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Welcome!
Welcome to Skills Institute Australia!

Thank you for choosing us as your education provider. We are sure that your time with us will be both
challenging and inspiring.

Skills Institute Australia (SIA) is committed to making sure that your study experience is enjoyable, that
your learning progresses thoroughly and that your outcome contributes towards your long-term career goals.

This Information Pack contains some of the most important information that relates to the course you have
chosen, so please read it carefully.

If you have any questions about your study, or if there is any way that we can help you, please do not
hesitate to ask.

We wish you all the best in your studies!

Kind regards,

Your student support team

Skills Institute Australia
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Emergency phone numbers
Police / Fire / Ambulance call 000

Number Service Description

000 Police, fire,
ambulance

Life-threatening emergencies.
Translators are available if you need them

Other emergencies or crisis help
Number Service Description

131 444 Local police Non-urgent matters

1800 333 000 Crimestoppers To report a crime

13 11 14 Lifeline Lifeline provides crisis support, suicide prevention and mental
health support services across Australia. These can include
stresses from work, family or society and physical and mental
wellbeing. Lifeline offers support services by phone or through
their online chat available on their website.

1800 551 800 Kids Helpline If you're between 5 and 25 and you're feeling depressed, worried,
sad, angry or confused about things like your studies personal
relationships, Kids Helpline offers free 24 hour, 7 day telephone
counselling support (anonymous if you prefer).

131 126 Poison
Information
Centre

Provides advice on the management, assessment and treatment
of poisonous products including non-prescription pharmaceuticals,
household and industrial chemicals, and plant and animal venom.

1800 737 732 Sexual Assault
counselling
service

If you, or anyone you know, has experienced or is at risk of sexual
assault, call one of the state-based sexual assault counselling
services. These provide a free 24 hour, 7 day a week telephone
counselling service (anonymous if you prefer). Many are
connected to hospitals or government health departments to help
you if the assault has left you with injuries.

07 3217 2544 Brisbane
Domestic
Violence service

http://www.bdvs.org.au/

1800 007 339 Perth Women’s
domestic violence
helpline

This is a state wide 24 hour service for Western Australia. It
provides support and counselling, including phone counselling,
information and advice, referral to local advocacy and support
services, liaison with police if necessary and support in escaping
situations of family and domestic violence. The service can refer
women to safe accommodation if required. A telephone based
interpreting service is available if required.

1300 659 467 Suicide call back
service

For telephone counselling and support in a crisis. The Suicide Call
Back Service is available 24/7 across Australia

1300 22 4636 Beyond Blue Depression counselling

07 3399 9480 Anxiety help http://anxietyhouse.com.au/
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Health and medical services

Phone Description

000 For emergencies only

13 43 25 84 Non-urgent health advice

Locating a medical service

Find a health service https://www.qld.gov.au/health/contacts/service-finder

Hospital emergency departments https://www.qld.gov.au/health/services/emergency

Find a doctor https://healthengine.com.au/find/gp/Brisbane/

Find a dentist https://www.ada.org.au/Find-a-Dentist

Depression help https://www.blackdoginstitute.org.au/

Sexual assault support https://www.health.qld.gov.au/sexualassault/html/contact

Migrant support https://www.mycommunitydirectory.com.au/Queensland/Brisbane/
Cultural_and_Migrant_Services/Migrant_Services

Skills Institute Australia
These are the people you may need to contact while you are studying here.

Role Person Contact

International Student
Coordinator/ student counselling

Student support 0412 026 804

International Student 24 Hour
Emergency Contact

Student support 0412 026 804

Director of Studies Shahzad Latif enrol@skills.qld.edu.au

Director Daman Bedi Contact reception

Safety and security
Your personal safety is very important.

Please familiarise yourself with the information on this website. There are many important tips.

