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Introduction 

About Australian Academy of Management & Science 
Australian Academy of Management & Science (AAMS) is a privately owned and run 
educational and training organisation. Its motto is to provide quality education and help 
build a useful society through Vocational Education & Training (VET). 
 
Throughout the Academy the emphasis is to achieve the objectives of the Academy with 
commitment and team spirit. The CEO, Director of Studies and the teaching staff discuss, 
evaluate and develop and implement teaching and learning curriculum for various courses 
offered at AAMS.  
 
This handbook provides overall policies of AAMS. It includes all the information that 
both the staff and students require while working or studying at the Academy. 
Appropriate sections of the information is extracted and placed in the relevant guides, i.e. 
Student and Staff Handbooks. 

 

Mission Statement and Institutional Goals 
The primary mission of AAMS is to educate the leaders of the future. Central to this 
mission are teaching and learning.  
 

Philosophy 
AAMS provides post-secondary education and educational support services to students 
interested in and capable of benefiting from programs of vocational education.  
 
The Academy prepares students for a successful life beyond Academy by promoting the 
principles of general education as set forth in the Academy’s General Education 
Statement. Students will leave AAMS with varied learning experiences and an 
understanding of the diversity of life. 
 
The Academy makes students aware of their ethical responsibilities to the community, the 
environment, and their fellow human beings. The Academy provides educational 
opportunities, resources, and programs tailored to changing social, economic, and 
technological needs. 
 

Objectives of AAMS  
�  To provide necessary skills for efficient communication and language for school 

leavers so that they can have a better choice to make effective decisions in their 
career. 

�  To enable the students to gain knowledge and develop skills in different areas of 
hospitality and hospitality management.   
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�  To develop and implement learning and teaching programs to assist students to 
meet their individual goals. This will include classroom activity, use of computer 
laboratories, self- assess and interaction with the community. 

�  To develop and implement course specific subjects which are derived from the 
need for specific learning objectives, and the syllabus and the resource list. 

�  To test and assess students’ competence in various subjects by way of 
assignments, exams and project works, class room exercises, role plays etc. in a 
way to develop interest and encourage students to learn. 

�  AAMS strives to be a learning community, held in high esteem by members of its 
communities, providing high-quality learning opportunities for its citizens.  

�  A Academy that values its employees, empowers them to work effectively, and 
monitors the results of its efforts. 

 

AAMS’s Goals (2007– 2012) 
Goal I 
AAMS will continue to make learning a high priority by clarifying and communicating 
the values of a learning community and by committing resources and energy to learning. 
In doing so, the Academy will engage the meaningful participation of students, staff, and 
other members. 
Goal II 
AAMS’s student population will reflect the demographic and cultural characteristics of 
the various communities within its district. 
Goal III 
AAMS will provide students with quality education and support services necessary for 
them to achieve transfer to direct employment, lifelong learning, personal fulfillment, 
retraining, and/or transitional skills in response to their individual educational goals. 
Goal IV 
AAMS will be responsive to the changing educational needs of students, staff, and 
external communities while maintaining high academic standards. 
Goal V 
AAMS will seek out, foster, and promote partnerships with external entities and area high 
schools/Academies that promote learning and/or meet community needs. 
Goal VI 
AAMS will expand educational opportunities to the communities it serves in order to 
ensure access by and preparation of its citizens for participation in the New Economy. 
Goal VII 
AAMS will implement an integrated assessment, planning and resource allocation 
process, which will include the measurement of specific outcomes to evaluate the 
Academy’s success in meeting its stated mission. 
Goal VIII 
AAMS will provide and maintain safe facilities in support of a positive and innovative 
learning environment for students, school, and staff through a continuous evaluation 
process. 
Goal IX 
AAMS will expand and integrate technology across teaching and learning, 
administrative, and student support services. 
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Goal X 
AAMS will seek to augment conventional funding to enhance and/or expand facilities 
and programs in support of excellence and increased opportunities for students to meet 
their academic and personal goals. 
Goal XI 
AAMS will establish a comprehensive human resources plan that will foster the 
recruitment, selection, development, and retention of Academy employees in support of 
Academy mission and learning community. 
 

ORGANISATIONAL CHART 
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Code of Ethics 
AAMS, as a member of ACPET, agrees to abide by the Code of Ethics. This code affirms the 
professional standards expected of education and training providers in relation to the management, 
marketing and delivery of education and training services.  
 

Objectives 
1. This Code is intended to fulfill the following functions: 

�  To provide students and clients with a clear statement of the standards which they can expect 
member organisations to adopt in their dealings with them, subject to equivalent provisions 
in any code or codes which the organisation has adopted to regulate dealings with its staff, 
students and other clients; and 

�  To reflect the code of conduct requirements of Commonwealth and State Government 
Agencies for accrediting and registering organisations and courses under legislation which 
funds or regulates the provision of educational and training courses including courses for 
overseas students. 

�  AAMS will adopt and maintain practices which ensure high professional standards in general 
management and the marketing and delivery of education and training services and which 
safeguard the interests and welfare of students, clients and the public. 

 

Quality Education 
�  AAMS will ensure the highest possible standards in the selection of staff and the planning 

and delivery of courses and training. 
�  AAMS will ensure that teachers and trainers are suitably qualified and have relevant industry 

experience.  
�  AAMS will maintain a learning environment that is conducive to the success of 

trainees/students/clients and ensure adequate facilities and the use of methods and materials 
appropriate to the requirements and levels at which courses are offered. 

�  AAMS will monitor their training to ensure effective delivery and continued relevance. 

Financial Standards 
�  AAMS will safeguard the funds paid by students in accordance with relevant legal 

requirements.  
�  AAMS will properly document their contractual and financial relationships with students and 

provide students and clients with copies of this documentation. Where AAMS is unable to 
provide agreed services they will make a refund to students in accordance with relevant 
Commonwealth and State legislation or ensure the provision of equivalent courses for 
overseas students in accordance with the ACPET Tuition Assurance Scheme. 

 

Student Services 
�  AAMS will ensure that all students are given appropriate orientation, and are given reliable 

and up-to-date advice on accommodation, counseling, in course placements, remedial 
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education and welfare facilities having regard to the cultural and special needs of disabled 
students and those from different backgrounds.  

�  AAMS will monitor the progress of students and ensure individualised support and 
counseling for those having difficulties with a course. 

�  AAMS will be sensitive to the specific cultural and social needs of students. 
�  AAMS will ensure that overseas students receive adequate orientation, information and 

advice on accommodation, counseling, health and welfare services, and assistance in 
accessing bridging courses or additional educational support. 

�  AAMS will insist on the maintenance of generally accepted ethical standards in the 
educational and social relations between staff and students. 

�  AAMS will respect the confidentiality and privacy of their students. 
�  AAMS understands that students and prospective students provide them with information for 

the purpose of offering and providing training and education and will not use or disclose this 
information for other purposes except with the consent of the individual concerned, in 
accordance with a legal requirement or where relevant information is routinely used or 
disclosed in a particular way and this is notified to the student at the time the information is 
collected. 

�  AAMS will assume a level of responsibility appropriate to the industry or profession for 
which AAMS provides education or training to assist graduates who have completed their 
courses to obtain employment. They will promote equality of opportunity in placement. 

�  AAMS will provide effective internal complaint resolution and grievance procedures to deal 
with students’ problems. 

 

Fair and Safe Environment 
As well being entitled to be treated with respect and given equal opportunities regardless of personal, 
social or cultural characteristics, all members of the Academy should also experience a safe work 
and study environment free from discrimination, harassment, bullying or vilification. AAMS will 
investigate all complaints within its relevant policies and in accordance with the anti-discrimination 
and other applicable laws. The Academy will not allow victimisation of complainants. 
 

Marketing and Advertising 
�  AAMS will market its education and training services with integrity and accuracy, avoiding 

vague and ambiguous descriptions of courses or the qualification or capacities required by 
students to undertake them.  

�  AAMS will avoid false or misleading comparisons with other education and training 
providers. We will avoid action which may damage the reputation of Australian education 
and training internationally. 

�  AAMS will assume responsibility for the actions of their appointed agents for marketing 
services and processing applications for overseas students. We will ensure that our agents 
and partners maintain standards of behaviour and operation in relation to joint or agency 
activities that are consistent with this code. 

�  AAMS’ marketing of our services overseas will be in a manner that is consistent with the 
educational, cultural and regulatory systems of the relevant countries.  

�  AAMS will provide accurate information about immigration and residency requirements, 
cost of living, health and welfare, opportunities for further study and language prerequisites 
for undertaking relevant courses.  
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�  AAMS will provide overseas students with details of their OSTAS membership. 
�  AAMS, in marketing its services locally, will do so in a manner that is consistent with the 

educational and regulatory systems. We will provide accurate information about cost of 
living, health and welfare, opportunities for further study and language prerequisites for 
undertaking relevant courses. 

�  AAMS will provide Australian students with details of their ASTAS membership.  
�  AAMS will obtain prior written permission from any person(s) or organisation for use of any 

marketing or advertising material which refers to that person(s) or organisation, and will 
abide by the conditions of that permission.  

�  AAMS will accurately represent its products and services that lead to AQF qualifications or 
statements of attainment, and ensure that advertised outcomes are consistent with the 
qualifications.  

�  AAMS will only advertise AQF qualifications that are within the scope of its registration and 
will not state or imply that services are within its scope of registration if they are not.  

 
Final versions of marketing and advertising materials must be authorised by the CEO before they are 
printed.  
 
The CEO has the overall responsibility for ethical marketing and advertising. This includes 
appointing and monitoring of educational agents. AAMS accepts responsibility for the actions of its 
agents in marketing its courses. Therefore, AAMS will not accept students from an agent if it is 
known or reasonably suspected that the agent is engaged in dishonest practices, facilitating the 
enrolment of students who do not comply with their visa requirements, engaged in false or 
misleading recruitment practices, using PRISMS for other than bona fide students. 
 
All agents will be equipped with the Academy’s current policies and procedures and other pre-
enrolment materials at all times.  
 

