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WELCOME TO IIBT
Welcome to IIBT, a vibrant and dynamic educational institution with a commitment to excellence.

Your academic program is delivered by leading education practitioners and qualified industry experts
who provide real-life applications for your studies accompanied by contemporary theoretical
application and workplace knowledge. Our goal is to equip our graduates to meet the challenges of a
complex, interconnected and changing world.

Our administration and academic staff are here to assist you with any enquiries and help you
familiarise yourself with our campus and programs.

You will find the key information you require as a new student here in the Student Handbook. More
detailed information, especially in relation to Policies and Procedures, is available on the Student
Portal and | encourage you to read them to fully understand your rights and responsibilities as a
member of our community.

| wish you all the very best for your studies and trust that your time at IIBT is both personally and
academically rewarding.

Dr Glenn Watkins

Chairman
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IIBT Student Charter

At IIBT, the needs of our students are our highest priority. Our focus is on encouraging you to explore,
expand and enjoy your education. We are committed to the ongoing development of our programs
and teaching staff to ensure you receive an outstanding, industry-relevant education.

The Student Charter sets out the standards of service that [IBT aims to provide you as a student. It is
not intended to be the source of enforceable obligations, but rather a way of outlining our
commitment to you, and assisting you to understand the environment you are participating in.

It is hoped that together IIBT, its partners and students will create a rewarding learning experience
which promotes the growth of every graduate academically, socially and personally.

IIBT proudly embraces its statutory government obligations to provide all students with equal
opportunities in an environment free of racial, sexual, religious, cultural and physical discrimination.
We respect the privacy of our students and prospective students by complying with the National
Privacy Principles (NPPs) contained in the Privacy Act (Privacy Amendment (Private Sector) Act 2000)
[IBT aims to provide students with fair, accessible and efficient administrative procedures and full
information about those procedures and regulations.

We have in place fair and efficient complaints and appeals procedures and promote their existence to
our students via our website, enrolment and course information and in our Student Handbook.

IIBT provides a suitable and effective learning environment to meet diverse needs.

Access to extra training and support in literacy and numeracy is provided to help those students
requiring additional assistance.

Pathway Programmes articulating students into Australian universities are designed to fully prepare
students for the student-focused and continuous assessment approach to learning in Australia.

IIBT Location

IIBT’s modern administration and teaching facilities are located within the busy town area in Victoria
Park, Western Australia. Our campus is located less than 10 minutes’ drive south-east of Perth’s city
centre and easily accessible by bus and train. There are various street parking spots, and the campus
is only 10 minutes’ walk from the train station and seconds from the bus stop. There is a public circuit
bus route to access most of major Universities in WA and one of the WA’s major Universities is
located approximately 10 minutes’ drive from our campus.

Victoria Park is bounded by the Swan River to the northwest, the eastern gateway to Perth's central
business district, being the intersection of the three original eastern arterial roads, such as; Albany
Highway, Canning Highway, Great Eastern Highway, and the Causeway Bridge. The Causeway Bridge
connects Victoria Park to the city, located 3 km to the northwest from Central Business District. The
suburb is mostly residential, although Albany Highway is a commercial "high street" and accessible to
many shops and restaurants.
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IIBT Administration

Address:
350 Albany Highway
VICTORIA PARK WA 6100

Postal Address:

International Institute of Business and Technology (Australia) Pty Ltd

PO Box 819
VICTORIA PARK WA 6979

Phone: (+61) 86180 2188

Fax: (+61) 8 9355 5781

Email: enquiries@iibt.wa.edu.au
Web: iibt.wa.edu.au

College Opening Hours:

Monday — Friday

Contacts

Administration
Director, International
Academic Director

RTO Manager

Student Support Officer
Student Support Officer
Assistant to Director Int.
Finance Officer

English Teacher

English Teacher

English Teacher

English Teacher

©IIBT Student Handbook 2015 v45

8.30am —5.00pm

Tina Hou

Kirsten Routledge
Fran Kennedy
Nancy Song

Ke Li

Jenny Xu
Christina Stanway
Emily Dortch

Will Law-Davies
Charlotte Faine
Roger Wilkinson

admin@iibt.wa.edu.au
tina.hou@iibt.wa.edu.au

kirsten.routledge@iibt.wa.edu.au

fran.kennedy@iibt.wa.edu.au
nancy.song@iibt.wa.edu.au
ke.li@iibt.wa.edu.au
jenny.xu@iibt.wa.edu.au

christina.stanway@iibt.wa.edu.au

emily.dortch@iibt.wa.edu.au

will.lawdavies@iibt.wa.edu.au
charlotte.faine@iibt.wa.edu.au
roger.wilkinson@iibt.wa.edu.au
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Emergency Contacts

Police 131 444 or 000 if life threatening
Ambulance 000

Fire 000

Poisons Information Centre 131126

Translating and Interpreting Service 131 450

Public Holidays 2015

New Year Day Thursday 1* January
Australia Day Monday 26" January
Labour Day Monday 2" of March
Good Friday Friday 3™ April
Easter Saturday Saturday 4" April
Easter Day Sunday 5 April
Easter Monday Monday 6" April
ANZAC Day Monday 27" January

Western Australia Day (Foundation Day)

Monday 1% June

Queen’s Birthday

Monday 28" of September

Christmas Day

Friday 25" of December

Boxing Day

Saturday 26" December

Student Support Services

IIBT is a friendly and welcoming place to study and we are committed to creating a comfortable and

caring atmosphere. Various services are available for both domestic and international students to
ensure that students achieve to the best of their ability. These include:

Computing

English

Assignment Writing
Referencing
Counselling Service
Financial Advice
Visa Information
Accommodation
Living in Perth

=4 =2 =4 4 -5 -9 -9 _9 -9

For information about any services or assistance required, please contact Student Support Services
Officer. They are open Monday to Friday from 9.00am — 5.00pm or email enguiries@iibt.wa.edu.au

©IIBT Student Handbook 2015 v45
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Emergency contact for Student Support Services is: 0426 569 005 (Please note: this is for genuine
emergencies only)

Privacy and Confidentiality of Information

IIBT has policies and procedures in place to ensure the confidentiality and effective management of
student records.

IIBT is required in some instances, including obligations imposed by law, to disclose student
information to organisations including: Austudy, Department of Education, Science & Training (DEST),
Tuition Assurance Schemes and the ESOS Assurance Fund Manager, AusAID, Centrelink and (DET).

For full details about privacy and student records read the Privacy Policy and Records Management
Policy and Procedure on the Student Portal.

Accessing Your Student File

All students are able to access their personal information held by IIBT. Current students can access
personal information via the Student Portal.

Requests to view information not held on the portal must be in writing by submission of a completed
‘Request to View Student Personal Information’ form. Once the form is submitted, an appointment
will be arranged between the student and the Student Services Officer (or nominee). During this
meeting you will be shown your complete student file and all notes IIBT has on record, any questions
you may have will be addressed.

Contact Details

IIBT must have on record the current residential address and telephone number for every student.
This enables the Institute to provide you with important information such as enrolment and
examination details. You must advise IIBT of any change in your contact details, such as your
Australian residential address and telephone number, by completing a ‘Change of Address’ form,
available from Administration or the Student Portal.

International Sudents

Under Australian law, if a student fails to satisfy course requirements relating to attendance or
academic performance, IIBT is required to send a notice to the student advising of their progress. This
notice will be sent to the student’s last known residential address. If this address is not current, you
will not be aware that there may have been changes to your visa status - which could have been
cancelled without your knowledge. Such cancellation may not be revoked by Department of
Immigration and Border Protection. It is therefore necessary that you keep IIBT informed of any
change of your address.
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Accommodation

[IBT can provide information about finding both short term and long-term accommodation. Students
who require assistance with accommodation should see the Student Support Services.

Counselling Serviee

Assistance is available at any time if you need help in relation to your studies or with a personal
matter. You are welcome to speak to Student Support Services or your lecturer at any time. Where
staff is unable or not appropriate to provide help, students will be referred to a relevant person or
support service.