Health and safety https://www.studyinaustralia.gov.au/english/live-in-australia/health-and-safety

Personal safety

 If you are going out at night, always plan your trip home
 Travel with friends or in a group
 Do not carry valuables with you
 Avoid isolated places
 If you use a taxi, you may sit where you feel comfortable. It is normal to sit in the front or the rear
 You may wish to tell the driver to stop a short distance away from your house

At home
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 Always keep your house doors locked
 Do not let strangers into your house

The sun

The Australian sun can be very strong.

 Wear a hat, sunglasses and sunscreen
 Avoid spending long periods of time in the sun
 Remember you can get sunburnt even on cloudy days

Water safety

 When you go to the beach ALWAYS swim between the red and yellow flags
 If there are no red and yellow flags, do not enter the water
 If you need assistance while swimming, raise one hand in the air

Fire

 Do not leave heaters on when you are not home
 Keep heaters away from curtains and beds
 Make sure you know how to get out of your house quickly

At school

 If you are at school after dark, make sure you are safe on your way home. Travel with friends or in a
group

 If you have any concerns, please talk to our reception staff immediately
 Respect the signs on campus. Do not enter the areas that are ‘off-limits’ to students
 Follow your teacher’s instructions
 If your course requires protective clothing or safety equipment, you will not be allowed into your

practical classes without it

If something happens

For life-threatening emergencies, call the Police, Fire or Ambulance on 000

If you experience an accident on campus, immediately inform reception so that we can provide the right kind
of assistance as soon as possible.

In case of fire, evacuate the campus according to the evacuation plan signs and ‘EXIT’ signage. Do NOT use
lifts. Assemble at the designated meeting place.

If you are in an accident at home or off-campus, inform the school as soon as is practical so that we can
provide support to you in the best way possible.

SIA Support services
SIA is committed to helping you to adjust to study and life in Australia. There is a lot of information in this
handbook, so please take the time to read it carefully. If you have any questions, please do not hesitate to ask
your trainer or the reception staff.

English programs

If your English language skills need a boost, SIA can arrange a short-term English for Academic Purposes
study program (additional cost).

Legal services

SIA does not provide legal advice. However, at no cost to yourself, we can help you locate suitable legal
assistance.

Emergency and health services
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All our campuses have standard first aid equipment and staff trained to provide basic First Aid. We can also
assist you locate the most appropriate health service for your needs.

Requirements for course attendance and progress

Your trainer can provide you with the most up-to-date advice about your course attendance and progress
requirements. Please see the relevant section in this handbook.

Employment rights and conditions

Everyone who is lawfully employed in Australia is protected by Australian law. Please see the relevant
section in this handbook.

Personal circumstances

If you have general or personal circumstances that affect your studies, please discuss the matter with your
trainer, who can arrange an appointment with our student support officer. SIA will make every endeavour to
make your study experience smooth and easy.

ID cards

SIA will provide you with a student ID card at no additional cost to yourself. This card makes you eligible
for a range of discounts. Replacement cards attract an additional cost.

Timetables

You will be given a timetable of each of your units, classes, classrooms and trainers.

Legal services
Students in Australia have many legal rights, regardless whether they are international students or have
Australian citizenship or residency.

Here are some useful links to more information.

Support service for
students

https://www.studyinaustralia.gov.au/english/live-in-australia/support-services

The QLD ombudsman http://www.ombudsman.qld.gov.au/

Tuition Protection
service

https://tps.gov.au/Home

Telephone and postal services
Low cost mobile phones and SIM cards are available at many retailers.

Coin operated public phones are also available at many locations.

Most suburbans have post offices and postal services.

Here are some handy tools to help you locate phones or postal services.

Public phones http://envinsaonline.mapinfo.com.au/ppol/

Post offices https://auspost.com.au/locate/

Accommodation
It is your responsibility to locate your accommodation.

SIA can assist you by referring you to various websites or companies that specialise in student
accommodation.
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There is more information in the Student Handbook, available on our website.