 
Code of Practice for Education Agents (latest edition) 
 
It is the responsibility of Party B, as an agent, together with the staff of Australian Academy of 
Management and Science to provide and educate the students about the code of practice of 
Australian Academy of Management and Science. 
 
Our standard refund policy on the enrolment application form under “Term and Conditions” will 
apply in all cases should the situation arise. 
 
Conditions for not accepting students recruited by agents 
Australian Academy of Management and Science will not accept students from Party B or enter into 
an agreement with Party B if it knows or reasonably suspects that Party B is:  
 

�  engaged in, or to have previously been engaged in, dishonest practices, including the 
deliberate attempt to recruit a student where this clearly conflicts with the obligations of 
registered providers under Standard 7 (transfer between registered  providers).  

�  facilitating the enrolment of a student who the education agent believes will not comply with 
the conditions of his or her student visa 
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�  using Provider Registration and International Students Management System (PRISMS) to 
create Confirmations of Enrolment for other than bona fide a student, or 

�  providing immigration advice where not authorised under the Migration Act 1958 to do so. 
 
Australian Academy of Management and Science will not accept students from Party B if the 
students fail to comply with the entry requirements of the course. 
 
Monitoring of agent’s activities 
Australian Academy of Management and Science will monitor Party B’s activities. Monitoring 
processes may include one or more of the following:  

�  regular face-to-face meetings with Party B onshore or offshore;  
�  telephone/ teleconference meetings;  
�  regular reports from Party B;  
�  surveys of students recruited by Party B;  
�  surveys of parents of the students recruited by Party B;  
�  performance benchmarks included in agreements;  
�  spot checks by Australian Academy of Management and Science, for example, observing 

Party B or its representatives at work at education fairs; or  
�  surveys of Party B or its representatives. 

 
Australian Academy of Management and Science will take immediate corrective and preventative 
action if the organisation becomes aware of Party B being: 
 

�  negligent, careless or incompetent; or 
�  engaged in false, misleading or unethical advertising and recruitment practices. 

 
Preventative action could include training sessions for Party B and ensuring that Party B  has all the 
material they need to represent Australian Academy of Management and Science accurately and 
professionally. 
 
Corrective actions may include providing additional information/ material or targeted training  in, 
for example, the expectations of Australian Academy of Management and Science. Corrective action 
may also include termination of the agreement with the education agent. 
 
Termination of the agreement 

 
In the case of either party wishing to terminate this Agreement, the party shall inform the other party 
in writing at least 30 days before termination date. Australian Academy of Management and Science 
will endeavor to maintain a professional, productive and mutually beneficial business relationship 
with Party B. If termination of this contract is required between the two parties, then, upon 
termination the two parties will together solve any resulting problems that are related to the student’s 
rights. 
 
If Australian Academy of Management and Science becomes aware of, or reasonably suspects, the 
engagement of Party B, or an employee or subcontractor of Party B, of conduct outlined in Clause 
8.1, Australian Academy of Management and Science will terminate the agreement with Party B. 
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Termination of the contract with Party B as a result of conduct outlined in Clause 8.1 may not occur 
where an individual employee or subcontractor of Party B was responsible for that said conduct and 
Party B has terminated the relationship with the employee or subcontractor. 
 

Confidential Information  
The Academy respects the confidentiality and privacy of its students, staff and other clients. AAMS 
understands that the information provided by students, staff and other clients for the purpose of 
offering and providing training and education and will not be used or disclosed for other purposes 
without the written consent of the individual concerned. Register of written consents received is 
maintained by the Financial & Accommodation Officer.  
 

Obligations to Other Education Providers  
The Academy will conduct its affairs in such a way that ensures the best interests of other Australian 
education and training providers. The Academy will not engage in misleading or deceptive conduct 
in the provision of services. 
 
The Academy will not deliberately criticise the services or quality of education or training provided 
by other educational institutes, entice students or trainees from other institutions. AAMS agrees to 
raise legitimate concerns about other colleges or institutions in the complaint and dispute resolution 
framework provided in this Code and the by-laws. 
 

Publicity 
The Academy  will only publicise facts that are adhered to the Code, which defines its obligations to 
students, the public and to other providers of education and training services and will have copies of 
this Code or an equivalent internal Code available for inspection by students and other clients upon 
request. 
 

Monitoring and Reviewing 
The Academy will review and update its codes of practice as and when required and keep the Code 
of Conduct at par with the changing legal and socio-economic conditions.  
 

Compliance with Standards for Registered Training Organisations 
The RTO has appointed a Compliance Officer with direct access to the CEO and has defined 
authority and responsibility to:  
�  Ensure that the RTO complies with the Standards for Registered Training Organisations across 

all of its operations and in all of its training and/or assessment activities, including those 
undertaken by other persons or bodies on its behalf.  

�  Ensure that the RTO provides for examination of documentation and reasonable access to all 
areas, records (including internal audit reports) and staff as required by VETAB for the purposes 
of audit.  
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�  Report to the CEO on the RTO’s compliance with the Standards for Registered Training 
Organisations, for review and as a basis for improvement.  

�  Apply to VETAB for any extension to scope of registration.  
�  Provide details, upon the request of VETAB, of all operations within its scope of registration 

including operations in other states or territories and outside Australia. 
�  Advise VETAB:  

- within 21 calendar days of commencing delivery and/or assessment outside NSW 
- within 3 months of ceasing delivery and/or assessment in a location outside NSW 

�  Provide VETAB with accurate and timely information regarding registration and compliance 
(including major changes to the RTO’s system or staffing profile, relocation of the RTO, 
financial difficulties and transfer of client records). 

 

Use of National and State/Territory Logos  
�  AAMS will use the Nationally Recognised Training (NRT) logo  
�  On AQF qualifications and Statements of Attainment issued within its scope of registration 

and in accordance with the Nationally Recognised Training (NRT) Logo Specifications   
�  AAMS will use the NRT logo only where it complies  with the requirements of specified 

standards   
�  AAMS will only use the following statement in advertisements only in respect of training 

and/or assessment within its scope of registration: 
- “Nationally Recognised Training” and/or  
- “registered by (the registering body) to issue the following qualifications…”  
�  AAMS will use the logo of the registering body (VETAB) in accordance with the registering 

body’s conditions of use  
 

Issuing of Qualifications and Statements of Attainment 
AAMS will issue AQF qualifications and statements of attainment within 14 days of course 
completion. All qualifications and statements of attainment issued by the Academy will comply with 
standards outlined in the AQF Implementations Handbook. The Academy will only issue AQF 
qualifications and statements of attainment within its scope of registration that certify the 
achievements of qualifications or industry/enterprise competency standards from nationally endorsed 
Training Packages or qualifications, competency standards or modules specified in accredited 
courses.  
 
AAMS will issue, record and report AQF qualifications and statements of attainment that:   

�  Meet the requirements in the current AQF Implementation Handbook including the national 
codes.  

�  Identifies the units of competency from Training Packages, or competencies or modules from 
accredited course that the client has attained and  

�  Identifies AAMS by its national code.  
 
The Financial & Accommodation Officer is responsible for ensuring that all qualifications and 
statements of attainment issued by AAMS are recorded in VETTrak and in the Register of 
Qualifications.   
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National and State Assessment Policies 
All assessors at AAMS should ensure they are familiar with the assessment related aspects of these 
policies. The following policies are available from the CEO’s office: 

�  The National Training Framework (NTF) 
�  The Australian Quality Training Framework (AQTF) 
�  Training Packages 
�  The Australian Qualifications Framework (AQF) 
�  State policies/ guidelines: 
�  Skills Recognition Framework for Vocational Education and Training  
�  The Guidelines for Competency Based Assessment in Vocational Education and Training in 

NSW 

Training Packages 
AAMS offers students the opportunity to undertake Hospitality and Community Services 
qualifications contained within the National Training Framework. Training Packages were 
developed to meet the need for vocational skills identified by industry in Australia. Training 
Packages are outcomes based. They describe the level of knowledge, skills and understanding that a 
person with a particular qualification can be expected to demonstrate in the workplace. 
 

Competency Based Training  
Training is focused on assisting learners to develop and demonstrate the competencies that are 
required by industry. An essential element of training is the development of skills and underpinning 
knowledge required to demonstrate competence against required standards. 
 
Competency based training ensures that: 

�  Students are assessed on their ability to obtain relevant information; 
�  Students comprehend the information; and 
�  Students are able to apply that information and understanding to a workplace situation. 

 

Competency Based Assessment 
Assessment will involve a process of collecting evidence and making judgement on whether a 
learner is able to demonstrate the competencies identified by industry as being essential for 
satisfactory performance in the workplace.  
 
Consequently, assessments compose two outcomes: 
Outcome Explanation Result 
Competent The student has achieved the status as per 

the above definition of competency. 
The student will be issued with 
a Statement of Attainment 
listing the units of competency 
they are competent in, and a 
full qualification, if completed. 

Not Yet 
Competent 

The student has not yet achieved the 
status as per the above definition of 
competency but with further learning 

The student will be given 
feedback on their performance. 
All candidates have the 
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he/she will. opportunity to appeal their 
results and to be reassessed. 

 
Monitoring and recording of student progress on an ongoing basis forms a critical part of 
competency-based training. 
 

Qualified Assessors 
The Academy staff must be competent for the functions they perform in relation to training and 
assessment, and the Academy must be able to demonstrate that trainers and assessors have the 
required competencies for the work they undertake, as well as evidence of how assessors maintain 
relevant industry experience. Hence, all assessors must be competent in:  

�  TAASS401A Plan and Organise Assessment;  
�  TAASS402A Assess Competence and  
�  TAASS404A Participate in Assessment Validation units from the Training Package for 

Training and Assessment (or equivalent competencies) and the relevant vocational 
competencies at least to the level being assessed. 

 
Assessors must also possess any other requirements noted in the relevant Training Package 
Assessment Guidelines (e.g. industry knowledge or experience). 
 
All trainers must be competent in the Certificate IV from the Training Package for Assessment and 
Workplace Training (or equivalent competencies) or must be under the direct supervision of a person 
with these competencies, and the relevant vocational competencies at least to the level being trained. 
 