IIBT have appointed Counselling and Life Skills Centre for any Critical incident or professional counselling needs
that students may have. Please contact the Student Support Officer for contact details. The following
organisations are available in times of crisis:

Lifeskills Centre

Suite 13-348 Albany Hwy Victoria Park
ph 9361 9092

Our Mailing Address:

PO Box 1215 East Victoria Park WA 6981

Help Lines and Crisis Support Counselling

Lifeline 24 hours, 7 days 131114

Salvation Army 24 hours, 7 days 1300 363 622
Mens Line 24 hours, 7 days 1300 789 978
Samaritans Crisis Line 24 hours, 7 days 1800 198 313
Kids Help Line (5 — 25 years 24 hours, 7 days 1800 551 800

Student Wisa Extension
Students who need to extend their visa should contact Student Support Services.
Overseas Student Health Cover (OH@@¢rnational Students)

It is an Australian Government visa requirement that all international students take out Overseas
Student Health Cover (OSHC). This is a basic medical and hospital insurance scheme and is renewable
quarterly, half yearly or yearly. OSHC covers 85% of doctor’s consultancy fee and 100% hospital cover.
Students must renew their insurance when it expires to maintain their visa requirements. For more
information go to www.overseasstudenthealth.com
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Overseas Student Ombudsmdimternational Students)

The Overseas Student Ombudsman is a free service offered to all international students when they
have a complaint or appeal.

The Ombudsman’s office is open from 8.30 am to 5.00 pm Monday to Friday.
Level 12, St Martin’s Tower
Postal Address: Ombudsman Western Australia
44 St Georges Terrace, PO Box Z5386, St Georges Terrace,
PERTH WA 6000 PERTH WA 6831
Telephone: (08) 9220 7555
Freecall: 1800 117 000 (toll free for country callers)
Facsimile: (08) 9325 1107
Email: mail@ombudsman.wa.gov.au

National Relay Service: TTY or modem users phone and quote 9220 7555.
Voice-only (speak and listen) users phone 1300 555 727 and quote 9220 7555.

Interpreter Service: Translating and Interpreting Services (TIS) National on 131 450.

Translations: This information is available in other languages. Go to ‘Publications’ at
www.ombudsman.wa.gov.au for details

Computer Laboratories

[IBT has a well-equipped computer laboratory with 12 desktop computers, Internet and email access,
scanner, printing and photocopying facilities for student use. The laboratory is to be used strictly for
the purpose of learning only.

If a student is found to be misusing computer laboratories (for playing games, downloading or
listening to music, or DVDs, Internet chat etc.) penalties will be incurred. Information and rules
regarding the use of computer laboratories, including opening hours, are available on the
noticeboards and in the laboratories.

Food and drink must not be consumed in the computer laboratory.
Wireless Internet Access

IIBT has a wireless internet access service. Please ask Student Support Services for Username and
Password. The town of Victoria Park also has free wifi on Albany Highway
http://www.pfr.com.au/albany-highway-wifi-town-of-victoria-park/
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Photocopying and Printing Facilities

The photocopier and printer are located in the Computer Laboratory and are a pay for use service.
Please report any faults immediately to Administration.

When photocopying, all students must adhere to the Australian Federal Copyright Act 1968. No more
than one (1) Chapter or 10% of the pages (where a book does not contain chapters) can be copied.

Prescribed Text

The Prescribed Text for each unit is listed in your Unit Outline. This is the text that you must have.
Students are required to buy all the prescribed texts. Failure to do so may result in exclusion from the
class.

Textbook Purchasing Facility

Students are required to pay for text books for all courses. These must be paid for at the Orientation
Day.

Library

The IIBT library has an extensive range of business texts covering all major areas of teaching including:
law, economics, management, marketing, professional communication, MIS, ecommerce, statistics
accounting and finance. Our collection also covers the classics in each field in addition to copies of
major texts used by most universities over the past 15 years. Please see Student Services to arrange a
library card.

Library Opening Hours

Monday 8.30-5.00pm
Tuesday 8.30-5.00pm
Wednesday 8.30-5.00pm
Thursday 8.30-5.00pm
Friday 8.30-5.00pm
Weekends Closed

Student Parking and Public Transport
Access to IIBT is easy with public transport.
Victoria Park Train Station is a short walk to IIBT. Buses stop right outside the centre.

Enquire at Student Support Services for an application for a Trans Perth Student Smart Rider Card
(full-time students only).
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There are no immediate all day parking facilities in the vicinity but 3 hour free parking is available in a
car park on King George Street (nearby).

Medical and Dental Pradiioners

IIBT have a list of local medical and dental practitioners. Ask at Student Support Services for a copy of
our Guide to local GPs and dentists.

Personal Hygiene

IIBT promotes good hygiene practices. To reduce the spread of infection, students are required to
cover their mouth by coughing or sneezing into their elbow and washing their hands after using the
toilet. Correct hand washing method posters are displayed in the wash rooms. Students are required
to shower and wear clean clothes every day. Underarm deodorants are recommended in summer.

Student Café

The student café is serviced with a fridge and freezer, tea, coffee, sugar and 3 microwaves. 1
microwave is set aside for Halal food only. Students are required to wash their dishes, dispose of their
rubbish and clean tables after use.

Back Door Access

Access through the back door is for emergency purposes only.

Support Groups

Financial and Legal Support

Anglicare WA Financial Counselling: www.anglicarewa.com.au 9325 7033
Financial Councillors Hotline: 1800 889 364

Citizens Advice Bureau Legal Services: cab@cabwa.com.au 9221 5711
Justice of the Peace: jps@justice.wa.gov.au 1300 657 788

Legal Services

The Community Legal Centres Association of WA represents 29 Community Legal Centres in Western Australia.
They primarily assist people who are unable to afford the services of a private lawyer.

The following is the initial contact number:

Community Legal Services Association www.communitylaw.net 9221 9322

Alcohol and Drug Support
Alcohol and Drug Information Services (ADIS) www.dao.health.wa.gov.au 1800 198 024
Childcare, Children and Families

Child Care Access Hotline www.mychild.gov.au Mobiles 1800 639 327, 1800 670 305
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Australian Red Cross WA  www.redcross.org.au.wa 1800810 710
Family Helpline 1800 643 000
Parenting WA Line www.communities.wa.gov.au 1800 654 432

Complaints and Discrimination

Equal Opportunity Commission www.equal.opportunity.wa.gov.au 1800 198 149
Wageline www.commerce.wa.gov.au 1300 655 266

FairWork Ombudsman 131 394

Overseas Student Ombudsman 1300 362 0702

Disability

Ethnic Disability Advocacy Centre (EDAC) www.edac.org.au 1800 659 921

Multicultural

Australian Government Department of Immigration and Border Protection www.immi.gov.au
General: 13 18 18 Passport: 13 12 32
Office of Multicultural Interest 9222 8800

Religious Establishments

Perth Mosque, 300 William St, Perth WA 6003 9328 8535
Fo Kuang Shan Buddhist Association of WA,
282 Guildford Rd, Maylands WA 6051 Ph. 9371 0048

Sport and RecreationGyms, local sports teams

There are recreation facilities in abundance from Karaoke, to the Swan River, riverside parks and
playgrounds, multiple gymnasiums, squash courts, Olympic sized heated swimming pool and skate
park, all within a 5 minute journey from the campus.

If you wish to join a local sporting club, contact the Student Support Services or the City of Victoria
Park 9311 8111. Some clubs are listed below:

Clubs

Carlisle Football Club, Carlisle Cricket Club, Curtin University Soccer Club, Curtin Victoria Park Cricket
Club, Fraser Park Soccer Club, Maniana Football Club, Perth Royals Soccer Club, Shamrock Rovers
Soccer Club, South Perth Junior Cricket Club, Sporting GFK Soccer Club, Victoria Park Masters Football
Club, Victoria Park Soccer Club and Victoria Park Raiders Junior Football Club.

Active Reserves

Carlisle Reserve — Football and Cricket
Fraser Park — Soccer and Cricket

Harold Rossiter Reserve — Soccer and Cricket
Higgins Park — Football and Cricket

J A Lee Reserve — Soccer

Parnham Reserve — Soccer
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Raphael Park — Soccer and Cricket

Passive Reserves

Please follow the below link for all of the Towns passive reserves.
http://www.victoriapark.wa.gov.au/community/parks-and-reserves/recreational-parks

Payment of Fees

Fees must be paid by the due date prior to the commencement of relevant semester. The due date is
posted on the Student Portal at the end of the preceding semester. Fee payment schedules are
provided to student at orientation day. Students with exceptional /serious grounds for inability to
make payment by the due date must submit valid documents to the Admissions Office supporting the
grounds for consideration, one week prior to the due date.