Some accommodation websites:

Real Estate https://www.realestate.com.au/

Domain http://www.domain.com.au/

Easy Roommate http://au.easyroommate.com/

Homestay direct http://www.homestaydirect.com.au/

Public transport
Brisbane
Most SIA students are eligible for a student discount on the public transport system.

In order to receive concession bus and train fares, you must:

 Reside in Queensland
 Be enrolled in and attending an AQF course at Skills Institute Australia that is at least 12 weeks

duration
 Be studying full-time on a face-to-face basis

You are not eligible for concession if:

 You don’t live in Queensland
 You’re not enrolled at SIA
 You’re studying a non-AQF course
 Your course is less than 12 weeks duration
 You are in between courses – that is, one course has finished but the next one has not yet

commenced.

What are the AQF courses?

Most courses offered by SIA are AQF courses.

These are some of the exceptions – if you are enrolled in one of these courses, you are not eligible for
concession:

 Comprehensive English ENG0317
 Short courses in massage, automotive, cookery or business skills. These short courses are generally

only one or two days in duration, or are held one day per week over a period of time.

How to apply for concession

1. Enrol into an eligible course at SIA
2. Provide your local address to SIA
3. Obtain your SIA student ID card
4. Purchase an Adult go card. You can buy a go card at these places:

a. 7-Eleven stores, newsagents and selected retailers where you see the ‘Go-card’ symbol
b. Queensland Rail Station ticket offices
c. Fare machines at busway stations
d. Online at https://gocard.translink.com.au/webtix/
e. Over the phone. Ph 13 12 30 (24 hour service)

5. When you purchase your go card you'll pay a refundable deposit of $10 (adult) or $5 (child,
concession, senior). If you no longer need your go card, you can request a refund of the deposit plus
any travel balance on your go card (less any outstanding fares, fees and charges).

6. If you already have a go card, make sure it has not expired. To check your expiry date
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a. log into your go card account online,
b. visit a selected go card retailer or train station ticket office, or
c. call TransLink 13 12 30

7. Apply for a concession online
a. Go to https://gocard.translink.com.au/webtix/
b. Click the link to ‘Apply for concession fares’
c. Complete the required fields
d. For Organisation, enter ‘Skills Institute Australia’
e. For ID No., enter your student number. You can find this on your student ID card
f. Review and submit your application

8. Translink will inform you via SMS or email whether you are eligible.
a. If you get a message from Translink saying you are not eligible, please inform SIA

reception
b. If you are eligible, the concession fares will be applied automatically.

Remember, always carry your SIA student ID card with you. You can be fined if you do not have it with you
while travelling on public transport.

Please note that the Airtrain service to Brisbane airport does not offer any concession fares.

Perth
Concessions are not available at the present time.

SmartRider cards https://www.transperth.wa.gov.au/SmartRider/

Visa requirements
Please take careful note of the following conditions that apply to student visas:

Work

 You cannot work more than 40 hours per fortnight when your course is in session
 You can work for more than 40 hours per fortnight during recognised vacation periods offered by

your education provider
 You cannot start paid work until you have started your course in Australia.

Enrolment

 You must remain enrolled in a registered course.
o A registered course is one that is on the Commonwealth Register of Institutions and Courses

for Overseas Students (CRICOS).
 You must maintain enrolment in a registered course that is the same level as, or at a higher level

than, the registered course for which you were granted a visa
 You must maintain satisfactory attendance in your course and course progress for each study period

as required by your education provider.

Health insurance

 You must maintain adequate arrangements for health insurance during your stay in Australia. Note:
Under policy, you must maintain Overseas Student Health Cover (OSHC).

Financial capability

 You must continue to satisfy the requirements for grant of your student visa. This means, for
example, that you continue to have sufficient financial capacity to support your study and stay in
Australia.



Orientation Information

Page 10

Dependents

 You must maintain adequate schooling arrangements for your school-age dependents who joined
you in Australia for more than 3 months as part of your student visa application.