AAMS has appropriate written procedures and materials on areas such as recruitment, induction and 
professional development. The Academy is responsible for ensuring that all assessors are provided 
with a full induction and ongoing professional development to ensure they undertake quality 
assessments at a high level and in accordance with National and State policy. The Academy’s 
induction process will include information on the SIT07 Hospitality Training Package and the 
CHC08 Community Service Training Package. 
 

Continuous Improvement 
The Managing Director is responsible for ensuring the internal audit is conducted and opportunities 
for improvement are acted upon every six months. The Academy will collect and analyse student 
feedback after each module. The Academy will use this data to focus on continuous improvement.  
 
An internal audit team is steered by the Managing Director.  
  
When participating in the internal audit, staff are required to complete the Internal Audit Checklist 
and report by collecting objective evidence.  The following processes are to be followed to ensure 
that the stated policies and procedures of AAMS are being circulated, understood and implemented 
consistently throughout the school and that these procedures are compliant with the standards: 
 
�  Examining documents and systems as policies and procedures, student handbooks, relevant 

components of business plans, trainers/assessor qualifications  
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�  Examining records of actual training conducted  
�  Perusing a sample of student files  
�  Analysing resources for delivery and assessment required by the relevant Training Package or 

course, including assessment tools  
�  Questioning the auditee to further explore evidence  
�  Holding interviews with management, trainers and students  
�  Observing processes such as assessment and learning activities, and  
�  Looking at facilities and observing training and assessment activities  
 
Staff and student feedbacks will form part of the internal audit process. Students are asked to give 
feedback on the overall course workload, their trainers and assessors, assessment tools, course 
outcomes etc. Staff are asked to give their feedback on the course, resources, timing, facilities, areas 
of improvement, professional development and general assessment of students coping with the 
course. These forms will be collected at the end of each module / unit by the Managing Direcor and 
form part of internal audit process.  
 
Following each internal review, copies of the audit recommendations prepared by the Managing 
Director will be forwarded to the CEO. Minutes of staff meetings and recommendations will also be 
forwarded to the CEO. These documents will form the basis of quality improvement across the 
Academy and the changes to the policies and procedures.    
 

Compliance with Commonwealth, State/Territory Legislation and 
Regulatory Requirements 
AAMS adheres to the following Acts: 
 
·  Equal Employment Opportunity/Affirmative Action  
·  Anti Discrimination Act (ADA) 1977  
·  Disabilities Service Act 1993  
·  Occupational Health and Safety Act 2000  
·  Vocational Education and Training Accreditation Act 2005 
·  Privacy and Personal Information Protection Act 1998  
·  Copyright Act 1968 
 
Copies of the Acts are available from the Managing Director to both staff and students. 
 

Equal Employment Opportunity (EEO) 
The rights and responsibilities of AAMS staff in relation to Equal Employment Opportunity (EEO) 
are prescribed by both state and federal legislation. 
 
EEO aims to provide a working environment where all staff and prospective staff have fair and equal 
access to employment opportunities and benefits, and are not inhibited or prevented from taking up 
those opportunities and benefits through the operation of arbitrary barriers. 
 
AAMS is determined to maintain itself as an institution of academic excellence and high quality.  
Implicit in that objective is a commitment to maintaining an environment free from illegal 
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discrimination and retaliation.  The Academy is also committed to meeting the provisions of all state 
and federal equal employment opportunity laws.         
                  
The Academy strives to create a campus environment which understands, fosters, and embraces the 
value of diversity among students, school and staff.  Diversity encompasses differences in race, 
colour, religion, sex, national origin, age and disability.  The Academy is committed to the belief 
that all persons are to be valued for their individual characteristics, talents and contributions. At 
AAMS individuals are to be judged on the basis of relevant training, skills, experience, and 
performance, and not on criteria irrelevant to the performance of their jobs.   
 
Further AAMS is committed to Affirmative Action (AA).  AA involves necessary special efforts to 
search for qualified women, minority, disabled veteran who may have been excluded from equal 
access to opportunities, to ensure that they are considered for available positions along with other 
qualified applicants.   
 
For a full copy of the act please visit the Law Link website at: 
http://www.lawlink.nsw.gov.au/lrc.nsf/pages/r92toc 
 

Anti Discrimination Act (ADA) 1977 
EEO Policy of AAMS operates under Part 9A of the Anti-Discrimination Act 1977. 
 
The main objects of Part 9A of the Act are: 

·  To eliminate and ensure the absence of discrimination in employment/education on the 
grounds of race, sex, marital status and physical impairment; and 

·  To promote equal employment opportunity for women, members of racial minorities and 
physically handicapped persons. 

 
Complaints should be addressed to the CEO of AAMS.   
 
A complaint relating to alleged violations of the act may be made in writing or orally to the CEO.  
The complaint must include the name and address of the person filing the complaint and must briefly 
describe the alleged violation of the regulation.   
 
An investigation, as may be appropriate, shall follow a filing of the complaint.  The investigation 
shall be conducted by the CEO.  This procedure shall, through informal but thorough investigation, 
afford all interested persons and their representatives, if any, an opportunity to submit evidence 
relevant to the complaint.  
 
A written determination as to the validity of the complaint and a description of the resolution, if any, 
shall be issued by the CEO and a copy forwarded to the complainant no later than 15 days after its 
filing. The CEO is required to maintain Register of Complaints which documents all formal 
complaints and their resolutions.  
 
The complainant can request a reconsideration of the complaint in instances where he/she is 
dissatisfied with the initial resolution. The request for reconsideration should be made to the CEO.   
 
For a full copy of the act please visit Law Link website at: 
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http://www.lawlink.nsw.gov.au/lrc.nsf/pages/r92toc 
 

Disability Services Act 1993 
The right of people with disability – past, present, future, actual or presumed – not to be 
discriminated against in the workplace is covered by the Disabilities Services Act 1993. 
 

Occupational Health and Safety Act 2000 
AAMS is committed to provide a safe working environment for its students and staff members. The 
Academy adheres to Occupational Health and Safety (OH&S) Act 2000.  
 
The objects of this Act are as follows:  

�  To secure and promote the health, safety and welfare of people at work,  
�  To protect people at a place of work against risks to health or safety arising out of the 

activities of persons at work,  
�  To promote a safe and healthy work environment for people at work that protects them from 

injury and illness and that is adapted to their physiological and psychological needs,  
�  To provide for consultation and co-operation between employers and employees in achieving 

the objects of this Act,  
�  To ensure that risks to health and safety at a place of work are identified, assessed and 

eliminated or controlled,  
�  To develop and promote community awareness of occupational health and safety issues,  
�  To provide a legislative framework that allows for progressively higher standards of 

occupational health and safety to take account of changes in technology and work practices,  
�  To protect people (whether or not at a place of work) against risks to health and safety arising 

from the use of plant that affects public safety.  
 
Practice evacuations of the building will be undertaken periodically. Trainers are responsible for safe 
working conditions within their control, using equipment provided for health and safety purposes, 
obeying instructions given in relation to health & safety; and assisting with the maintenance of a 
clean and safe environment. 
 
The Academy, as an employer and service provider, owes a legal duty of care to provide a safe and 
healthy working environment for all its employees and students. In addition, all establishments have 
a common law duty of care to ensure the safety and protection from injury for any person. 
 
The Academy has an active OH&S induction policy. All trainers are required to explain this policy 
to students during the first or second class of each subject. An information sheet of the OH&S 
induction policy for staff is given in. 
 
Staff should take time to read the emergency evacuation plan given. During emergency, trainers 
should take control of the students whom they are teaching and lead them to exit the premises in an 
orderly fashion.  
 
For a full copy of the act please visit Work Cover website at: 
http://www.workcover.nsw.gov.au/LawAndPolicy/Acts/ohsact.htm 
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Vocational Education and Training Act 2005 
AAMS is committed to adhere to the provisions of Vocational Education and Training Act (2005) 
related to the registration and conducting of its activities.  
 
For a full copy of the act please visit VETAB website at: http://www.vetab.nsw.gov.au 
 

Privacy and Personal Information Protection Act 1998 
AAMS adheres to the Privacy and Personal Information Protection Act 1998 (PPIP Act) includes 
information protection principles, establishes methods for enforcement of privacy, establishes a 
mechanism for complaints if you think that your personal information has been mishandled. 
 
At AAMS without the written consent of the student information about them will not be disclosed to 
third parties, except where the disclosure is required:  

�  To comply with a judicial order or a lawfully issued subpoena according to the directions of 
the Academy’s legal counsel.  The Academy will make a reasonable attempt to notify the 
student in advance when non-directory information is to be released in response to subpoenas 
or court orders.   

�  If required by a State law requiring disclosure.  
 
Where a student consents to disclosure of information, this consent is kept on the Register of 
Consents maintained by the Financial & Accommodation Officer.  
 
For full copy of the act please visit Law Link website at: 
http://www.lawlink.nsw.gov.au/lrc.nsf/pages/r92toc 
 

Copyright Act 1968 
The Academy complies with the relevant copyright legislation. It is the responsibility of both staff 
and students to follow these rules and regulations. Staff and students are reminded that the use or 
copying of printed material, software or other intellectual property must be undertaken in 
compliance with the Copyright Act. The Academy prohibits use of any software, where ownership 
cannot be proven, since the use of such software may violate copyright act. 
 
There are restrictions on photocopying of articles or textbooks for academic purposes. The Academy 
prohibits photocopying of material which may infringe copyright. AAMS students and staff should 
follow the provisions of “Copyrights for Educational Purposes”.  
 
Important aspects of this provision are: 
 
Periodicals: One or more articles in each issue of a periodical publication (such as a newspaper or 
magazine) relating to same specific subject matter. 
 
Books: Up to 10% or one chapter of a book. 
 
Anthologies: Any work in a collection of works provided: (a) the work being copied has not been 
separately published; (b) whether a work is separately published or not, it does not exceed 15 pages 
in length. 
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Out of Print Works:  Up to the whole of any work if the educational institution has checked with its 
supplier that the work is not available for purchase within fourteen (14) days (or six (6) months for 
the textbooks) at the price the educational institution would normally pay. 
 