Unpaid Tuition Fees

Unless you are experiencing exceptional circumstances that are substantiated by written evidence
and submitted seven days before the fee due date ,you will be penalised with a $200.00 overdue fee.
Any student who has outstanding overdue fees by the examination period start date will not be
allowed to sit for exams.

How to Pay

Tuition fees must be paid in advance.

It is important that you identify the transaction with your Student ID Number.
By Bank Cheque or Bank Draft — please make cheque payable to:
International Institute of Business and Technology (Australia) Pty Ltd

Electronic Funds Transfer (EFT) to:

Bank: ANZ

Address: 43 The Crescent Midland WA 6056

Account Name: International Institute of Business and Technology (Australia) Pty Ltd
BSB: 016 359

Account Number: 207365314
SWIFT Code: ANZBAU3M
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Additional Fees & Charges

The following is a list showing additional fees and charges you may incur at IIBT

Administration Academic

ITEM COST ITEM COST

Replacement Student ID $10.00 Re-Assessment — theory $70.00

Card Re-Assessment - practical

Photocopying 20 cents per page | Late- Enrolment Fee per $50.00

Colour 60 cents per page unit

Replacement course $20.00 Reprint of Graduate $50.00

material Certificate

Overdue Payment Fee $200 Reprint of Academic $10.00
Transcript

Credit card surcharge 2.5%

EFTPOS Debit nil

Course Fee Refund Policy

Every student will have read and signed the I[IBT Refund Policy when applying for a place in a course at
[IBT. The refund policy is included with the application form. A refund of tuition fees will only be

granted in accordance with the Institute's Refund Policy located on the Student Portal

www.iibt.wa.edu.au.

Students seeking a course refund should direct their initial inquiry to Student Support Services Officer.
The Student Support Services Officer shall support the student with their application for refund by

providing them with the Refund Request Form.

©IIBT Student Handbook 2015 v45
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IIBT Student Code of Conduct

The IIBT Code of Conduct outlines the standards of acceptable behaviour required by all IIBT students
in order to maintain the reputation and integrity of the Institute

IIBT students have certain rights, such as the right to personal safety and the right to be free from
harassment. They also have a responsibility to ensure that the rights of colleagues are not violated by
their own individual actions. In order to ensure that students’ rights are not debased IIBT has a code
of conduct to which all students must subscribe.

Within the Institute environment, both staff and students have expectations and responsibilities in
relation to how each conducts themselves. These expectations and responsibilities are intended to
contribute to the creation of a rewarding learning experience which has promoted the growth of
every graduate academically, socially and personally.

Orientation

Orientation is an informal and fun half day of activities held before your course commences. It is a
great way to meet other students, your lecturers and familiarise yourself with the IIBT campus. You
can order your textbooks through Student Services on the day and be totally prepared to attend your
first class.

If you are unable to attend it can be downloaded from the Student Portal. During Orientation, you will
be given explanations on how IIBT functions. You will receive information about the policies and
procedures that affect you as a student of IIBT, this helps all students to fit in and understand how
and who to see when they are experiencing problems or when they have queries that need to be
answered.

All students are required to complete an Enrolment Form at Orientation. This form assists the staff in
keeping all student information relevant and up-to-date. It further assists our staff to identify any
medical problems a student may have should emergency medical treatment be required. It is
essential to keep your information update in the IIBT database. For international students it is also
compulsory to update the data on PRISMS for DIBP.

Smoking

IIBT is a non-smoking environment and smoking is not permitted within 100 meters of the IIBT
campus.

Dress Code

Students are required to dress appropriately to attend class; “smart casual” is the minimum level of
attire. Sports-wear (bicycle shorts, running shorts) and beachwear (swim-wear, thongs) are not
acceptable items of clothing to wear on campus.
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Mobile Phones

Mobile phones must be switched off during all lectures and tutorials, and no texting or other
messaging is permitted during class time. Mobile phones are not permitted within examination
venues.

Food
Food is not to be consumed during lectures or tutorials or in classrooms at any time.

If you wish to bring food from home a refrigerator and microwave is available for student use in the
student kitchen. There are many restaurants and cafes nearby. Halal eateries are also

Change of Address

If you change your address or other contact details you are required to advise |IBT Administration.
Please fill out the ‘Change of Address’ form available at reception or on the Student Portal.

Student Identification

All students will receive a Student ID card within the first week of commencing studies with IIBT. Your
student ID will show your photograph, name, student number, commencement and completion date.

Students must carry their Student ID card with them at all times. Students relying on public transport
will need to carry their card and show it when requested by Transperth Officers. A card replacement
fee of $S10 is required if the cards is lost or stolen.

Student Access ttIBT Student Portal

IIBT have a college management system where students can access their attendance, results and
receive communications from Student Services.

Students are required to keep their Username and Password secure.
EnglishSpeaking Policy

[IBT requests all students to speak English when they are in the college.
GeneralMisconduct

IIBT students who contravene any of the guidelines outlined in this Code of Conduct may be
considered to have engaged in official misconduct. A student who engages in any of the following
activities may also be considered to have engaged in misconduct where that student:

J Endangers the health or safety of any person at the Institute

] Unlawful assaults, or attempts to assault another member of the IIBT community
o Engages in dishonest behaviour e.g. stealing

o Damages or abuses Institute property
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Student Feedback

[IBT values the opinion of students on the service we provide. To gather this feedback, students are

required to complete several surveys throughout their time with IIBT. Surveys are given one week
after orientation, in the middle of the course and at the end of the course. At any time students
should feel free to place their suggestions for improvement in the Suggestion Box and Student
Support Services.

IIBT have two student representatives that are happy to chat with you or discuss any issues or

suggestions that you wish to make. Please see Contacts for student representative email address.

IIBT Expectations

As members of an academic environment IIBT students are expected to:

T
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Treat others respectfully and with courteously as individuals and in relation to their views and
opinions.

Treat others equitably irrespective of gender, sexual orientation, race, disability, medical
condition, cultural background, religion, marital status, age, or political conviction.

Avoid conduct that could reasonably be perceived as intimidating or sexual, racial, or gender-
based harassment.

Attend classes, maintain consistent levels of study, submit assessment assignments on time;
take note of and apply academic performance feedback from teaching staff.

Familiarise themselves with and abide by IIBT’s policies and procedures;

Maintain high standards and a professional approach to their study program.

Ensure personal and general hygiene are of the highest standards.

Avoid littering by using rubbish bins and leaving washrooms and other facilities clean.

Not attend class under the influence of alcohol or any other substance.

Student Expectations

Students of IIBT can expect to be treated:

il
il

T

With courtesy and respect.

Equitably irrespective of gender, sexual orientation, race, disability, medical condition, cultural
background, religion, marital status, age, or political conviction.

To be able to freely communicate and voice alternative points of view in rational debate.
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To participate in a learning environment free from sexual, racial, gender-based, or other forms
of harassment.

Protection of their personal information, IIBT respects the privacy of our students and
prospective students by complying with the National Privacy Principles (NPPs) contained in the
Privacy Act (Privacy Amendment (Private Sector) Act 2000).

To access personal records, subject to the provisions of the Freedom of Information Act
[1992].

To be provided with timely and accurate information relating to units, courses, enrolment, and
administration.

To have reasonable access to lecturing staff in private consultation outside normal contact
hours.

Equitable assessment of their course work.

Access to safe facilities and equipment compliant with occupational health and safety
guidelines.

Classroom Behaviour

All students are expected to comply with the following rules of behaviour whilst enrolled at IIBT:

T
T
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Demonstrate mutual respect for staff, and fellow students.

Turn off mobile phones, paging devices and portable personal music players during class times
and examinations.

Prepare for each class by completing the required reading and tutorial work.

Attend all classes except when prevented by illness or exceptional circumstances. Class
attendance is a courtesy to fellow students and lecturers, in the interest of your own academic
progress and a condition of your student visa if you are an international student.

Arrive at classes at the scheduled time as late arrival is both disrespectful and disruptive to
lecturers and fellow students.