Accommodation

 You must tell your education provider:
o the address where you live in Australia within seven days of arriving in Australia
o if you change the address where you live within seven days of the change
o if you change education provider within seven days of receiving the electronic confirmation

of enrolment certificate or evidence of enrolment.

Work rights
Students working in Australia should be paid fairly for the work they do and work under reasonable
conditions. Pay rates and workplace conditions are set by Australian law.

The Pay and Conditions Tool (PACT) provides information on pay rates, shift calculations, leave
arrangements and notice and redundancy entitlements.

The Fair Work Ombudsman can give you further information and advice about your workplace rights and
obligations, and has workplace information translated into different languages.

There are rules about what employees get at work, such as what hours they work and how often they have to
have a break.

Your employer cannot cancel your visa

Only the Department of Home Affairs can grant, refuse or cancel visas. Visa cancellation is not automatic in
circumstances where a visa holder has breached their visa conditions.  If you are under consideration for visa
cancellation, you will have the opportunity to provide reasons as to why your visa should not be cancelled.

It often helps to keep a diary of days and hours worked keep copies or records of employment details, pay
slips, agreements and superannuation and tax documents.

Work rights for visa
holders

https://www.fairwork.gov.au/find-help-for/visa-holders-and-migrants

Student code of behaviour
All students must respect the following rules. Failure to do so may result in your exclusion from class,
suspension from your course or even expulsion from the school.

If you have any questions, please do not hesitate to ask.

1. SIA prohibits the use of illegal drugs, the consumption of alcohol, and the possession of
prohibited or dangerous articles at any course

2. Mobile Phones and Pagers should be turned off before entry into classrooms or any
training/assessment environment unless prior arrangements have been made with the trainer or
person in charge.

3. Plagiarism, cheating and collusion will be treated as acts of academic misconduct for which
penalties apply.

4. Students must follow the directions of their teacher/ trainer at all times
5. Students are required to wear appropriate safety clothing and use equipment safely
6. Students must not use inappropriate or offensive language, signs or gestures
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7. Violent behaviour will not be tolerated.
8. Weapons cannot be carried onto SIA premises
9. Racist behaviour will not be tolerated
10. Sexual harassment will not be tolerated
11. English is to be spoken during class and on campus at all times
12. Fees must be paid as per the due date on the agreement/invoice
13. An individual’s property is to be respected and not interfered with, without prior consent.  Look

after your own possessions, SIA accepts no responsibility for personal property lost or stolen
14. Nobody has the right to interfere with another’s ability to learn through disruption of classes or

harassment of any kind.
15. No aggressive physical contact or verbal abuse is to occur between any persons at any time.
16. Smoking is not permitted inside training facilities, Australian Law must be followed
17. Drinking alcohol is not permitted inside training facilities.
18. Eating or drinking is not permitted in any space other than the designated areas.
19. Clothing and behaviour should be appropriate and not cause offence to anyone.
20. Students MUST advise SIA of any change to their contact details including address, mobile

number, email & emergency contact details, within 7 days of the change.
21. Students are expected to be genuine/bona fide students in Australia to study and complete their

course/qualification and therefore must attend class and progress in their course. Refer our
Course Progress and Attendance Policies for further details. All disciplinary matters will be
handled by the Director and/or CEO.

Plagiarism, Collusion and Cheating
SIA, Senior Management and all training staff are committed to identifying all plagiarism, cheating and
collusion and other related misconduct by students undertaking any assessment activities and applying
corrective actions to prevent cheating, plagiarism or collusion and other related misconduct contributing to a
competency outcome.

The Plagiarism, Collusion and Cheating policy is available for download from the SIA website.