A copyright owner is entitled to take legal action against a person who infringes copyright. Unless 
permitted either under the statutory licenses contained in the Copyright Act 1968 any unauthorised 
copying of a work in which copyright exists may infringe the copyright in that work.  
 
Most up-to-date information on the Copyright issues can be found on the Australian Copyright 
Council’s web site (http://www.copyright.org.au). 
 

Impact on Staff and Students 
The CEO will ensure that staff are kept informed about legislation applicable to them via staff 
meetings, emails, newsletters and the like.  
 
The CEO will also ensure that students are kept informed of legislation that affects their 
participation in VET (e.g. RPL, mutual recognition, appeals, etc) via student handbooks and guides, 
posters, brochures, and trainers.   
 

Complaints and Appeals 
Any person wishing to make a complaint against the Academy concerning its conduct as an RTO, or 
any academic result, whether a complaint, appeal or other matter, shall have access to the complaints 
procedure. Each appeal is heard by an independent person or panel. All formal complaints will be 
heard and decided within 15 working days of the receipt of the written complaint by the Academy. 
The CEO will keep a Register of Complaints which documents all complaints and their resolutions. 
The CEO will also ensure that each appellant: a) has an opportunity to formally present his or her 
case; b) is given a written statement of the appeal outcomes, including reasons for the decision.  
 

Complaints Procedure  
Persons with a complaint concerning the manner, in which the Academy conducts its responsibilities 
as an RTO, have access to the following procedure:  
 
Informal complaint:  

1. The initial stage of any complaint shall be for the complainant to communicate directly with 
the operational representative of the Academy, e.g. the trainer, who will make a decision and 
record the outcome of the complaint. The record must be submitted to the Director of Studies 
for filing.  

2. Person(s) dissatisfied with the outcome of the complaint to the trainer may then complain to 
the Director of Studies, who will make a decision and record the outcome of the complaint. 
The record must be submitted to the CEO for filing. 

3. Person(s) dissatisfied with the outcome of the complaint to the Director of Studies may 
initiate a formal complaint. 

 
Formal complaint to the CEO:  
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1. Formal complaints may only proceed after the informal complaint procedure has been 
finalised. 

2. The complaint and its outcome shall be recorded in writing. The record must be filed by the 
CEO. 

3. The complainant shall be given an opportunity to present his/her case to the CEO and may be 
accompanied by one other person as support or as representation. 

4. The relevant staff member shall be given an opportunity to present his/her case to the CEO 
and may be accompanied by one other person as support or as representation.  

5. Each party may be accompanied and assisted by a support person at any relevant meetings 
6. In the event of the issue being unresolved the process will be referred to an independent 

person.  
 
Complainants can choose to have their complaints resolved by an independent panel such as ACPET 
or an independent mediator.  
 

Appeals 
In the case of an appeal, including appeals in relation to academic results, a meeting is arranged 
between the appellant and an independent RTO representative who has no connections with the 
appeal. Prior to the meeting the Academy will contact the appellant and inform them of the person(s) 
hearing their appeal, date and time of meeting.  This allows the appellant the opportunity to request 
changes either to appeals person(s), date or time of meeting.  An agenda for the Appeal Meeting will 
be distributed to all people attending the meeting, prior to the meeting. 
 
The process commences within 10 working days of the formal lodgement of the complaint or appeal 
and supporting information and all reasonable measures are taken to finalise the process as soon as 
practicable. Under normal circumstances appeals are to be resolved within 5 working days or within 
a maximum of 14 working days if a meeting is required. 
 
A written outcome outlining decisions made and the reasons for such is sent to the student as a 
record. A copy is kept in the student’s file and the Register of Complaints. 
 
If during the appeal process it is found that students’ appeal in relation to academic results has a 
genuine ground a re-assessment will be made available and students will be contacted by the CEO.  
 
If the outcome has a direct impact on existing policies and procedures, amendments are effected. 
These are to reflect overall integrity and consistency of operational procedures. 
 
The Academy will advise the student of his or her rights to access the external appeals process in the 
event that the student is dissatisfied with the resolution proposed by the Academy. An independent 
mediator can be appointed at no extra cost to the student. The Academy will nominate appropriate 
persons to act as mediator to facilitate resolution of formal complaints. Persons nominated must have 
a thorough knowledge of the Academy policies and procedures. In some circumstances an external 
mediator may be used. 
 
If the student chooses to access the complaints and appeals processes, the Academy will maintain the 
student’s enrolment while the complaints and appeals process is ongoing. If the internal or any 
external complaints handling process results in a decision that supports the student, the registered 
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provider must immediately implement any decision and /or corrective and preventive action required 
and advise the student of the outcome. 
 
Contact details of an external mediator: 
Steve Lancken 
PO Box 3067 
Marrickville 2204 
Ph: (02) 9590 4373 
M: 0418 272 449 
F: (02) 9590 4374 
Email: steve@resolvingmatters.com 
Web: www.resolvingmatters.com 
 
Furthermore, students are free to involve an independent third party at any stage of the procedure 
and they are free to take the matter to the Department of Fair Trading or any other relevant body.  
 
Contact details for the Department of Fair Trading: 
Head Office 
1 Fitzwilliam St 
Parramatta NSW 2150 
Call 13 32 20 for all fair trading enquiries 
Language assistance 
Telephone 13 14 50 and ask for an interpreter in your language. 
Tel: 61 2 9895 0111 Fax: 61 2 9895 0222 TTY: 1300 7 404 
 

Risk Identification and Management  
The Compliance Officer is responsible for assessing and managing risks associated with all aspects 
of the Academy’s operations, including that as an RTO.  
 
AAMS will document and implement procedures to identify and manage risks concerned with 
compliance with the Standards for Registered Training Organisations and correct and prevent any 
failure to comply with the standards, quality system, policies or procedures. 
  

1. Staff involved in the delivery and assessment of courses covered under the Scope of 
Registration will be provided with an induction kit and a copy of the Standards for 
Registered Organisations.  

2. Staff will be provided with a copy of the VET policies and procedures.  
3. Staff will meet at least once every semester to discuss issues related to compliance with the 

standards.  
4. Recommendations from these meetings should be referred to the Compliance Officer.  
5. Transfer some of the risk to a third party (e.g. by financing the risk through insurance).  
6. Avoid the risk entirely by eliminating the risk-producing activity.  

 



 

 
16/05/2011 Committed to Education and Learning  Page 23 of 72 

Effective Administrative and Records Management Procedures 

Financial Records 
All financial documents are kept at the Academy’s premises for one financial year after the annual 
audit is completed. They are sent to an offsite storage facility and kept for seven years, and then 
destroyed. The Finance Administration Officer is responsible for this function.  
 

Student Records  
It is the responsibility of the Student Support Officer to document and implement procedures to 
assure the integrity, accuracy and currency of records.  
 
Upon receipt of documentation from students (this includes enrolment applications and any 
supporting documentations submitted by the student for the Academy’s consideration) the Student 
Support Officer must ensure that they are scanned and saved on the Academy’s network for future 
references. These soft copies of documents are backed up as part of the network back up process on 
a regular basis by the IT Officer. The back-up tapes are kept in an onsite secure storage. Hard copies 
of documentations are sent to an offsite storage facility once every term to free up the Academy’s 
site.  
 

Student records retained by the Student Support Officer must include the following 
information as a minimum: 

�  Student’s current residential address and contact details 
�  Current enrolment status 
�  Course / qualification 
�  Course commencement date 
�  Duration of course 
�  Course fees paid (whether it was full or partial payment) 
�  Balance of payments receivable 
�  Unit titles and codes completed to date 
�  Unit results and date of completion 
�  Copies of any written agreements between the Academy and the student  
�  Whether consent has been given to disclose information to third parties 

 
The Student Support Officer must ensure that all student records are entered in VETtrak and hard 
copies of documentations are scanned and saved on the Academy’s network. The Academy’s 
network is backed up on a regular basis by the IT Officer. The back up tapes are kept in an onsite 
secure storage for two years (4 terms) and then sent of to an offsite storage facility and kept for 28 
years. All records of students (both soft and hard copies) who apply, enroll and attend must be kept 
safely for 30 years in total.  
 
Trainers are required to submit students’ result after each assessment has been completed to the 
Student Support Officer to be entered into VETtrak and filed in students’ paper files.  
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Retrieval of Records 
Where retrieval of records is required a written request must be made to the Finance Administration 
Officer stating the reason (e.g. re-issue of qualification or statement of attainment) two weeks prior 
to the required date. The Finance Administration Officer must ensure that all retrieved records are 
kept on the Academy’s premises at all times and then sent back to the offsite storage facility within 
two working days of completion of usage.  
 
In the event of closure of AAMS the Finance Administration Officer must ensure that transfer of 
records is consistent with state or territory registering body requirements.    
 

All Other Records 
The Finance Administration Officer must also ensure that retention, archiving, retrieval and transfer 
of all other records is consistent with contractual and legal requirements and the requirements of the 
state or territory registering body.  

Document Retention Schedule 
Item Minimum Period to 

Archive 
Notes 

Student results – Record of AQF 
Qualifications and Statements of 
Attainment, summary form of final results 
to be awarded to students for each 
component of study 

30 years AQTF Standard 
4.1.ii 
May be required 
for audit in the 
year following 
collection 

Financial records 
 

7 years Accountant 

Records consistent with VETAB 
contractual and legal requirements 
Record of daily/class attendance, enrolment 
forms, roll books, attendance forms, 
correspondence regarding attendance/ 
nonattendance, medical certificates, 
withdrawal forms, completed assessment 
tasks, moderation and validation records 

Temporary 
Destroy 2 years after 
the student ceases to 
be a student 
 

AQTF & CRICOS 
 

Interim Assessment Compilation 
Interim results form part of a final result 
(e.g. script books, practicum reports, 
completed assessment papers, assessable 
works, uncollected assignments) 

Temporary 
6 months following 
conclusion of 
administrative use 

May be required 
for audit in the 
year following 
collection 

Policy and Planning Documents Review every year, 
then archive for a 
period of 5 years. 
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Disclosure of Records 
AAMS may disclose information from a student’s education records only with the written consent of 
the student, in the following circumstances:  

�  To school officials who have a legitimate educational interest in the records. 
�  A school official is a person employed by the Academy in an administrative, supervisory, 

and academic or research, or support staff position; a person elected by the Academic Board; 
a person employed by or under contract to the Academy to perform a special task, such as the 
attorney or auditor.   