Work to the best of their ability.

Participate actively in learning activities.

Avoid all forms of academic misconduct.

Provide constructive feedback when evaluating courses and lecturers.

Refrain from any activities that might have a negative impact on other members of the IIBT
community.
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9 Familiarise themselves of the responsibilities required within their course and program of
study.

9 Refrain from eating or drinking in classrooms at any time.

9 Abide by any other rules of classroom behaviour as determined by, and/or negotiated with
their lecturer or IIBT staff.

Health and Safety

IIBT has an obligation to ensure the health and safety of all students and staff in accordance with the
Occupational Health & Safety Act 1984. Our students are similarly obliged to behave appropriately in
order to keep all campuses safe and incident-free.

In general, students should do their best to help keep the campus safe. For example, any events or
incidents that may impact on the health and safety of yourself or others should be reported, no
matter how minor. Similarly, if you drop food or drinks in a walkway or on steps (slipping hazard),
make an effort to clean it up or have it cleaned up as soon as possible and try to prevent others from
walking in it in the meantime (perhaps use a chair as a barrier, for example).

Follow the health and safety instructions of your teacher and institute staff at all times.
If you are involved in or witness an accident:

The institute recognises that, from time to time, accidents may occur. If you are involved in any
dangerous or potentially dangerous incident or suffer an injury that requires first aid treatment,
please report it to your teacher immediately.

A written report of the incident must be made by staff and an incident report form must be
completed. You will be asked to provide personal details (e.g. name, address, contact number etc)
and details of the incident.

This action will ensure that the incident/injury will be investigated by qualified personnel and actions
taken to reduce the likelihood of a recurrence.

Evacuation drills

[IBT is required to conduct two (2) emergency evacuation drills during the year.

These drills will not be advertised in any way prior to the event and, as with any alarm situation,
should be treated as a genuine emergency evacuation. Remember, the absence of smoke does not
indicate the absence of a threat.

At all times during an evacuation, stay together as a group and follow the directions of a staff member
and/or the emergency evacuation personnel.
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You should take with you only personal items or valuables when evacuating the building. Personal
items include items such as handbags, purses/wallets, mobile phones.

Please take the time to familiarise yourself with the evacuation routes, fire extinguishers and first-aid
facilities.

Emergency evacuation plans can be found displayed on the walls of your building—please take the
time to read them. You will be advised of the evacuation route on orientation day.

Critical Incidents

A critical incident is defined as ‘a traumatic event, or the threat of such (within or outside Australia),
which causes extreme stress, fear or injury’.

Critical incidents are not limited to, but could include:

1 Missing students

I Severe verbal or psychological aggression

91 Death, serious injury or any threat of these

I Natural disaster; and

9 Issues such as domestic violence, sexual assault, drug or alcohol abuse.
Non-life threatening events could still qualify as critical incidents.

IIBT is committed to ensuring that critical incidents are responded to promptly and managed
effectively.

Specifically we will provide appropriate support and counselling services to those affected, ensuring
that appropriate training and information resources are provided to staff. All critical incidents require
completion of a critical incident form.

IIBT Policies

Discrimination and Harassment

IIBT recognises the right of all students and staff to work and study in an environment free from
discrimination and harassment based on gender, age, sexual preference, impairment, religion, race,
colour, national or ethnic origin, or language.

Discrimination or harassment of staff or students, by any member of the teaching and learning
environment, is unacceptable, and contrary to IIBT’s core educational and employment values. All
members of the Institute are expected to maintain an environment where cultural differences are
accepted and respected, and individuals are able to participate fully in academic life, free from all
discrimination and harassment.
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Humour based on discrimination may also constitute harassment.

[IBT will treat claims of discrimination and/or harassment seriously, and all claims will be thoroughly
and confidentially investigated to protect complainants and witnesses from further harassment and
victimisation. IIBT is committed to providing an equitable approach in dealing with all students and
providing access to learning aids.

For further information, refer to the Institute’s Anti-Discrimination and Harassment Policy located at
www.iibt.wa.edu.au

Equity and diversity

[IBT is committed to providing an inclusive and supportive learning and working environment that
promotes equality of opportunity and is free from harassment and discrimination. I[IBT recognises that

harassment and discrimination can create an intimidating, hostile and offensive study and work
environment and is committed to ensuring their absence from campus.

[IBT students can expect that :

They are not treated unfairly because of their sex, gender identity, marital status, pregnancy,
breastfeeding, status as a parent or carer, sexual orientation, race, disability, age, physical features,
religious beliefs or activity, political belief or activity.

They are not harassed (made to feel intimidated, offended or humiliated) because of any of the above
grounds.

They are not subjected to sexual harassment.

They receive appropriate flexibility e.g. because of a disability, or for family or cultural responsibilities.
Concerns regarding discriminatory treatment or harassment are dealt with promptly, fairly and
impartially.

Students are also expected to make sure that their own behaviours do not result in other students or
staff feeling intimidated, humiliated or offended.

Any student who is aggrieved by what he or she considers to be discrimination or harassment by
another student or by a staff member can have such a grievance heard through the complaints and
appeals process. For the full details on how to make a complaint read the Complaints and Appeals
Policy on the Student Portal or our website www.iibt.wa.edu.au

Complaints and Appeals

Students who have a complaint about a decision that affects their studies, or a particular situation in
which they have been involved or witnessed, have a right to raise their complaint.
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IIBT has in place fair and efficient complaints and appeals procedures and promotes their existence to
students via our website, enrolment, orientation and in our Student Handbook.

For more information, refer to the Complaints and Appeals policy at www.iibt.wa.edu.au

Deferral or Withdrawal

IIBT management and staff are committed to assessing all applications for course deferral and
withdrawal, ensuring that students within the process are informed of their rights and provided with
due care and where relevant opportunities of appeal.

Deferment and withdrawal of course study may be granted to a student where compassionate and
compelling circumstances are experienced by the enrolled student and adequate evidence exists to
support these circumstances. In the case of a need to defer or withdraw from a course of study the
student should approach Student Support Services and submit a written explanation of their request
with any supporting evidence concerning their prevailing circumstances.

Students wishing to defer or withdraw should be aware of the Refund Policy as the date of deferral or
withdrawal may impact their decision to proceed. For more information, refer to the Deferral or
Withdrawal Policy on the website www.iibt.wa.edu.au

Suspensions or Cancellations

Where a student’s conduct has been found to violate IIBT rules of enrolment and where warning has
been provided, the Student Support Services officer will inform the student that their misconduct has
resulted in a report being made to IIBT management.

Students receiving a misconduct report and a resultant suspension or cancellation of enrolment by
[IBT management, may access the internal /external appeals process and the independent
adjudicator. They have 20 working days to do so following the decision.

* Deferments, suspensions or cancellations of enrolments will affect a student’s visa conditions
(international students) in which a case a student should approach DIBP for further advice.

Students wishing to withdraw from their studies must do so prior to or on the Census date

Transfer of Student Enrolment (International students)

In order to qualify for course transfer the student must have completed at least six months of his or
her principal course of study. In this instance a letter of release will be provided by IIBT management.
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When a student requests a transfer of their enrolment to another registered provider on the basis of
compelling or compassionate grounds, IIBT enrolment staff member shall provide the student with
advice on CTTWA'’s procedures for applying for Course transfer, including the need to formalise the
request in writing stating the reasons for which they desire to transfer their course enrolment to
another provider. A request may take as long as but will not extend past a 7-day assessment period
and will not attract any fee.

Course Transfer Refusal

[IBT may refuse an application for transfer where a transfer is considered detrimental to the student’s
study progress. [IBT’s Complaints and Appeals process are available should a release refusal letter be
issued.

Course Transfer Approval

Should a request for Course Enrolment Transfer be granted the student will be supplied with an IIBT
Letter of Release.

[IBT will only provide a letter of release after the student has provided a letter indicating a valid
enrolment offer from another registered provider.

Under 18 years of Age (International Students)

Where a student is under the age of 18 years of age a Letter of Release will only be granted where the

students parent/s or legal guardian/s have confirmed in writing their support for the transfer or in the
case where the welfare of the student is supervised by the registered provider, the Student Support
Services Officer shall also be required to provide support for the transfer. Valid enrolment from the
new course provider will also confirm their acceptance of the welfare responsibilities of the student.