Definitions

 Plagiarism – this is a broad term that refers to any account of an individual drawing on another
person’s ideas, words or intellectual property without acknowledging their source. It is a form of
cheating that involves the use of published or unpublished works of others and misrepresenting the
material as one’s own work. Examples of plagiarism may include, but are not limited to:

• Copying out or summarising sections from someone else’s work without referencing the
original author

• Incorporating ideas from someone else’s work and not attributing them to the original author
• Presenting the work of another person as one’s own
• Copying ideas, concepts, research data, images sound or text and presenting it as one’s own

work
• Asserting that work carried out in collaboration with other people was a solo project
• Presenting one’s own work which has been submitted for assessment previously
• Certain printed, electronic or audio-visual material
• Non-attribution of sources
• Not making it apparent when quoting directly from a source
• In group work where the student claims credit for the work but has not substantially

contributed, or,
• In a collaborative assessment piece – submitting material that is substantially the same as

another student’s
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• Acquiring or commissioning work and claiming is as the student’s own – such as ghost-
writing.

 Cheating – is the practice of committing deceptive acts for the purpose of obtaining a competency
result in any assessment activity. Cheating also includes assisting another student to deceptively
obtain a competency result.

 Collaboration – involves the authorised working partnership of two or more people, such as on a
project or assignment. It is important to make the distinction between collaboration and collusion.
Generally, it is considered that if students are required to produce assessment items these should be
done independently, except when they are asked to participate in a group project requiring a joint
group response to a task. Avoiding unauthorised collaboration is every student’s responsibility and
trainers and assessors are required to ensure students understand the parameters of their assessment
tasks.

 Collusion – means the agreement between two or more people for a deceitful or fraudulent purpose.
This includes unauthorised collaboration on assessible written, oral or practical work with another
person or persons. Collusion is said to occur when a student works with others to produce work,
which is then presented as the student’s own work, or the work of the other person(s) or where a
student collaborates without the authority of other students and submits work which is substantially
not the student’s own work.

 Impersonation – means falsely representing oneself as another person and includes:
• Impersonating another student in an exam
• Submitting assessment that was written by others
• Impersonating someone in an online environment where that person is contributing to input

into the course or to posts that contribute to assessment or to the completion of online
assessments.

 Student academic misconduct includes but not limited to the student conduct in relation to
academic fraud, plagiarism, cheating or other dishonest academic practice to gain academic or
general advantage. It also includes dishonesty in the preparation or presentation of any assessable
work is regarded and student academic misconduct.

Penalties

A range of penalties may be imposed individually or in combination depending on the findings of the
investigation and the severity of the breach:

• A reprimand or warning
• A NYC grade being awarded for the unit
• A requirement to submit an alternative assessment piece
• A request for a written apology
• Immediate withdrawal of the student from the unit of competency
• Imposition of probationary enrolment subject to the student’s behaviour being satisfactory
• Withdrawal from the course
• Suspension of enrolment
• Withholding results
• Expulsion from SIA.

Any student under investigation for student academic misconduct will not be eligible to complete their
course/qualifications.

Before any penalties or sanctions are imposed on students, appropriate consultation between the trainer and
assessor directly involved with the student, the Lead Trainer and the Director of Studies must be held.

Plagiarism Detection Procedures

SIA will utilise a variety of procedures to detect plagiarism including but not limited to:
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• Upon the submission of all assessment tasks, students are required to sign an Assessment Cover
Sheet that includes a declaration of the authenticity of the work

• Conduct checks using tools designed to detect plagiarism, cheating and collusion.
• Identify and investigate any possibility of plagiarism, cheating or collusion.
• Source evidence (through identification of the source) to support the allegation
• Providing professional development for trainers and assessors on recognising plagiarism.
• Taking immediate action if materials are recognised on “cheat sites” to have the materials removed

and materials reviewed for ongoing use.

