm is
available on request @&m 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 coniaed

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 applyfor 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 prosesan be
accessed by contactinge Admin department

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

Overseas Student Health Cover
(OSHCQC)

t is a visa requirement that all overseas students

possessand mantain OSHC while they are

studying atany 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 theOverseas Stwht Enrolment Form

Client Information Handbook#AC0205
Ashton College RTO N@2234
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For further details or if you wish to arrange your
own OSHCyou can ontact Bupa directly

Bupa

www.bupa.com.au.

Learning Pathways

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

knowledge yougain during your career and

education are recognised and can be credited
towardsfuture studies and qualifications. If you are
ready to move from Certificatkevelto Advanced
Diploma level you may wish to check what other
courses Ashton College offers bycalling
1800ASHTON or checking the Ashton Celleg
website:www.ashtoncollege.edu.au

Employment Services

ur friendly and helpful staff assist students in

securirg part time work by holding job club

seminars, matching peoples skills to
200dzLdr GA2yax | aaraidl yos
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 Collegavill take all reasonable steps to

ensure we providehe applicablecoursés to

a student once the mrolment 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 off¢he student a
full refund or reschedule the course. Ashton
College takes a collaborative approhc with
students and provides support to facilitate the
successful completion of their course within agreed
timeframes.

Ashton Collegémplements an effedte policy and
procedure to ensure that it delivers current AQF
training package and accredited ceas. This policy
and procedure ensure new training package and
accredited courses will be implemented within 12
months of their introduction and that studes 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 congpency 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 &Qraining
package unit of competency.

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

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

Delivery and learning methods may include
presentations, individual and grpuwork activities,

Client Information Handbook#AC0205
Ashton College RTO N@2234
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case studiesprojectsand practical demonstrations.
Delivery will take place at our campus,
training/workshop cetre(s) and will involve a
mixture of classroom and simulated webased
environments to develop competency.

Assessment

tdzZRSy (1 Qa  LISINBcatNdél ofudsés

(award coursesis assessed in accordance with
Samsthe 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 boskor through practical
demonstrations of knowledge and skills developed.

PROGRIESS
GOAL i@ —

/ASSESSMENT

Ao NN p“‘N

Each unit of competency will normally involve two
or three assessments which will be individually
marked as satisfactory or nesatisfactory. All
assessments must be satisfaot for the unit to be
marked C¢ Competent. If the assessments are not
satisfactory then the unit will be marked as NyC
Not YetCompetent.

MEASU\ZE

Students are giveg attempts for reassessment. |If
they are still unable to demonstrate competency at
this point (NYC) they must fenrol and undertake
the training again. Thiwill incur are-assessment
fee.

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

Course progressVET Courses

shton College monitors students course
progress and provide assistance if a student is
experiencing difficulties and not progressing

throughtheir course as per the course schedule.

Access to academic, personal/ welfare and English
language supports serviceis provided to assist

Version:7.4
Approved ByCEO



/g

.
A

’} Ashton

your. .now

students to successfully complete their course within
the scheduled duration.Ashton Collegenay refer
students to external organisations if they are
experiencing personal/ welfare issues that are
affecting their course progress.

Sudents iIBYGAFASR | a Wi
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 CollégeClient
Qupport Policy and Procedure, please visitour
website- www.ashtoncollege.edu.au

Academic Support

tudents who are experiencing difficulties with

any aspect of their course are encouraged to
Nascontact 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 @ess 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:
1 Advice and guidance on how to manage the
study load,
1 Helping students adgt to the learning and
assessment process
i Provide guidance and assistance
addressing homework issues

with

1 Reviewing learner materials with the student

i Arranging extra tuition, materials and
exercises,

1 Arranging access to supplementary reference
materials

1 Arranging for supplementary exercises to
develop understanding
1 Arranging access to computers

Client Information Handbook#AC0205
Ashton College RTO N@2234

Pagel7 of 38

9 Arranging access to modified resources

91 Provide opportunities to rattempt assessments

1 Adjusting assessment deadlines and amending
delivery schedules, course dion

1 Providing guidance with organisation/time
management skills

NI &4 Qegatidting¥ Blah to ¥ratieYediipldtidmoyidsks

1 Arranging catch up classes during rsmmeduled
class time and/ or holidays

1 Providing opportunities to catch up
Providing guidance with orgésation/
management skills

time

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 completiolhe collegenas
a relationship with a professional welfare service
(SafePlace Therapywww.safeplacetherapy.com.ju
to ensure that our students are provided with access
to services if required. Studens who are
expaiencing issues thatrequire counselling are
encouraged to contact their trainestudent Support
Officeror any other member of staff.