IIBT’s complaints and appeals process are available should a release refusal letter be issued.

Should an application for Course Enrolment Transfer be successful the student will be supplied with
an lIBT Letter of Release.

Academic Matters

Award

IIIBT’s courses are approved with the Australian Government’s Department of Education Services. On
successful completion of these courses our students are awarded the relevant award by IIBT.
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Results

Student results will be published at the end of each semester. Results will be available on the Student
Log In. Academic Transcripts for each semester will be posted to the student’s current address four
weeks after the publication of the results. In order for students to pass each unit they must attempt
ALL assessments as shown in the unit outlines.

Full Time Studies

At IIBT ‘full time’ is defined as enrolment in four units a semester, i.e. a 100% load. International
students are required to be studying full time and only in exceptional circumstances may be enrolled
in less than 100% of a normal full time load. This must be approved in advance by the Academic
Director or nominee. Exceptional circumstances include:

The student is studying English combined with their award study;
The student is in their final semester of an award and completing remaining units;
On the basis of ill health as recommended in writing by a professional medical practitioner;
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On the basis of advice in writing from an academic staff member where a student’s long term
academic progress is deemed to require a reduced load for either one or two semesters;

9 If permitted to do less than four units, the student will be enrolled in all semesters in one
academic year.

Study Plan

On enrolment, every student receives a Study Plan outlining their course of study and the sequence of
units they have selected. The Plan will be monitored every semester and may be varied during the
course of your studies. It is intended to ensure your progress through the course meets the academic
requirements for you to successfully complete your course, within the time frame and under
conditions required by student visas (international students).

Course Progress

IIBT is committed to monitoring the course progress of all students. Where a student may fall behind
and record assessments that are below the competency score, IIBT training staff will provide the
required support to assist the student through to the required competency.

In the case where a student may fall below 50% of the required competency score in a study period
(no shorter than 10 weeks) training staff will contact the Student Support Services Officer who will
initiate the Course Progress Intervention Strategy which will include, but not be limited to, providing
the student with:

I Counseling concerning the appropriateness and suitability of courses undertaken by the
student;
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9 Guidance and reference to the units of competency where not yet competent (NYC) have been
recorded;

Education in course load (refer to course load monitoring policy);

Additional English language support;

Knowledge and practical skills support from units of competency (UOC) trainer/assessor;
Invitation for inclusion in supporting study groups or tutoring;

Assigning a trainer mentor for ongoing monitoring;

Information concerning the rescheduling of re assessment events;
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Information concerning the potential need to report the student to DIBP (international
student only) if they maintain unsatisfactory course progress for two consecutive study
periods;

1 Written DIBP (international students only)notice advice;
I Complaints and appeals procedures.

Students requiring the Course Progress Intervention Strategy may wish to appeal their assessment
result.

All due care is taken by IIBT Training staff to support the student to the place of competent
completion of units. However where a student records competency scores below 50% in two
consecutive study periods, IIBT management may commence enrolment cancellation procedures.
Where a student records competency scores below 50% in two consecutive study periods IIBT
Management will notify the student in writing of their intention to report their unsatisfactory course
progress to Department of Education/DIBP (international students only). Students may appeal the
decision (refer to the [IBT complaints and Appeals Procedure).

Attendance

Class attendance is recorded for all students enrolled at IIBT and students are required to attend at
least 80% of the scheduled classes per semester of their program. This attendance percentage is the
student's actual attendance in class plus approved absences. An approved absence is one which is
supported by a medical certificate or other evidence of extenuating circumstances resulting in
absence from class.

For the full details on attendance recording, monitoring and audits read the Progress and Attendance
Policy on the Student Portal and for international students refer to the policy on Course Progress.

Note: (International students only) IIBT has chosen to adopt the DES/DIBP approved Course Progress

Policy; however, students must understand that they will be at risk of failing their course progress if
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they do not maintain consistent attendance of the course. Students who are at risk of falling below 80
% are in contravention of IIBT’s rules of enrolment and will be at risk of having their enrolment

suspended or cancelled.

Recognition of Prior Learning

Recognition of Prior Learning (RPL) Exemption

IIBT recognises assessable learning outcomes achieved through a variety of modes to the extent that
they are consistent with maximising student progression whilst maintaining the Institute’s academic
standards. IIBT recognises prior learning in the form of:

Units successfully completed towards a course at any Australian University, TAFE or Registered
Training Organisation, or overseas equivalents of these;

Non-accredited or informal study/learning, professional/work experience, volunteering or life
experience where it is assessed that the prior learning is equivalent to the learning outcomes or
competencies of an IIBT unit of study.

A request for RPL is considered by completing the IIBT RPL Application Kit and submitting it to Course
Coordinator. The kit is available from IIBT administration or can be downloaded from the Student
Portal.

RPL Eligibility Criteria

The following criteria apply when applying for RPL:

1. To be eligible for RPL previous study must have been completed within 10 years prior to the year
of application.

2. Students may apply for RPL where they have successfully completed units at a similar level and
standard in previous studies - a near pass grade is not considered successful completion of a unit.

3. A Diploma will only be granted to a student with RPL where the student has successfully
completed at least 50% of the course at IIBT. If 50% of the course is not completed, the student
will only be entitled to an Academic Transcript.

4. If a student has an equivalent RPL of more than 50% of the course they are still required to
complete 50% of the course at IIBT in order to be awarded an IIBT Diploma of Business
Administration. If 50% of the course is not completed the student will only be entitled to an
Academic Transcript.

5. RPL for individual units must be applied for at time of enrolment, but will be accepted up until the
end of Week 3 of the semester (census date).

6. After this date, RPL may still be granted but the IIBT Refund Policy will apply and no refund will be
given.
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7. Should a student apply for RPL for a unit in which they are currently enrolled and not making
satisfactory academic progress, RPL application will not be accepted.

Credit Transfer

Credit transfer is where you have completed units of competence from a current or previous training
package that are comparable to those you are about to be or are currently enrolled in.

To apply for credit transfer, complete the Credit Transfer form available from Administration or
download from the IIBT website.

Language Literacy and Numeracy

Prior to enrolment in a course, students will be required to declare they have the minimum required
Language, Literacy and Numeracy (LLN) skills.

Should the student’s level of language, literacy and numeracy required to complete the course be
deemed insufficient the student will require additional support. Students may be referred to external
support networks to work with them on skill development in the required area/s. IIBT may offer
students internal support sessions to enhance their LLN skills.

Academic Misconduct

Academic dishonesty undermines the integrity of IIBT’s assessment processes and academic awards,
and damages the Institute’s reputation. Most significantly it reduces the knowledge gained by
students during their studies. Acts of academic dishonesty are deemed to be academic misconduct
and treated as a very serious matter by IIBT. For the full details on academic dishonesty and
misconduct read the Academic Misconduct Policy on the IIBT Home

Definitions

IIBT defines Academic Misconduct as any conduct by a student in relation to academic work that is
dishonest or unfair and includes, but is not limited to:

9 Plagiarism;

9 Unauthorised collaboration (collusion);
9 Cheating in assessments/examinations;
9 Theft of another student’s work.

Penalties for Academic Misconduct

The 1IBT Board of Examiners will impose a penalty on any student who is found to have dtedmi

an act of Academic Misconduct. Penalties include:
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A reprimand;

Allocation of a zero mark (or other mark as appropriate) for the given task;
Allocation of a zero mark (or other mark as appropriate) for the given unit;
Allocation of a zero mark for all units in which the student is enrolled;
Possible expulsion from the program.
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Plagiarism

9 Plagiarism is when a student passes off as the student’s own work, or copies without
acknowledgement of its authorship, the work of any other person.

9 Most incidents of plagiarism are due to a failure to understand scholarly practices. However,
the fact that a student did not intend to plagiarise does not prevent it from being considered
plagiarism.

9 1IBT uses the Harvard Referencing system and it must be used correctly to ensure your work is
free of plagiarism. For more information about how to reference correctly we suggest you
refer to the Referencing section in this Handbook or visit one of our key partner websites,
www.cqu.edu.au for a full tutorial on using Harvard Referencing.