Dress code
Skills Institute Australia students do not need to wear a uniform. However, the following guidelines apply:

 Some courses require specific protective clothing. Your teacher will give you specific details
o Hospitality/ cookery courses require protective clothing to be worn while in the kitchen. All

students must wear covered shoes
o Automotive students must wear protective clothing, safety glasses and steel cap boots
o Massage students must wear industry-specific protective clothing

 All students should wear clothes that are comfortable, practical and suitable to a learning
environment

 SIA reserves the right to exclude students from class if they are dressed inappropriately

Your contact details
It is a requirement of your enrolment that you keep us informed at all times of your current address and
provide the contact details of a person who can be contacted in case of emergency.

If you are an international student on a student visa, the following conditions apply:

You must tell your education provider:

 the address where you live in Australia within seven days of arriving in Australia
 if you change the address where you live within seven days of the change
 if you change education provider within seven days of receiving the electronic confirmation of

enrolment certificate or evidence of enrolment.

Fees
The fees that are due for your enrolment are detailed on your Letter of Offer.

Note the following general rules:

 Administration fees are non-refundable
 Tuition fees are only refundable according to our school policy. Please see our website for the latest

information
 Your agreement with the school is detailed in your Letter of Offer. This document is your

commitment to pay the fees according to the schedule detailed therein. Failure to do so may result in
your exclusion from your course or the cancellation of your enrolment

Please make sure that you are familiar with the payment schedule in your Letter of Offer that outlines when
you need to pay your fees, and how much you need to pay on each occasion. You are responsible to keep up
to date with this schedule.
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You may pay your fees by direct deposit into the following bank account.

Bank: Commonwealth Bank of Australia

Account name: Skilled Services Australia

BSB: 064-130

Account: 1056 2205

When you make a payment to this account, you must notify us immediately giving the following details:

 Your full name
 Your date of birth
 The date of payment
 The amount

You may email this information to admin@skills.qld.edu.au or complete the form on our website.

Payment notification www.skills.qld.edu.au/payment-notification

You are responsible to keep records of all payments you have made, receipts and all other financial
information.

Student computers
Tablets

There are a number of smart tablets available for student use in the hallway at our campus in Slacks Creek.

These tablets may be used for:

 Filling in online forms
 Creating a USI
 Checking your email
 Web browsing

These tablets should not be used for

 Writing assignments
 Saving homework or classwork material

If you check your email, make sure you log out of your email account when you are finished.

The computer lab

1. Student computers are available for all current Skills Institute Australia (SIA) students to use free of
charge

2. You may obtain a user ID and password from your trainer
3. While SIA takes due and proper care and has installed precautionary measures, the use of these

computers is at your own risk. SIA will not be liable in any way for any personal loss caused by
you using these computers

4. Be mindful of your own security
a. Always log out of any personal email or other accounts you access
b. Never save personal material on the hard drive

5. You are not guaranteed the use of a particular computer at a particular time
a. The computers are available on a ‘first-come-first-served’ basis
b. SIA does not operate a booking system

6. SIA owns all content stored on these machines. Periodically and without warning, SIA will
a. Conduct virus checks and disk cleanups
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b. Delete all student documents
7. You may not install any software of any kind on these machines, including

a. Other office-type programs
b. Fonts, language packs, translators

8. Students who abuse this privilege will be banned from using this equipment. Actions that may
attract such discipline include, but are not limited to:

a. Unauthorised software installation, no matter how benign or helpful the software is
b. Accessing any inappropriate websites or content
c. Use of the machines for the purposes of plagiarism
d. Any kind of behaviour that would be considered harmful, illicit, unlawful, immoral or

otherwise inappropriate, as determined by SIA.
9. All computers have software installed that can

a. Open and create Microsoft-formatted documents
b. Open and create presentations (similar to PowerPoint)
c. Open and create spreadsheets

USI
What is a USI?

Your USI (Unique Student Identifier) is a special number issued by the Australian Government.