Safe Place Therapy lgcated at 86 Paisley street,
Footscray Victoria 3014nd provide welfaresupport
services to AshtoCollegestuderts. 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 sessionsThe fee per session will be
$130.00 for international stwlents a portion of the
cost of counsellingnay 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 sefiee and liaisewith students on
matters that impact their progress and achievement.
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FLATMATES STUDENT LIFE
HOMESICKNESS

RESOLUTIONWELFARE

conrioentiaLy WELLBE ING 445
SIGNPOSTING

Examples of issues that will require referral may be:

)l

FgclenouSUMRT

BULLYING
ANXIETY STRESS

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

If the student is experiencingignificant
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

T

feedback both informally rad formally.
approach any member of staff with
feedback. At the end of the course you will be asked

0 ensurethat we continuouslyimprove our

training services and facilitiegshton College

routinely encourages students toprovide
Please
informal

to complete the training evaluation form.

If you wish to register a complaint about your
training and assssment, 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/ $atements of
Attainment

tudents who successfully complete &ill
qualification will be awarded a certificate and a
Nasstatement of attainment.
successfully complete a unit/s of competency will be

Students who

awarded a statement of attainment.

Certificates and statemeast of attainment will be
issued within 30 days otourse completion/end

date.

For certificates and/or

Client Information Handbook#AC0205
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attainment to be issued students must have a
Unique Student Identifier (USI). This is a student
number issued by the Australian governmetiat
links all study completed by an individuah i
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
WWWw.usi.gov.au

Course information

or further information on courses offered at Ashton

College, Please refer to our website

http://www.ashtoncollege.edu.awr Free Call 18D
ASHTON

Ashton College'swebsite includes information on
course contey length, mode of study, entry
requirements, fees and pathway information.
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ELICOS
Courses
shton College offers General English and
English for AcademiBurposes (EAP) courses
that meet a broad range of language needs
and academic goals. For more information about

ELICOS programs,
www.ashtacollege.edu.au

Placement Test

Il 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 totake reading, writing and listening tests
and to have a on¢o-one interview with a teacher to

see how well you speak.

20 Hours of Fac#n-Face Study

LICOS courses are ftithe. Full time course

must consist of a minimum of 20 hours face to

face teahing in the classroom. Students are
therefore required to attendthis minimum of 20
hours per week in facto-face class time. Other

learning activities such as independent learning and

Friday social and sporting activities are provided
after formal clas hours in order to improve
student's English conversation, studgnd social
skills.

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

All delivery, assessments and instructions are carried

out in Englishunless otherwise stated. There may be
the opportunity avei 6t S F2NJ & 2 dz
adjustment concerning the assessment process,
depending on the level of support you require.

Client Information Handbook#AC0205
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Attendance Monitoring- ELICOS

please visit our website Programs

shton Collegemonitors students attendance

and provide 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 attende®
requirement of over 80% in a given study period.
Failure to maintairthe required attendance rate can
lead to student not complying with their student visa
requirements and their enrolment being affected.

Pt 1 it cosoom 55
g3 programs : £l
one Open--: =1
n P educatlon =
ever ™~ [8
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hu% %

For further information please refer ELIGOS

Attendance Monitoring Policy and Procedure aur
website.
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Code of conduct

shton College practices are directed by our

code of conduct. The code of conduct is a

guide toensure we consistently provide the
highest possible quality services to all our

stakeholders and ensure we act in a manner that
respects their rights.

% s = =
= £ SVALUESE S
= LIS S S =
SSPATHEE 2
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DECENCY PURPOSE

IRNESS
ESPECT
VIRTUE T

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 @rigin

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 anddoes 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, beliefand values

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

|) staff and students are required to comply with
access and equity requirementsall times

Man agement
Ashton College ensures that:

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

Client Information Handbook#AC0205
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b) all decisions will be informed by appropriate
stakeholders to ensure that high quality
training & assessment @nsistently 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 awre of their responsibilities to the
College and the clientele