[IBT lecturers recognise that acquiring citing and referencing skills takes both time and practice,
therefore students will be given opportunities to demonstrate their skills. However, failure to employ
appropriate conventions will incur academic penalties.

[IBT grades plagiarism into Low level (Level 1), Mid Level (Level2) and High Level ( Level 3) — each has
its own disciplinary procedure. In determining the seriousness of an act of plagiarism, the following
factors are usually taken into account:

9 The experience of the student;

9 The nature and extent of the plagiarism;

9 Where evidence is available, the intention of the student to plagiarise.
For the full details on how plagiarism is assessed, the procedures for dealing with it and the penalties
that apply read the Academic Misconduct Policy on the Student Portal.

Unauthorised Collaboration Collusion

Collusion occurs when a student works with another person for a fraudulent purpose - with the
planned intent of obtaining an advantage by submitting a co-authored assignment or other work. This

can occur when:

1 A person works with others on an assignment that is meant to be individual.
1 A person/student helps another student to complete an assignment against instructions (i.e it
is meant to be individual work).
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The above example is also referred to as ‘collaborating too closely’, the result being that both
students submit assignments which are very similar without admitting to the collaboration.

For the full details on the procedures for dealing collusion and the penalties that apply read the
Academic Misconduct Policy on the Student Portal.

Cheaeting and Thedtk of Another’'s W

[IBT defines cheating as dishonest conduct in any assessment or examinations and also covers the
theft of another’s work, plagiarism and collusion. Cheating also means receiving unauthorised help on
an assignment, test, or examination. To avoid an allegation of cheating:

9 You must not receive from any other student or give to any other student any information,
answers, or help during an exam.
1 You must not use unauthorised sources for answers during an exam.

==

You must not take notes or books to the exam when they are forbidden.

9 You must not refer to any book or notes of any type while you are taking the exam unless the
instructor indicates it is an "open book" exam.

 You must not obtain exam questions illegally before an exam or tamper with an exam after it
has been corrected.

9 You must not allow a person to sit an exam in your place.

The penalty for cheating in examinations is a fail (F) grade for the exam and possible expulsion from
the unit. For the full details on the procedures and penalties that apply to cheating read the Academic
Misconduct Policy on the Student Portal.

Assessment

The form of assessment for each subject varies and the details of assessment are included within each
Unit Outline. These may include some or all of the following:

9 Examinations
Tests
Assignments
Tutorials
Seminars

Class participation
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Laboratory work

It is the student’s responsibility to read thoroughly the information in the Unit Outline and to
familiarise themselves with deadlines for all assessment tasks.
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Late Submission of Assignments - General Extensions

If you wish to obtain an extension for your assignment you must request this in writing or via email to
your lecturer at least three days prior to your assignment due date. You should provide any
supporting documentation such as a medical certificate to your application. Approval for extensions
will be notified by return email. A maximum of 14 days may be granted for an extension unless special
consideration is approved by the lecturer.

Please attach your assignment extension approval email to your assignment when submitting it. This
must be done otherwise your assignment may be graded according to the late submission policy.

Special Considerations

Special consideration is only given in the case of serious and exceptional circumstances which are
beyond the student’s control and these circumstances prevent the student from performing at their
best for a particular piece of assessment.

The reason for special consideration must be classified as one of the following: medical,
compassionate or hardship / trauma. Students must provide evidence to support the reasons for their
application. The Special Consideration application form is found on the Student Portal. The form must
be submitted to your lecturer/tutor by the date of examination.

In the event that you fall ill prior to the commencement of the exam, you are advised to report your
iliness to IIBT staff and immediately see a registered medical practitioner who can provide a medical
certificate. You must submit the medical certificate and ‘Special Consideration’ form no later than
three working days of the examination date.

In the event that you complete the exam, and you feel that you were disadvantaged, you may submit
a ‘Special Consideration’ form to request a supplementary examination within three working days of
the completion of the examination.

If you enter the exam room but become obviously ill (requiring medical attention) at the
commencement of the examination you must report the illness before reading the examination
paper. A student may not remove the examination paper or script or any other materials relating to
the examination from the examination room.

For full details about special consideration see the Special Consideration Policy on the Student Portal.

Late Submission Policy

Late submissions of assessments will be administered by the following terms:
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“Working Day” means 9am to 5pm Monday to Friday in the time zone of your study.
Assessment tasks submitted after the advertised date of submission without an approved
extension being granted shall receive a penalty of five per cent per day off the given grade for
each working day late.

Where students have class scheduled on the day the assessment is due it must be submitted in
class within the first fifteen minutes of class starting. Students arriving later than fifteen
minutes into class will be treated as having their assignment handed in a day late and five per
cent (5%) shall be deducted from the final mark.

No assessment tasks shall be accepted more than two weeks after the advertised date of
submission, unless an extension has been granted or an application for Special Consideration
has been approved.

Students submitting an assignment for which they have been granted an extension must
clearly record both the amended approval date for submission and name the approving staff
member along with a copy of the email or written approval.

Where an assessment has been submitted late the lecturer will endeavour to provide feedback

to the student as soon as they are able.

Assessment Grades

Students must gain a pass in all components within each unit to be eligible to pass that unit. The
following table outlines how grades are awarded at IIBT.

High Distinction (HD) 85 - 100%
Distinction (D) 70% - 84%
Credit Pass (CP) 60% - 69%
Pass (P) 50% - 59%
Fail (F) <50%

Assignment Marking Criteria

All written assignments are marked using the following marking criteria.
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Concise introduction Appropriately referenced

Sensible explanatory theory Concise use of the English language
Well thought through and justified content  Quality of presentation
Well-reasoned arguments

Logical structure, organisation

Detailed analysis and evaluation

Justifiable recommendations and
conclusions

Examinations
Final Examinations

Examinations are held at the end of each semester and it is the student’s responsibility to ensure that
they are aware of exactly when their exams are scheduled. Not all subjects will have examinations,
please refer to the Unit Outline. Failure to attend a final examination without satisfactory explanation
will result in an automatic award of a fail (F) grade in that particular unit.

Examinations for Higher Education Diploma courses are set by IIBT and final decisions on results will
be made by IIBT. If you wish to dispute your results you are encouraged to first raise the issue with
your lecturer or pursue it through the processes contained within the Complaints and Appeals Policy
and or the Examination Policy located on the Student Portal.

Examination Guidelines

Students may only bring into the examination room a pen and calculator if required. Under no
circumstances are students allowed to store and retrieve textual information from electronic devices
such as electronic dictionaries or calculators. Mobile phones and pagers are not allowed into the
examination room.

In the case of Open Book exams a photocopy of the ‘prescribed text book’ and any other copied books
or materials will not be allowed where such copies are a violation of copyright law in Australia.

If a student is found not complying with these Examination Guidelines , this will be considered as
cheating, the student will be reported and could be excluded from the examination room or awarded
a fail (F) grade for the unit.
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Students must bring their current student ID card or other photo identification to examinations and

show it to the Exam Supervisor (invigilator) before commencing the exam. Students who do not bring

their ID cards will not be permitted to attend the examination.

Most examinations will be of 2-3 hours duration and will have 10 minutes reading time at the

commencement of the examination.

No student will be admitted to an examination after 1 hour from the time of commencement of the

examination.

Examination Rules and Regulations

An invigilator will be in charge at every examination.

Students are required to:

T

=

Provide photographic proof of identity for the duration of the examination. This must be
visible at all times during the examination. Photographic proof can be an IIBT student card, a
current Australian drivers licence, a current Australian Proof of Identity card or a current
passport;

Leave mobile phones, electronic devices, bags, computers, notes, books or similar outside an
examination venue unless with the written permission of the unit lecturer;

Ensure any water brought into the examination room is in a clear and unmarked bottle;

Obey all instructions provided by the invigilator;

Refrain from communicating in any way with another student once they have entered the
examination venue.

Students are not permitted:

T

To enter an examination venue once one hour from the time of commencement (excluding
any reading time);

To leave an examination before one hour from the time of commencement (excluding any
reading time);

To be readmitted to an examination venue unless they were under approved supervision
during the full period of their absence;

To obtain, or attempt to obtain, assistance in undertaking or completing the examination
script;

To receive, or attempt to receive, assistance in undertaking or completing the examination
script.