Here is some information from the Australian Government about the USI:

The Unique Student Identifier or USI is a reference number made up of 10 numbers and letters that:

 creates a secure online record of your recognised training and qualifications gained in Australia,
even from different training organisations

 will give you access to your training records and transcripts
 can be accessed online, anytime and anywhere
 is free and easy to create and
 stays with you for life

You will have the same USI even if you go to another school.

Your USI is used to track all your training in Australia. It will not appear on your certificate or record of
results.

Must I get a USI?

All students who are undertaking nationally recognised training in Australia must get a USI.

If you do not provide us with your USI, by Australian law, we will not be able to issue you with your
certificate or statement of results.

Do I already have a USI?

You might already have a USI if you have studied before in Australia in another school. You should contact
your previous school to find out if you have a USI. If so, they can tell you what it is.

How do I make a USI?

You can get your USI by following these instructions. If you have any problems, your teacher can help you.
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1. Go to the Australian Government USI page: www.usi.gov.au
2. Click ‘I am a student’
3. Click ‘I want to create a USI’
4. Click on ‘I am an Australian student’ or ‘I am an international student’
5. Click ‘Create your USI now’
6. Click ‘I agree to the Terms and Conditions’
7. Click ‘Create USI’
8. Enter your personal details
9. Enter your passport and visa details
10. Set your password and secret questions
11. Write down your USI

Can my school make a USI for me?

Yes!

We can create your USI for you if you give us permission.

Go to our website and fill in this form:

USI permission http://skills.qld.edu.au/usi-permission/

We will create your USI for you and send it to you.

How can I give my USI to my school?

You can email it to us or you can fill in the simple online form.

SIA Email enrol@skills.qld.edu.au

Notify us of your USI http://skills.qld.edu.au/usi/

Where can I get more information?

There is a lot of information on the Australian Government website.

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

If you still have some questions, you can ask your teacher or the administration staff at your school.

English requirements
Most of our courses require a minimum level of English. The exception is our general English course,
Comprehensive English ENG0317.

The English standard is a minimum of IELTS 5.5 or equivalent. If you do not have a current IELTS test
result you may be required to:

 Enrol in an ELICOS course
 Take an IELTS test
 Undergo English testing on campus

Your teacher will inform you what you will need to do.
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Course credit or RPL
Course credit is exemption from enrolment in a particular part of the course as a result of previous study,
experience or recognition of a competency currently held, includes academic credit and recognition of prior
learning.

Students that already have a Statement of Attainment for a Unit of Competency may apply for Course Credit.
Course credit may reduce the length of a student’s course.
Students that believe they already have the skills and knowledge required to demonstrate competency can
request Recognition of Prior Learning (RPL). RPL may reduce the length of a student’s course.
SIA requires students to complete the Application for Recognition of course credit/ RPL form for assessment
by the relevant trainer/ assessor. Evidence is required to substantiate previous knowledge/ qualifications.

SIA may require students to complete an assessment to demonstrate competency.

If SIA grants the student course credit/ RPL which leads to a shortening of the student’s course before the
student visa is granted, the CoE will indicate the actual net course duration for the course.

If course credit/ RPL is granted after the student’s visa is granted, any change of course duration will be
reported to DET via PRISMS within 14 days after the event as specified under the ESOS Act.

For further information about Course Credit please see our course credit policy, available on our website.

SIA downloads http://skills.qld.edu.au/downloads/

Holidays
Please see our website for the latest details on academic breaks.

Public holidays http://skills.qld.edu.au/events/public-holidays/

Academic breaks http://skills.qld.edu.au/events/study-breaks/

 SIA is closed for all public holidays
 Some public holidays are locally determined, and may fall on different days at different campuses
 Most courses have an academic break in the middle of the year and another one at the end of the year

Monitoring course progress
It is a requirement of your visa that you make satisfactory course progress. We will monitor your academic
progress and notify you if you are at risk of not progressing.

SIA is required to report students who have not met course progress requirements to the relevant government
department. SIA will give you the opportunity to improve your progress and/ or submit evidence to support
your case before reporting you.