 
A school official has a legitimate educational interest if the official is:   

�  Performing a task that is specified in his or her position description or by a contract 
agreement.   

�  Performing a task related to a student’s education.   
�  Performing a task related to the discipline of a student.  
�  Providing a service or benefit relating to the student or student’s family, such as health care, 

counselling, job placement or financial aid.   
�  To officials of another school, upon written request, in which a student seeks or intends to 

enrol.   
�  To certain officials of Australian Department of Education, and State and local educational 

authorities, in connection with certain State or Federally supported education programs.   
�  In connection with a student’s written request for or receipt of financial aid, as necessary to 

determine the eligibility, amount or conditions of the financial aid, or to enforce the terms 
and conditions of the aid.   

�  To organisations conducting certain studies for or on behalf of the Academy.   
�  To accrediting organisations to carry out their functions.   
�  To appropriate parties in a health or safety emergency.   

 
Without the written consent of the student’s information about them will not be disclosed to third 
parties, except where the disclosure is required:  

�  To comply with a judicial order or a lawfully issued subpoena according to the directions of 
the Academy’s legal counsel.  The Academy will make a reasonable attempt to notify the 
student in advance when non-directory information is to be released in response to subpoenas 
or court orders.   

�  If required by a State law requiring disclosure.  
 
Where a student consents to disclosure of information, this consent is kept on the Register of 
Consent maintained by the Financial and Accommodation Officer.  
 

Attendance Records 
Our programs will challenge students’ resolve and endurance. They are fundamentally module-based 
programs requiring a steadfast commitment and completion of all modules. Regular and punctual 
attendance at classes is required for successful completion of accredited programs. Students who do 
not display regular attendance at their training program may be required to attend a disciplinary 
meeting. If a student fails to complete all program modules they may be ineligible for a “competent” 
in that subject. In the event of extended absence due to ill health or personal reasons, students will 
need to discuss their position with the Director of Studies.  
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International students are required to maintain a minimum of 80% attendance to comply with the 
conditions of their student visas. Attendance criteria shall be communicated to students in writing 
during the first week of each semester as part of the Student Induction Checklist. Students who are at 
risk (breaching their visa conditions) will be informed by the Director of Studies in writing. For 
more information please refer to International Student Handbook.  
 
Trainers are required to maintain an Attendance Register for each class. Both the trainer and the 
student must sign off this form as a proof of attendance. Attendance Forms (Form 7) are then 
submitted to the Student Support Officer to be entered into VETtrak. The Director of Studies will 
review the Attendance Register every fortnight.  
 

Assessment Records 
An accurate record of academic performance and attendance must be kept for each student. To 
achieve this standard trainers are required to keep record of assessments for each student for each 
module.  
 
Both the trainer and the student must sign off the Assessment Records Form (Form 65). Assessment 
Records Forms are then submitted to the Student Support Officer to be entered into VETtrak at the 
end of each module. The Director of Studies is responsible for checking student files to ensure that 
records have been monitored on a fortnightly basis to identify any students who are not maintaining 
satisfactory academic progress.  
 

Warning Letter Procedure 
Students who are absent for more than five (5) consecutive days without approval and/or with 
unsatisfactory academic progress in one or more modules are contacted by the Director of Studies 
and referred to the Welfare Officer for counselling, if required.  
 
When the attendance of a student on a student visa declines to 90%, and then 80% of the total classes 
she or he should have attended, and/or with unsatisfactory academic progress, AAMS policy and 
procedures require the Director of Studies to issue the student with a warning letter.  

 
Students with below 80% attendance, or with unsatisfactory academic performance and or with 
outstanding fees will be reported to DIAC and required to attend a meeting with a DIAC official 
when requested. Students must continue to attend college until requested by DIAC to attend a 
meeting.  
 
The Director of Studies should follow the procedure below to ascertain whether a letter should be 
sent:  

1. Ensure that the student’s attendance has reached the level of 90% or less. 
2. Ensure that the student has made an unsatisfactory academic progress in one or more 

modules. 
3. Determine that the student holds a student visa using the following steps: 

�  Check VETtrak records for visa type and expiry date 
�  If in doubt, check the student data on VETtrak against the student’s paper file 
�  If the student’s visa status is still unclear, check information regarding the student’s 

visa available on PRISMS 
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4. If the information confirms that the student is on a student visa and attendance has dropped 

below 95% but above 82%, and/or has made an unsatisfactory academic progress in one or 
more modules then send the warning letter. 

5. Before sending the student subsequent warning letters, conduct a check as per steps 1, 2 and 
3 above. 

6. When the student’s attendance drops irreversibly below 80% and/or the student is not 
improving their academic performance ensure that the warning steps have been followed but 
that attendance will not reach the acceptable level. 

7. Send lists of all students receiving warning letters by email to the CEO once the warning 
letters have been produced. 

8. Inform the Compliance Officer of all students not complying with their visa conditions to 
enable a prompt reporting to the Department of Immigration and Citizenship visa PRISMS.  

 
Students with below 80% attendance, or with unsatisfactory academic performance and or with 
outstanding fees will be reported to DIAC and required to attend a meeting with a DIAC official 
when requested. Students must continue to attend college until requested by DIAC to attend a 
meeting.  
 

Notifying Department of Education, Employment and Workplace Relations (DEEWR) 
/ Department of Immigration and Citizenship (DIAC) 
The Compliance Officer will ensure that DEEWR is notified, within 14 days,  

1. Of the details of each accepted student which includes: 
�  Student’s full name, gender, date of birth, nationality, country of birth 
�  Amount of money paid before confirmation of enrolment 
�  Whether premiums have been paid for health insurance 
�  An estimate of the total amount the student is required to pay to undertake the course 
�  The number of the visa if the student holds an Australian visa 
�  The office where the student’s application for a student visa was made or is expected to 

be made 
�  The student’s passport number if the student was in Australia when he/she became an 

accepted student 
�  The CRICOS course code 
�  Any English language proficiency test undertaken and the score achieved 
�  Starting date 
�  Day accepted student is expected to complete the course 

 
2. Termination of studies by an accepted student before completion of the course 
3. Changes to identity or duration of any accepted student’s course 
4. Any other prescribed matters  
5. Prescribed information about an accepted student who does not commence on the nominated 

date, must include 
�  Student’s full name, gender, date of birth, nationality, country of birth 
�  CRICOS course code 
�  Agreed starting day and day when course is expected to be completed 
�  The office where the student’s application for a student visa was made 
�  Current residential address 
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Any subsequent change to the student’s enrolment will be communicated to DIAC via PRISMS by 
the Compliance Officer.  
 
The Compliance Officer will also notify DEEWR and DIAC (via PRISMS) of any breaches by an 
accepted student of a student visa condition related to attendance or satisfactory academic 
performance as soon as practicable. (More information on page 27) 
 
The Director of Studies will be involved at this stage to communicate the situation to the student in 
question. 
 
The student will be notified of such breaches by the Director Studies. The notice of breach will: 

�  Contain particulars of the breach (e.g. unsatisfactory academic performance) 
�  State that the student is required to attend before an officer within 28 days in order to explain 

the breach 
�  State that the photo identification is required at the meeting 
�  Set out the effects of such a breach 

  
Director of Studies is responsible for making all AAMS trainers aware of the importance of 
attendance and satisfactory academic performance requirements of overseas students and are 
required to submit their signed Attendance Records (Form 7) on a daily basis and Assessment 
Records Form (Form XX) after each module to enable the Academy to perform its duty to notify 
DIAC and the student in questions of lack of attendance and unsatisfactory academic performance.  
 

Repeating Subjects 
Students are not permitted to repeat a subject more than once within the duration of their course. 
Students with not yet competent results at the completion of their course will be able to re-register 
into their course to complete these subjects. If overseas students are required to repeat units in the 
final semester, they are not required to be enrolled full time.  

Document Version Control 
All staff at AAMS who develop or review documents must comply with the AAMS version control 
conventions. The Student Support Officer must ensure that version control procedures are in place 
and materials are reviewed for currency on an ongoing basis, and that the Version Control Register 
is updated for the following information: 

�  Document name 
�  Issue date 
�  Document owner 
�  Document location 

 
Central document filing cabinet is kept at the Academy’s premises which includes materials such as 
training packages, learning materials, legislations and staff have ready access to materials relevant to 
their positions. It is the Student Support Officer’s responsibility to check the materials before they 
are filed and to keep the document filing cabinet up-to-date, and ensure that all persons required to 
perform any function under the Academy’s scope of registration have ready access to all necessary 
current materials.   
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All reviewed documents must have a date entered in the footer as per AAMS conventions. Details of 
revised documents, date of latest version and changes made are entered in the Version Control 
Register. 
 
Old versions of documents will be disposed of if obsolete, or retained if necessary to demonstrate 
continuous improvement.  
 

Access by Students to Their Personal Records 
Students can gain access to the personal information held by the Academy and provide any 
necessary corrections by submitting a written request to the Financial & Accommodation Officer.  
 

Financial Management Procedures 
1. Ensure that AAMS complies with its financial management policies. 
  
The Financial & Accommodation Officer has the responsibility and authority for day-to-day 
compliance with AAMS financial policies. The Financial & Accommodation Officer reports 
directly to the CEO on overall performance on these financial policies. The authority and 
responsibility for this role are shown on the organisational chart. 
  
2. Monitor and report on compliance with its financial management policies and procedures, for 

review and as a basis for improvement.   
  