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

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

h)  we maintainappropriate insurances

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

|) it provides the regulatobodywith the required
data in soft and hard copy wherequested
(free of charge)

k)  wewill fully cooperate with all regulatgbodies
during audits

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

we will implement new training packages/
accredited courses within 12 months ofeih
introductionor 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 trainiagd
assessmento students are store for a period
of a minimum of 6 months from theate of
completion of the applicable unit

b) personal records are treated as confidential and
stored on and off site

Version:7.4
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c) we maintain appropriate systems to record and i) course delivery is no longer than 8 hours per day
store student details relating to attainment : -
: ’ training occurs between 8.00am and 10.00pm
attendance AVETTMISS details and related ) g P
correspordence k) all course learning andssessment material are
. . systematically validated internally and externall
d) weutiliseVETtrak, an AVETMISS compliant y y y y
student management system l) all training and assessment strategies are
- . systematically validated internally and externall
e) wedutiliseNovaCore a compliant document y y y y
management systes m) course and Collegmformation are provided to
. students pre enrolment and at orientian
f) staff and students are to be able to access their P
own records at n@ost n) appropriate learning and assessment facilities
, - are provided to facilitate achievement
g) statements of attainment an@r certificates are P
awarded to students who partially or 0) learning and assessment facilities comply with
successfullyfully complete coursesand have appropriate legislation
paid all course fees applicable.
h) statements of attainment and certificates are  Stgff
provided in a timely mannewithin 30 dag of
course completion/CoE end date AshtonCollege ensures that training and assessment
staff:
i) statements of attaiment and certificates
contain the required information a) posses relevant current vational experience
_ ) _ » for the course/s they deliver
|) we employ unique student identifiers where
required b) hold appropriate vocational and training
qualifications
. c) engage in professional development activities
Trammg & assessment relevant to their teachig
Ashton College ensures that: d) follow College policies and procedures when
a) all learning and assessmentaterials are their training and assessing
own or permission obtained from publishers for . 4t allstudents in a fair and equitable manner
use
] ) ) f) treat students in a non discriminatory manner
b) courses are delivered in accordance with AQF _ _
training package requirements or those J) are fully informed of their roles and
prescribed for non accredited courses responsibilities
c) learning and assessment strategies are
employed for each coursén accordance with e
regulatory requirements ( . O
d) suitable learning and upport 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 aren Marketmg andenrolment
accordance with its scope of registration Ashton College ensures that it:
g) appropriate academic ral personal support a) provides appropriate pre enrolment information
services are provided to students to students to enable them to make an informed
h) language, literacy and numeracy needs are choice of course
assessed and accommodated where appropriate
Client Information Handbook#AC0205 Version:7.4
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b) does not provide false or misleading information
about the College or its courses

c) performs marketing etivities with integrity and

Student code of conduct

All students have the:

accuracy a) right to be treated in a fair, equitable and
, - . . respectil manner regardless of age, race,
d) |dent|f|e§ all AQF accredlted and non accredited gender, religion, sexuality, disability or origin
coures in all its materials
, - : b) right to learn in an environment free from
e) |dent|f_|es the College name and number on all its intimidation and interference from others
materials
f only places students in courses appropriate to c) right to access allservices and facilities as
yp u u pprop identified in pre enrolment informatio
their needs
. - : . d) right to suitabl ualified and experienced
g) systematically and pedically reviews its ) trginers y 4 P
marketing materials to ensure currency and
accuracy e) right to seek academic advice and support from
. . . their trainers
h) employs a systemi&, fair and equitable
approach to enrolling students f) right to learn in a safe and clean environment
that facilitates achievena
Student support services g) right to access the Complaints and Appeals
policy to resolve putes/ complaints
AshthJ_n dCo_Ilizge etrjsures thatl asltudepts W'"tﬁe h) how to access and lodge complaints with
supplied information pre enrolment on e Consumer Affairs.
following:

a) course information

b) enrolment process/ requirements

All students are expected to:

a) approach learning and assessment activities in
c) course fees an ethical manner
d) assessmerarrangements b) not engage in akating plagiarismor collusion
e) recognition of prior learning/ credit transfer c) submit work when required
f) qualifications issued d) meet the terms of enrolment
g) academic support e) attend all classes
h) personal support f) participate in course learning and assessment
i) literacy and numeracy requirements activities
i) staff contacts g) follow all College |_n§t_ruct|ons during learning
and assessment activities
k) facilities and equipment . : :

) quip h) treat other studens and staff in a fair, equitable
[) course withdrawal/ cancellation fees and terms and respectful manner regardless age, race,
m) complaints ad appeals policy and procedure gender, religion, sexuality, disability or origin.

In addition students will be provided access to

appropriate academic and personal support services

during their course.

Client Information Handbook#AC0205 Version:7.4
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