At the completion of an Examination:

T

T

Stop writing when you are instructed to and REMAIN SEATED UNTIL ALL PAPERS HAVE BEEN
COLLECTED and you are told that you may leave the room,
Insert all answer booklets inside one of the booklets,
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9 Itis your responsibility to ensure that the invigilator receives your examination answer script,
1 A student in breach of any of the conditions relating to an examination will be referred to the
Academic Director and subject to the provisions of the Academic Misconduct Policy.

Cheating in Examinations

The penalty for cheating in examinations is a fail (F) grade for the exam and possible expulsion from
the unit.

Deferred/Supplementary Examinations

Students are reminded that deferred and supplementary examinations are not a right and are only
granted in the case of you experiencing exceptional circumstances beyond your control such as
documented illness or bereavement.

Supplementary examinations based on academic grounds are at the discretion of the Board of
Examiners.

If you wish to apply for a supplementary exam based on non-academic grounds you must apply in
writing to the Course Coordinator within three working days of the completion of the examination
and provide a medical certificate in the case of illness or personal distress.

Deferred Examinations may only be given to students who apply for Special Consideration.
Approval for Deferred Examinations

If you are granted a deferred examination the date of the examinations will be set by the Academic
Director.

Review of Final Grade

If you are dissatisfied with a final grade awarded for a unit you have a total of 20 working days from
the date of release of the formal result to go to Step Two of the Appeals Process and lodge a formal
Appeal to the IIBT Board of Examiners. If you are unsatisfied with the outcome of the Step Two you
may lodge an appeal with Australian Council for Private Education and Training (ACPET), the external

Appeal body nominated by IIBT. You can find out more at www.acpet.edu.au , or email
Student.appeals@acpet.edu.au, or call them on 1800 657 644.

Appeals

The appeals process is open to any student enrolled in an IIBT program who is dissatisfied with an
examination or assessment result. For full details about the appeals process read the Complaints and
Appeals Policy on the Student Portal.
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Satisfactory Academic Performance

[IBT is committed to the academic success of its students. Lecturers and tutors are required to
monitor student progress and proactively identify students at risk of major academic failure so they
can intervene with appropriate academic support.

IIBT is legally required to have and to implement policies relating to satisfactory student progress. The
Progress and Attendance Policy and the Students at Academic Risk Policy can be viewed on the
student portal.

Unsatisfactory AademicPaformance

Unsatisfactory academic performance is determined by a student being awarded an ‘F’ grade in a unit
of study in 50% or more of units undertaken by the student during any semester, or failing a unit
more than once.

Notification to Sudents of Failureto Meet Satisfactory Course Requirements

On results publication day the Course Coordinator advises in writing all students deemed not to have
met satisfactory course requirements. For international student visa holders, a letter of intent to
report the student to the Department of Education, is sent to the student requesting the student to
show cause within 20 days why IIBT should not report him/her to Department of Education.
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Student Orientation Checklist

Please read each section in the handbook and tick | Page | Tick | Please read each section in the handbook and tick when read | Page | Tick
when read
Privacy and confidentiality 8 Course progress 25
Fees & Charges 14 Attendance 26
[IBT Student code of conduct 16 Recognition of Prior Learning 27
IIBT Expectations 18 Language, Literacy and Numeracy 28
Student Expectations 18 Academic Misconduct 28
Classroom Behaviour 19 Assessment 30
Health and Safety 20 Appeals (academic) 35
Discrimination and Harassment 21 Viewed IIBT Refund Policy
Equity and Diversity 21 Able to access Student Portal
Complaints and Appeals 22 Able to access Student Email
Deferral & Withdrawal 23 *Attended the Student Visa Information
Session
Suspension and Cancellation 23 *Received a copy of ESOS Framework
Transfer of Student Enrolment 23 *Received information about OSHC
Under 18 years of age 24 *International Student Arrival Guide
Academic Matters 24 *Received International Pre-departure
Guide

*International Students only

Acknowledgement of Understanding

with the policies of International Institute of Business and Technology and have been provided this information on

Orientation Day and received a copy of the IIBT Student Handbook.

Student Signature:

Date:
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Diploma of Business Administration

The 1IBT Diploma of Administration (Dip BA) is ideal if you finished year 12 but were unable to go direct to
university. The Diploma has been specifically designed as alternative pathway into related Bachelor courses at
a range of leading Australian universities.

Prerequisites

Australian students — Year 12 or equivalent

International students — Australian Year 12 or equivalent
IELTS 5.5 (Academic), with no individual band below 5.0

Duration:
Two trimesters (8 months) or three trimesters (12 months)

Contact hours:
Full time — (fast track) 20 hours per week in 2 x 12 teaching week trimesters per year
Part time (Australian students only) — 12 hours per week in 2 x 12 teaching week trimesters per year

Intakes:
January, May and September in 2014

Cost:
Australian students: $8,250
International students - $19,250

Course Structure:

Business Statistics

Introduction to Accounting

Principles of Marketing

Management Information Systems

Principles of Economics

Introduction to Finance

Management in Organisations

Business Law

Professional Communications

Successful transition into university with 1IBT

Fully prepare you for entry into second year of a related Bachelor degree
Learn essential academic practices in critical thinking, analysis, writing and referencing
Highly qualified teaching professionals committed to yoru success

Case study based learning

Small interactive classes

Problem solving approaches

Caring supportive environment

Focus on written and verbal communication skills throughout the diploma
Learn the skills to prepare you for success the commercial or academic world
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Post Graduate Qualifying Program

(International Students only)

The IIBT Postgraduate Qualifying Program (PQP) is the pathway of choice for international bachelor or diploma
graduates who do not meet the academic English requirements for postgraduate studies in Australia.

The PQP has a strong focus on the English language, research methods and communication skills required for
postgraduate study in Australia. Included in the PQP is the completion of a practical Research Project which
reinforces the concepts and skills addressed throughout the course.

Course Dates:
January, May and September

Pre Requisites:
A recognised Diploma or undergraduate degree
IELTS 6.0 with no band below 5.5 or equivalent English test

CourseStructure

Academic Language and Literacy 401
Research Methods 401

Professional Communication 401
Academic Language and Literacy 402
Research Methods 402

Research Project 402

Course costs:
$18 778.00
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Swinburne Professional Year Program

(International Students only)

The Swinburne professional Year Program (PYP) aims to enhance your employment prospects in your
chosen field.

We will help you to refine your business communication and workplace skills and provide
opportunities for you to make professional connections and improve your networks.

You will gain greater understanding of the Australia workplace and culture, and experience an
industry-related work placement within an Australian company.

9 Accounting (SMIPA)
9 Information and Communication
& Technology

9 Engineering

The program includes an all-important unpaid work placement to give participants the opportunity to
experience all aspects of employment process and work practises in an Australian company.

Some of the areas covered within the program include:
Report writing

Negotiating skills

Presentation and facilitation askills

Workplace diversity and cultural awareness

Career planning (including CV writing and interview skills)
Occupational Health and Safety and Environment

Costs: From $12950 - $15 200 (depending on which program students are in)
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40649SA Certificate IVin TESOL

Teaching English to speakers of other languages

Becoming a qualified international teacher is an exciting and life-changing career move. The Certificate IV in
TESOL course is the qualification of choice for anyone wishing to:

9 Teach English around the world
1 Teach English to international students in Australia
1 Add ‘English as a Foreign Language' to their teaching portfolio

Course Dates:
To be arranged
Entry Requirments

All applicants will need to demonstrate an acceptable level of English language in both written and spoken
that enables them to undertake the course.

Applicants are required to:

1 Be a native speaker of English or; have a minimum language proficiency of IELTS with an overall
band score of at least 6.5 in all macro skills. The IELTS score should be no more than 12 months old

9 AnIELTS equivalent score with a 6.5 in all macro skills.

9 Applicants must have as a minimum year 12 or equivalent, including language-rich subjects

Have met the minimum requirements of the pre-interview task and interview.

Course Structure

The successful completion of Certificate IV in TESOL requires all five core units as well as the minimum
requirement of 6 hours of supervised and individually assessed teaching practice.