The Financial & Accommodation Officer has ongoing responsibility for day-to-day monitoring 
and reporting on AAMS financial policies. Internal audits are completed twice a year as part of 
the AQTF risk assessments and are managed by the Financial & Accommodation Officer. 
  
3. When requested, provide the State or Territory registering body that has registered it with a 

formal assurance that the Academy has sound financial management standards for matters 
related to the Academy’s scope of registration and scale of operations. 

  
The Financial & Accommodation Officer has the responsibility and authority to provide 
State/Territory registering bodies with requested financial information in accordance with 
AAMS’s scope of registration. 
  
AAMS financial accounts are audited annually by qualified accountants appointed by the CEO. 
If requested, the State/Territory registering body may view the Academy’s annual accounts.  
 
If requested by the State registering body AAMS will obtain a full financial audit report from an 
independent qualified accountant and make this report available to the registering body. In 
obtaining this report AAMS will seek reasons why the State registering body requires this report 
and whom they recommend to conduct the audit. AAMS will also request that the State 
registering body provide such a request in writing.  
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Protection of Fees Paid in Advance 
Fees received and payment methods are clearly documented in the Academy’s marketing course 
materials and the student handbook. Student / client paying fees to the Academy will be issued with 
a date stamped receipt as proof of receipt of monies. 
 
A Trust Account has been established with National Australia Bank for the protection of tuition fees 
paid in advance. Fee payments or approved refunds to students must be linked to this Trust Account. 
  
Funds can be withdrawn from this account only on a pro rata basis as the student consumes the 
amount via tuition. An example of a pro rata calculation (i.e. total course fees paid divided by the 
number of weeks that the student has been enrolled in the Academy) is provided below.  

 
A student has paid $9,900 for a Certificate III course that runs for forty (40) weeks, and the student 
has been enrolled for four (4) weeks. The pro rata calculation would be: 

  
 (4/40) x 9900 = $990 
  

In this example, after four (4) weeks of tuition the Financial & Administration Officer is permitted to 
submit a request to the CEO for the transfer of $990 from AAMS Trust Account to AAMS Pty Ltd 
Cheque account. 

  
Withdrawals from the AAMS Trust Account are only permitted with a request from the finance 
department and proof of consumption (copy of enrolment form) of fees by the enrolee. 

 
The CEO is the sole signatory of Trust Account.  
  

Refund Policy  
AAMS’s Refund Policy applies to both commencing and re-enrolling students. All requests for 
refunds must be lodged in writing to the Chief Executive Officer; The Organisation respects and 
protects the rights of its students in accordance with the Privacy Act.  
Should a student claim a refund, the CEO will review the claim in accordance with AAMS’s Refund 
Policy and make a decision. In the event that a refund is given AAMS will refund all or partial fees 
based on the Refund Policy.         
                                               
Any person claiming a refund will be requested to obtain a Refund Request Form (#43) from the 
administration office to complete and submit to the CEO for review and authorisation.  Refund 
applies only to tuitions fee and will only be paid to the applicant in Australian Dollars. Where a 
refund has been deemed payable the payment will be made within 14 days. Where a student’s Visa 
has not been granted, a full fee refund less the $250 administration/ application fee will be granted.                                           
False or misleading information provided by the student prior to or during their course of study 
automatically disqualifies the student from any refunds.     
 
 This policy does not remove the students’ right to take further action under Australia’s consumer 
protection laws. The students are able also to pursue other legal remedies that are appropriate.      
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1. Refund Policy for Local Students                                              

Full Refund of Tuition Fee 
A full refund will only be granted under the following circumstances: 
�  AAMS is unable to provide the course for which an offer has been made 
�  The student is unable to commence or continue to study due to death or serious illness 
�  The student is not permitted to enrol or re-enrol at AAMS, because of failure to meet the 

prerequisite for the qualifications, or failure to meet the terms of a conditional offer 
�  AAMS defaults 
                                                                                                 
Applications for a total refund under the above grounds must be lodged prior to the commencement 
of the term for which the offer is made.                                                                                                           
 
AAMS defaults when:  
·  The course does not start on the agreed starting day, or  
·  The course ceases to be provided before it is completed.  
·  The course is not provided in full to the student.  

Partial Refund of Tuition Fee 
A partial refund of tuition fees will only be granted under the following circumstances: 
�  The CEO, after consideration of the application and documentation, determines that exceptional 

circumstances apply.  
�  An offer of a place is withdrawn by AAMS where the offer was made on the basis of incorrect or 

incomplete information supplied by the applicant. In such cases, 75% of the fee paid will be 
refunded. 

The amount of partial refund is determined as follows: 
�  If a request for a refund is given to AAMS eight (8) or more weeks before the commencement of 

the term then the student will receive a refund of 75% fees paid for that term. 
�  If a request for a refund is given to AAMS less than eight (8) weeks of the commencement of the 

term then the student will not receive any refund of fees paid for that term.  
�  If a student withdraws from the course for whatever reason after the start of the term the student 

will not be eligible for a refund of any of the course fee.  
�  This Agreement does not remove the student’s right to take further action under Australia’s 

consumer protection laws. 
�  Students are able to pursue other legal remedies where in disagreement with the Academy’s 

decision regarding their tuition fee refund.  

2. Refund Policy for Overseas Students 
Refunds paid if AAMS defaults: 
�  All fees paid by the student including any administration fees will be refunded within two (2) 

weeks after the default day 
�  AAMS, as a member of the ACPET OSTAS, if unable to fulfill its obligations to complete a 

course, the student will be offered a no cost enrolment (i.e. no administration/enrolment fee) into 
another ACPET OSTAS member college 

�  Students will be provided with a statement explains how the refund amount has been worked out 
                                                                                                        

AAMS defaults when:  
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�   The course does not start on the agreed starting day, or  
�   The course ceases to be provided before it is completed.  
�   The course is not provided in full to the student. 
 

Refunds paid if the student defaults: 
�  If the student’s application for Australian student visa is rejected, any course fees paid (less 

administration fee) will be refunded, provided that original documentary evidence is supplied 
within two (2) weeks of visa rejection. 

�  If visa has not been issued on the time to commencement of course, the student must contact 
AAMS in writing and another commencement date will be organised without any additional cost. 
If AAMS does not  receive any intimation on the time of commencement of course then student 
will not be entitled for refund of the course fee paid for the first term,    

�  If the student withdraws form the course after the visa has been granted then student will not be 
eligible for any refund for the course fee paid for the first term. 

�  If a student withdraws from the course for whatever reason after the start of the term the student 
will not be eligible for a refund of any of the course fee. 

�  This Agreement does not remove the student’s right to take further action under Australia’s 
consumer protection laws. 

�  Students are able to pursue other legal remedies where in disagreement with the Academy’s 
decision regarding their tuition fee refund.  

 

Recognition of Qualifications Issued by Other RTOs 
AAMS is obliged to strictly adhere to the National Recognition of under the AQTF guidelines. 
Therefore, AAMS recognises all AQTF qualifications and/or statements of attainment issued by 
other RTOs. The Director of Studies will verify the authenticity of such qualifications. The verified 
copy of qualifications will be placed in the student’s file. If the units of competency achieved and 
stated in the statements of attainment or qualifications are part of the student’s current or proposed 
course, credit for those units will be granted towards the student’s enrolled course of study. These 
arrangements must be finalised prior to commencement of the course. Any variations in the timing 
of this process must be discussed with the Director of Studies.  
 
 

Recognition of Prior Learning (RPL) / Recognition of Current 
Competencies (RCC) 
If a student can demonstrate and have the underpinning knowledge of the competencies that he/she 
wishes to complete, he/she can apply for Recognition of Prior Learning. Costs attached to processing 
of RPL applications can be found in the Fees Schedule (available upon request). To assist in guiding 
students through the recognition process AAMS has developed a comprehensive RPL process:  

 

Students seeking RPL are required to lodge Request for Recognition of Prior Learning form 
(available upon request) along with their initial application to the Academy.  

All RPL requests must be supported by documents such as detailed description of the course, subject 
outline, qualification, relevant life experience (supported by detailed description of nature of 
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experience) or vocational experience undertaken (supported by reference letters). The Academy’s 
decision on granting RPL will be based solely on the documents provided by the applicant.   

 

The Director of Studies will verify the authenticity of information provided, review and make a 
decision consistent with the requirements of the Training Packages.   

 

Any RPL granted will be noted on the offer letter for the applicant.  

 

All approved RPL applications are signed by the student, recorded in the student’s file and entered 
into VETtrak by the Director of Studies.  

 

For overseas students where RPL is granted before the issue of their visa, the net course duration (as 
reduced by RPL) will be indicated on the eCoE issued for that student, which will then affect the 
total duration of their student visa.  

 

Where RPL is granted after the issue of a visa, the resulting change of course duration will be 
reported to the Department of Immigration and Citizenship.  

 

It is the responsibility of the Director of Studies to ensure that the overseas student’s course is 
reviewed so that the student has a full-time load at all times.  
 
Any variations in the timing of this process must be discussed with the Director of Studies. 
 

Access and Equity 
AAMS is committed to the principles of access and equity and is in full support of the principles of a 
culturally diverse society.  
 
AAMS is committed to ensuring access and equity principles are applied, and provides timely and 
appropriate information, advice and support services which assist students and staff to identify and 
achieve their desired outcomes.  
 
We at AAMS take all measures to ensure that:  

1. All students are treated in an ethical and responsible manner consistent with the requirements 
of the curriculum or National Training Package. Our Access and Equity Policy ensures that 
training decisions comply with equal opportunity legislation.  

2. Appropriately qualified staff will assess the extent to which the applicant is likely to achieve 
the stated competency standards and outcomes of the course, based on their qualifications 
and experience.  

3. All employees continue to expand their knowledge or access and equity issues through 
induction processes when joining AAMS, and in structured professional development on a 
regular basis (at least annually) in access and equity issues and resources.  

4. Persons with special needs are invited to contact us so that suitable arrangements are in place 
to ensure that their access and equity considerations are fully addressed.  
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5. Feedback from students with regard to issues of gender equity will be incorporated into our 
planning and review processes.  