Monitoring attendance
Students who are enrolled in ELICOS courses (such as Comprehensive English 0317) must have
satisfactory attendance: Attendance must not fall below 80%.

SIA is required to report students who have not met attendance requirements to the relevant government
department. SIA will give you the opportunity to improve your attendance and/ or submit evidence to
support your case before reporting you.
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Deferring, suspending or cancelling your enrolment
SIA has specific policies and procedures to follow in the case of deferring, suspending or cancelling an
enrolment. Please see our website for the latest information.

Forms are available online to apply for any variation to your enrolment.

Complaints and appeals
Please see our website for the latest information.

Complaints and appeals policy http://skills.qld.edu.au/downloads/

Here are some excerpts from that policy:

Skills Institute Australia (SIA) will in the first instance always endeavour to resolve complaints/ disputes
informally. Students are encouraged to firstly talk to a member of staff as soon as a problem arises. SIA is
committed to dealing with complaints/disputes in a fair and timely manner.

 Where possible the complaint will be dealt with immediately by Teacher, Compliance Officer,
Student Welfare Officer or relevant staff member.

 Students and / or SIA staff may be accompanied and assisted by a support person at any relevant
meeting.

 Each Complainant or Appellant is given the opportunity to formally represent his or her case as
minimal or no cost to him or herself.

If you wish to lodge a complaint:

 Please discuss the matter with your trainer, the compliance officer, the student welfare officer, or the
appropriate staff member

 Forms for lodging an official complaint may be obtained from reception. Online forms are available
at our website.

Refunds
Please see our website for the latest information.

Refunds policy http://skills.qld.edu.au/downloads/

Here are some excerpts:

It is the policy of SIA to ensure that all applications for refund of fees are considered.

A full refund of all tuition fees will be made if a CRICOS course is cancelled by SIA for any reason. In this
instance a refund will be made in 2 weeks.

An application for refund of course fees must be made in writing on the Application for Refund Form to SIA
stating detailed reasons for the request. Any relevant evidence should also be attached for consideration.

Refund table

Circumstance Refund

Unsuccessful visa application 100% Refund of all unused prepaid Tuition fees paid
(not including the non-Tuition administration fee)

Cancellation of enrolment 20 days or
more prior to commencement date

85% Refund of unused prepaid Tuition fees paid (not
including the non-Tuition administration fee)
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Cancellation of enrolment less than 20
days prior to commencement date

0% Refund of Tuition fees paid

Cancellation of enrolment after
commencement date

No refund

Visa cancelled due to actions of student No refund

Course cancelled by SIA (provider
default)

Full refund of Tuition fees paid or offer for alternate
course (with student agreement)

Changing schools
If you are an international student on a student visa, there are special rules about changing schools:

 If you have not completed six months of your principal course (the main course of study you are
undertaking) and you want to change your education provider, the ESOS National Code explains the
circumstances in which this will be possible. Unless special circumstances apply, you usually need
to have permission from your existing education provider to transfer to another education provider.

 If you want to transfer, your education provider must assess or consider your request to transfer. All
education providers have documented procedures about their transfer policy. Make sure you
understand your education provider's transfer policy, and what your written agreement says you must
do, before you attempt to enrol with a new education provider.

For more information, see the DHA website:

Changing courses https://immi.homeaffairs.gov.au/change-in-situation/study-situation

Feedback
At various times throughout your course, we will ask you for your feedback.

We may ask you for feedback on:

 Your agent
 The enrolment process
 Your learning experience

The easiest and quickest way to provide your feedback is to complete an online form. You can choose to
remain anonymous if you wish.

Feedback about your enrolment http://skills.qld.edu.au/feedback/

Feedback about your course http://skills.qld.edu.au/feedback/

Feedback about your agent http://skills.qld.edu.au/industry/agent-feedback/