Unit Code Unit Title

AABBG Demonstrate understanding of the basic terminology of traditional grammar
AABBH Design and deliver an ESL teaching program

AABBK Design and develop an ESL learning framework

AABBL Identify and use basic grammatical concepts and traditional metalanguage
AABBM Plan an integrated lesson using communicative language teaching methodology
Course Fees $2950.00
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TAE40110 Certificate IV in Training and
Assessment

This course equips participants with the skills necessary to formally train and assess in vocational skills and
qualifications. Graduates will be able to design, implement, manage and evaluate assessment and training
systems within a workplace or in a classroom environment.

Couse Dates:
2013 —To be arranged
2014 —To be arranged

Entry Requirements:

Language, Literacy and Numeracy:

Prior to enrolment in the course, students will be required to declare they have at least year 10 equivalent
Language, Literacy and Numeracy skills.

Should the student’s level of language, literacy and numeracy required to complete the course be deemed
insufficient the student will require additional support.

Students who do not have the required level of language, literacy and numeracy skills will be referred to
external support networks to work with them on skill development in the required area/s. Students can apply
for enrolment again once they have developed skills in that area.

Course Structure:
Two weeks face-to-face delivery and then student needs to complete the assessments within 6 months.

Unit Code Unit Title

TAEDES401A Design and develop learning programs

TAEDES402A Use training packages and accredited courses to meet client needs
BSBCMMA401A Make a presentation

TAEDEL401A Plan, organise and deliver group based learning
TAEDEL301A Provide work skill instruction

TAEDEL402A Plan, organise and facilitate learning in the workplace
TAEDEL404A Mentor in the Workplace

TAEASS401B Plan assessment activities and processes
TAEASS402B Assess competence

TAEASS403B Participate in assessment validation

Course Costs:
$1,950
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Certificate IV in Business

Want to further your career in business or go to university?

The IIBT Certificate IV in Business will prepare graduates with the necessary skills in order to progress into the
IIBT Diploma of Business Administration (and then on to uni) or begin their career in a business related field.
The Certificate IV has a strong focus on customer service, marketing activities and business communication.

This course has been designed to give students the best educational advantage by providing:

Small personalised classes

Communication skills

Management skills

Marketing principles

Advanced Microsoft ski9lls

On successful completion of this course you are eligible to enter into the Diploma of Business
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Administration, which allows you entrance into second year of university at any of our partner
universities.

Course Dates/intakes:

January, May and September

Full time

22.5 hours per week

Course Sticture

There are 10 unit of competency that must be completed to achieve this qualification.

Implement and monitor WHS policies, procedures and programs to meet legislative requirements
Coordinate business resources

Analyse and present research information

Write complex documents

Develop and use complex spreadsheets

Develop team and individuals

Promote innovation in a team environment

Undertake project work

Identify risk and apply risk management processes

=4 =4 =4 4 =4 4 4 -8 -4 -

Make a presentation
Cost

Australian student: $2700
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Certificate III and IV in Academic English

University preparation Academic English Certificates Il and IV are the proven way to gain the English
requirement for direct entry into Australian universities. At IIBT you will enjoy:

9 Smaller class sizes
9 Nationally accredited program
9 Direct entry into university with a recognised qualification

On successful completion of either of these two programs graduates can enter our partner universities directly
without sitting an IELTS test. We help you access university by:

9 Accelerating your entry
9 Providing you with an affordable study option
9 Streamlining your university entry — we do the paperwork.

Course Dates:

2014
Certificate Ill — 10" February, 2" June, 15" September
Certificate IV — 10" February, 2" June, 15" September

Pre Requisites:

There are no academic requirements for either of these certificates.
English requirements:

Certificate Ill — IELTS 5.0 or equivalent English Test

Certificate IV — IELTS 5.5 or equivalent English Test

Students need to be 18 years old.

Course Structure
These courses are delivered over a 12 week period with 20 hours per week of face to face study.

Course costs:
Certificate 11l — $4820.00
Certificate IV — $4820.00
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Certificate Il and III in General English
(Written and Spoken English)

Certificates Il and Il in written and spoken English are the proven way to increase student English abilities in all
four key language skills; reading, writing, speaking and listening.

On successful completion of these programs graduates can enter our Academic English Certificate Il and IV
where they will then be able to proceed to either the IIBT Diploma of Business Administration (First year
university) or one of our partner universities.

Course Dates:

2014

Cert Il General English — 24" February, 1* August

Cert Ill General English — 6™ January, 28" April, 4™ August

Pre Requisites:

There are no academic requirements prior to enrolment in the Certificate Il or Il in General English.
English requirements:

Certificate Il — IELTS 3 or equivalent English Test

Certificate lll — IELTS 4 or equivalent English Test

Course Structure
These courses are delivered over a 20 week period with 20 hours per week of face to face delivery.

Course costs:
Certificate 1l - $7000.00
Certificate 11l - $7000.00
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HLTFA311A Apply first aid

This course deals with the skills and knowledge required to provide first aid response, life support,
management of a casualty or casualty’s, the incident and other first aiders until medical aid arrives. Many work
places require us to have a first aid certificate and some health related courses require it as a pre-requisite to
study. On completion of this course successful participants will receive a Statement of Attainment with
HLTFA311A Apply first aid. The certificate is valid for 3 years from the date of issue.

Course Dates:

2014
These courses are run on the last Friday of each month.

Friday 31° January, Friday 28" February, Friday 28" March

o

Friday Easter, Friday 30" May, Friday 27" June, Friday 25" July,

Friday 29" August, Friday 26™ September, Friday 31° October,
Friday 28" November, Other dates as required.
Other course dates can be arranged as necessary ie Saturday (these dates will be dependent on class numbers)

Business Dates:
IIBT is dedicated to meet all your first aid training requirements for your business to suit the availability of staff
and your business working hours.

Course structure

The course is divided up into three components:
Completion of a Student Workbook prior to the practical class
Full day of practical class from 9.00am -4.00pm
Completion of the First Aid Assessment paper

9 Chain of survival CarDIBP emergencies

9 Assessing the situation Severe allergic reaction

9 DRSABCD Shock

i Performing CPR Bleeding and wound care

I Demonstrate use of an automated external Burns and scalds
defibrillator Extremes of Heat and Cold

f Care of the unconscious person Poisoning ‘

1 Special techniques for children and A!tered Con'suous States
Infants CPR in special circumstances Bites and stings o

f Breathing Emergencies including choking and - Muscgloskeletal Injuries
Asthma Infection control

Reporting procedure
Course Fee

$150.00 per participant
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IELTS Intensive Training

lIBT offers industry-leading IELTS preparation courses based on demand.

Our highly experienced IELTS trainers will help you to:

Understand the structure and content of the IELTS test

Understand what band scores mean and how IELTS test performances are rated

Improve your specific skills in listening, speaking, reading and writing (Academic and General).
Maximise your IELTS examination strategies

Achieve the required IELTS scores for your migration assessmendr entry into university.

= =4 =4 =4 =9

Course structure
We offer a flexible course structure to cater for your individual needs. The course has four components:
9 The IELTS Speaking test
9 The IELTS Reading and Listening Tests (Academic and General)
9  The IELTS Writing Test (Academic and General)
9 Complete mock test of all modules of IELTS with one-on-one analysis and test performance feedback

You may choose to take all four, some, or even just one of these components based on your areas of need.

We also offer one on one private IELTS tutoring.

Course Fee
1. Initial consultation No cost
2. IELTS Intensive Course: $1000 (20 hours)inclusive of course materials
3. Per Course Component $130
4. Private lessons per hour (minimum 3 hours):  $90
5. Mock test $130 with one on one feedback session

2013 Coursdates

Available Thursday and Friday

The course is delivered 5 hours per week over 4 weeks. Other dates can be arranged as required i.e. evening
classes or weekends (these dates will be dependent on student numbers).
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Mandarin

Children have an amazing aptitude to learn another language while they are young!
Give them a head start with the fastest growing language in the world.

Children will have fun whilst learning to appreciate Chinese language and culture.

Students are divided into two classes:
2 -6 yearsold

7 —12 years old

Course costs:

$15 per session or $99 per term

Please fill out an expression of Interest Form available at IIBT reception.
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International Institute of Business and Technology (Australia) Pty Ltd
350 Albany Highway
VICTORIA PARK WA 6100

www.iibt.wa.edu.au

RTO Code: 51687
Cricos Code: 03345F

Higher Education Code: PRV12203
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