 

This policy will be implemented with respect to: 
�  Staff selection and recruitment  
�  Professional development  
�  Curriculum development  
�  Day-to-day activities according to duty statements  
�  Improving client services  

 
Staff and students, in their induction to AAMS, are made aware of the Academy’s access and equity 
policy.  
 

Academy Environment Policy  

No Smoking Policy 
The campus (the class rooms, the corridors, or any location of the premises), is a no-smoking zone. 
It means that under no circumstances smoking is permitted on the Academy’s premises. It is the 
policy of AAMS to protect the rights of both smokers and non-smokers, to provide employees, 
students and visitors with an example of preventative health maintenance, to maintain as clean an 
environment as possible, to reduce the discomfort of employees, students and visitors whose 
tolerance for tobacco is limited, and to limit, wherever possible, the effects on non-smokers of 
second-hand and side stream smoke. 
 
This policy applies to all employees, students and visitors while utilising the office areas, meeting 
rooms, and other indoor work areas of AAMS.   
 

Class Room Policy 
Classrooms, study rooms and student services areas are to be kept clean and tidy. 
All staff and students are required to remove all litter, work papers, etc. at the end of each class or 
upon leaving an area. All litter is to be placed in appropriate receptacles. 
Classroom furniture such as desks and chairs are to be returned to a neat and tidy position at the end 
of each session. Class room equipments such as overhead projectors, televisions and videos can only 
be removed from a room with the permission of IT Officer and are to be returned after use. 
 

Computer Laboratory Policy 
The Academy is equipped with the latest technology including high performance PCs and the 
Internet. 
 
If there are any classes scheduled in the labs they have priority over other students using the labs. 
The time slots during which the computer labs required for classroom teaching are displayed on the 
door. Students may use the computer labs outside these hours. However, if a student is asked to 
leave the labs by a trainer or the IT Officer they must do so immediately. 
 



 

 
16/05/2011 Committed to Education and Learning  Page 35 of 72 

No food or drink is permitted in the labs at anytime and staff or students who break this rule will 
have their privilege to use the lab suspended.  
 
Computers provided by the Academy should only be used for academic activities. Use of computers 
for any other activities, including chatting, downloading music, or any unauthorised applications is 
strictly prohibited and staff or students caught involved in such activities would have their privilege 
to use the lab cancelled immediately. 
 

Internet 
AAMS recognises and supports access to the Internet through AAMS’s computer network in 
achieving the Academy’s mission.  
 
The Internet is defined as the global collection of interconnected computer networks external to 
AAMS.  Access to the Internet provides users the ability to communicate through e-mail, to transfer 
files to and from other computers, to run programs on other computers, to search for information 
contained in files and databases on other computers, and to participate in individual and group 
discussions.   
 
The AAMS computer network is defined as that computer network internal to the Academy, which 
provides access to the Internet and is primarily used for educational purposes.     
 
The IT Officer will be responsible for Internet access from AAMS and the AAMS computer 
network.   
 
All users and entities having Internet access through AAMS are expected to conform to guidelines 
for acceptable use.   
 

E-mail User Fee  
Full or part-time AAMS staff will receive an e-mail account at no charge which ends at the end of 
their employment. 
   
Students requesting an e-mail account must complete the appropriate paperwork through the 
Academy’s IT Officer.  Students are permitted to store their e-mail correspondence on the Academy 
server for the duration of their course.    
 

Internet Statement of Ethics 
Access to the Internet system is a privilege available to eligible students and staff at AAMS; it 
carries with it the responsibility to help maintain the resource within the Academy.  The computers 
and their network, funded by the Academy, are costly.  Abuse of the Internet system may therefore 
become a matter beyond the question of professional ethics.  
 
The reliable operation and responsible use of this resource are in the common interest and concern 
for its eligible users.  Irresponsible use of this critical resource poses a threat to its continued 
availability to the Academy, and justification for the support of the system suffers when disruptive 
abuses occur.   
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Anyone who seeks to gain unauthorised access to the resources of the network (e.g., trying to break 
into accounts or computers without proper and documented authorisation), disrupt the intended use 
of the Internet system, waste resources such as people, capacity, computers through such actions or 
destroy the privacy of the users shall lose this privilege.  All users of the Internet are responsible for 
their accounts and passwords and must not share them with anyone.  Appropriate electronic 
communications are little different from appropriate face-to-face communications and carry with 
them the same obligations for truth, honesty, and commonly acceptable social and moral standards.  
Profane, obscene, or abusive language or messages are inappropriate and shall not be tolerated.   
 
All AAMS Internet users must agree to comply with the Internet Statement of Ethics.  The use of 
Internet is provided as a service.  While AAMS   allows people to use Internet, and from time-to-
time provides training in its use, AAMS cannot control what communications are sent by third 
parties over Internet.  Users are warned that although the Academy assumes privacy of all electronic 
communications, it is not possible to guarantee privacy.  In spite of the use of passwords, the 
Academy wishes to make it clear that individuals who wish to use Internet do so at their own risk, 
and AAMS is not responsible for any communication arising out of their use of Internet.  In the 
event a user receives communication that he/she considers inappropriate, they are to immediately 
advise the supervisor of the computer location they are using.   
 

Feedback 
The Academy encourages all staff and student to provide feedback on the Academy’s facilities. The 
feedback is collected through verbal, written or actual observation. All feedback collected is 
forwarded to the CEO. The CEO discusses these feedbacks in the staff meetings and then an action 
plan is developed. 
 
 

Students  

Student Selection, Enrolment and Induction/Orientation 
Students are selected both directly and through appointed educational agents. Students who meet the 
minimum entry requirements are offered place at the Academy provided that there are available 
places left for the forthcoming term. 
 
Entry Requirement: Students must have good health, achieve English proficiency of 5.5 as 
minimum in IELTS or recognized equivalent, and meet the necessary academic and financial entry 
criteria for the courses. 
 
The minimum requirements to enroll in AAMS are High School Certificate or their equivalents with 
a minimum of overall Pass marks in both Years 11 and 12. Students must be 18 years of age or older 
at the time of their initial application. Australian Academy of Management and Science will not 
enroll students under the age of 18 years. 
 
However, offer of course placements will be subject to appropriate requirements of English language 
proficiency. IELTS result or its equivalents (such as TOEFL result) will be deemed as sufficient 
evidence of English proficiency.   
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Those students who have studied in an English-speaking country for more than 5 consecutive years 
are not required to provide IELTS or TOEFL results. However, they are required to provide 
evidence of their previous studies in English. Students whose first language is English are exempt 
from this rule.   
 
The Academy will ensure that assessment of the educational background of prospective students is 
undertaken by qualified staff and agents, and provide for the additional training of such staff and 
agents as appropriate. The Director of Studies has the responsibility for this function. 
 
At the time of induction students will get a deeper understanding of the subject they are enrolled in 
by filling out a copy of Student Induction Checklist.  
 
Additional Entry Requirements for CHC50108- Diploma in Disability: 
 
Students must be recognised as competent, through a recognised training program or recognition 
process, against the following units of competency common to CHC40308 Certificate IV in 
Disability: 

• CHCCS400A Work within a relevant legal and ethical framework 
• CHCCS411A Work effectively in the community sector 
• CHCDIS301A Work effectively with people with a disability 
• CHCDIS410A Facilitate community participation and inclusion 
• CHCICS402A Facilitate individualised plans 

 
Enrolment into these pre-requisite units can be arranged through your AAMS course advisor. 
OR: 
 
Have sufficient relevant work experience in the disability sector to indicate likely success at this 
level of qualification in a job role involving: 

• The application of knowledge with depth in some areas and demonstration of a broad 
range of technical and other skills. 

• A wide range of tasks and roles in a variety of contexts, with complexity in the range and 
choices of actions required 

Holidays 
All students are expected to arrange their holidays during the Academy term breaks. The Academy 
will not grant any holiday leave and will not issue any holiday approval letters during the academic 
terms. The Director of Studies may consider only special leave on compassionate reasons for 
approval. 
 

Sick Leave and Other Absences 
In cases of illness, or other circumstances beyond their reasonable control, students may be excused 
from attending classes. Requests for such absences should be lodged with the Director of Studies in 
writing within two (2) working days upon return.   
 
Medical Certificates, from registered medical practitioners are required for students who are absent 
for more than two (2) days due to illness. Students are asked to write their student number on their 
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Medical Certificates prior to submitting them to the Student Support Officer. A receipt for medical 
or hospital fees cannot be accepted in lieu of a medical certificate. 
 
Letters of explanation for student absences other than reasons illness should be provided to the 
Director of Studies so that acceptable absences may be credited towards attendance. 
 

Deferral of Courses 
Overseas students who hold student visas are not permitted to defer the commencement date of their 
course unless on grounds of medical reasons (serious illness), or other exceptional circumstances 
beyond the students control such as bereavement. Weddings, pregnancy, festive occasions are not 
acceptable. Students must specify the duration and reason for the deferral and visa cancellation may 
be initiated by DIAC if the deferral is for more than one semester. AAMS will enter a Student 
Course Variation to DIAC via PRISMS.  
 

Changes to Conditions 
AAMS reserves the right to change its fees, conditions, course times or course commencement dates. 
Students will be notified in writing of imminent changes at least four (4) weeks before the change 
takes effect.  
 

Changes to Training Locations 
If the Academy changes its location, students will be notified in writing at least four (4) weeks 
before the re-location takes place.  
 

Academic Dishonesty 
The Academy may impose serious academic sanctions as a result of academic dishonesty up to and 
including suspension and expulsion from specific course or the Academy.   
 
Students will have the opportunity to appeal suspensions, expulsions, results or other items as a 
result of academic actions. For more information refer to Complaints and Appeals section of this 
document.  
 
Academic dishonesty consists of many forms of unethical academic conduct, including, but not 
limited to cheating, fabrication, plagiarism and facilitating academic dishonesty.  
 
“Cheating” means intentionally using or attempting to use unauthorised materials, information or 
study aids.    
 
“Fabrication” means intentional falsification or invention of any information or citation.    
 
“Plagiarism” means intentionally or knowingly representing the words or ideas of another as one’s 
own.    
 
Other Items:    

�  Submitting work to more than one trainer for credit without disclosure and approval   
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�  Knowingly violating the terms of any academic sanction imposed for an earlier 
violation of this policy 

 

Student Disciplinary Procedures 
All AAMS students are subject to Australian civil and criminal laws and to the AAMS Disciplinary 
Policy and Procedure. AAMS reserves the right to expel students who break these conditions. In 
such circumstances overseas students will be reported immediately to DIAC and the depending on 
the seriousness of the incident the Police involved.  
 

Change of Contact Details 
All students are required to maintain current and accurate contact details with AAMS at all times. In 
the event of a change in contact details students are required to complete a Change of Details Form 
and submit to the Reception.  
 

Code of Conduct for Students 
Be punctual - Punctuality shows that you are committed and displays a mutual regard for the other 
professionals you work and study with. 
 
Familiarise yourself with the Academy  routines quickly - This shows that you are willing to be 
responsible for yourself and others and that you acknowledge those around you as being leaders in 
their field. 
 
Familiarise yourself with safety requirements - As a student of the Academy you have a duty of 
care to behave in a safe manner at all times.  By doing this, you are not only fulfilling your duty of 
care, but also showing a willingness to take responsibilities for yourself and others. 
 
Follow the directions of the Academy staff - An ability to follow directions engenders mutual trust 
and professional regard. 
 
Familiarise yourself with resources available to you at the Academy - This includes access and 
maintenance of resources.  And remember if you have used it, you are responsible for its return. 
 
Sense of humour - Sometimes the ability to laugh at yourself or the situation is the best way to deal 
with it. 
 

Personnel 
The rules, policies and procedures set forth in the Personnel Section of this policy manual are not 
intended as an employment contract.  Both AAMS and its employees have a legal right to terminate 
employment at any time for sufficient reason except certain reasons specifically prohibited by law.   
 
AAMS intends to continue the programs and policies described in this Personnel section of its policy 
manual.  However, AAMS reserves the right to improve, eliminate or change any program or benefit 
described herein whenever it appears practicable or appropriate.  The provisions of this section of the 



 

 
16/05/2011 Committed to Education and Learning  Page 40 of 72 

policy manual may be modified, amended or repealed at any time, and no person shall be deemed to 
have acquired any vested interest in any position because of prior or amended policies or procedures.   
 
In the event that the terms and provisions of personnel policies, practices, procedures or benefit 
plans differ in actual practice from statements or information contained herein, the interpretation of 
the Academic Board of AAMS or its delegates shall govern. 
 
The Academy shall maintain an Organisational Chart that graphically illustrates the reporting 
relationships and administrative responsibilities of all units of the organisation from the Academic 
Board down through the instructional divisions of the Academy.   
 
It is the intent of AAMS to clarify the definitions of employment classifications so that employees 
understand their employment status and benefit eligibility.   
 

Recruitment/Selection 
AAMS is committed to attracting well-qualified job candidates to meet employment needs.  The 
Academy shall follow fair employment practices within the letter and spirit of equal employment 
opportunity in the recruitment, selection and appointment of employees.  The Academy seeks to 
employ a school and staff with diverse backgrounds and perspectives to permit broad and 
multicultural educational experiences.  The Academy shall adhere to established procedures in the 
recruitment and selection of employees.  The CEO shall be responsible for assuring that these 
procedures are followed throughout the process.    
 

Objectives of Policy 
�  This policy is designed to assist the Academy to meet its mission, goals and objectives, to 

maintain the principle of recruitment based on merit, and to ensure the application of 
reasonable and consistent standards for the recruitment of all staff at AAMS. 

�  Equal opportunity principles are integral to the recruitment and selection processes of 
AAMS: recruitment being the process of attracting the best available applicants; and 
selection, being the process of identifying the best candidate(s) from a particular field. 

 

Application of Policy 
�  This policy shall apply to all paid AAMS staff members on continuing and fixed term 

appointments on either a full-time or part-time basis or casual;  
�  The CEO shall oversee the recruitment process and provide advice, guidance and assistance 

to those persons involved in staff recruitment and selection at AAMS; 
�  This policy should be read in conjunction with Equal Opportunity Policy Statement, 

Occupational Health and Safety Policy and Code of Conduct for Staff. 
 

Establishment of Positions 
·  A position shall not be filled until it has been formally established and approved by the CEO 
·  Action may be initiated to establish or disestablish a position or to fill an existing position, 

subject to the provisions of this policy; availability of funds; and the completion and submission 
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of a recruitment and establishment requisition and relevant supporting documentation to the CEO 
for appropriate action. 

  

Exemptions from Advertising 
A vacant position need not be advertised where it is intended to fill the vacancy: 
�  by casual appointment(s); 
�  by direct appointment for a period of not greater than six months; 
�  from the existing list of eligible candidates; 
�  by transfer of an employee to a position at their existing level, in accordance with organisational 

needs; 
�  by internal advertisement for the purpose of managing organisational restructures, in 

circumstances where there is to be no increase to the number of positions on the establishment; 
�  employ a person as a replacement employee to cover a period of approved leave of absence up to 

a maximum of two years, provided that the CEO is satisfied that it is reasonable in the 
circumstances not to advertise; and 

�  on a continuing basis who, immediately prior to appointment, has held the same or similar 
position on a fixed term basis for at least two years, provided that the original appointment was 
made through a competitive selection process; 

�  utilise a position for the redeployment of a staff member due to an organisational restructure. 
 

Advertising and Application Process 
�  The main objective of AAMS advertising policy is to attract the best applicants available in the 

most cost-effective way.  To achieve this objective, the CEO shall develop and distribute a 
schedule setting out the dates for advertising vacant positions. The publications in which 
advertisements are to be placed will be determined on the basis of relevance to the professional 
field, potential readership and publication costs.  Web based recruitment; email distribution lists, 
professional recruitment agencies and individual consultants may also be used. 

�  The placement of a public advertisement shall normally precede the filling of any new or vacant 
position on the establishment of AAMS. 

�  The Reception shall be the first point of contact for prospective applicants.  The CEO will 
arrange the distribution of information packages which shall include the name and contact details 
of the contact person from whom further information can be obtained. 

�  The CEO shall receive all applications. 
 

Formation of Selection Committees 
�  Selection committees shall be established to shortlist applications and to interview and 

recommend applicants for employment. 
�  Selection committees may vary in size depending on the level of the vacancy to be filled. 

However, a committee of three members is generally recommended. 
  

Composition of Selection Committees 
�  Every effort shall be made to achieve gender balance and diversity of membership on 

selection committees.  As a minimum, a selection committee shall normally have in its 
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membership at least one male and one female and be comprised of persons who are equal or 
senior in rank to that of the expected appointment. 

�  Committees shall also be constituted to ensure that, as a group, there is sufficient expertise in 
the discipline area or job content. 

�  For the purposes of constituting a selection committee, members of the committee shall 
perform in only one capacity (eg.CEO or Trainer/Assessor). 

�  In the event that a committee member is unable to participate in the selection process, the 
Presiding Officer shall endeavour to seek a replacement member who will maintain the 
original expertise, gender balance and/or diversity of the committee. 

�  Selection committees shall normally be comprised as follows. 
  

The CEO shall nominate a selection committee with at least the following membership: 
·  The Director of Studies 
·  The Financial & Accommodation Officer and  
·  A third person 

up to two other members, one of whom shall be a specialist in the discipline/vocational area to which 
the appointment is to be made.  
  
The CEO (or nominee) shall serve as the Presiding Officer. 
 

Responsibilities of Members of Selection Committees 
The Presiding Officer shall be responsible for: 

·  Ensuring a selection committee is properly constituted; 
·  Ensuring the short listing and interview processes are properly conducted; 
·  Ensuring referees are contacted and 
·  Completing all relevant documentation on the Recommendation for Appointment 

form. 
 
�  All members of a selection committee shall ensure that they: 

·  Have a sound knowledge of the conduct of selection committees; 
·  Have examined in detail the formal application lodged by each applicant as well as 

any supporting documentation; and 
·  Refrain from signing a Recommendation for Appointment unless they are satisfied 

that the details completed thereon by the Presiding Officer are accurate and relevant 
to the decisions made by the selection committee. 
 

�  Where a member of a selection committee has a close personal relationship or possible conflict 
of interest with an applicant, the member shall disclose such personal relationship or possible 
conflict of interest to the Presiding Officer.  Such disclosure must be made before the shortlisting 
of applications or, where this action was not taken, before the holding of interviews.  It is 
expected that selection committee members shall disqualify themselves from acting as a referee 
for any applicant for the position in question. 

 
�  Members of selection committees are bound by a confidentiality requirement. The deliberations 

of the selection committee and the views of its individual members are not to be disclosed to any 
person outside the recruitment process and must remain confidential. This principle applies to 
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applications, referee names and reports or comments, shortlisting, interviews, discussions and 
deliberations. This applies equally during the recruitment process and after it is completed. 
  

�  Any breach of confidentiality in the recruitment process may, for staff, constitute a breach of 
AAMS Code of Conduct and lead to disciplinary action. 
  

�  All documentation shall be returned to the CEO after completion of the selection process. 
 

Short listing Procedures 
�  The CEO shall be responsible for coordinating the short listing process and for ensuring that 

applicants are shortlisted according to the selection criteria.  
�  All staff members serving on a selection committee shall normally participate in the short listing 

process.  
 

�  Only members of a selection committee shall be involved in the short listing process. 
 

�  Where a selection committee member has to be replaced and the short listing process has not 
been completed, the replacement member shall, where practicable, participate in the short listing 
of applicants. 
 

�  A selection committee shall shortlist applications either collectively or individually, provided 
that an evaluation of each applicant shall be made independently by each member of the 
selection committee and recorded on the Recommendation for Interview form using a lettered 
scale "A" to "C" where: 

 
�  "A" =    applicant meets the essential selection criteria; 

 
�  "B" =    applicant meets the essential selection criteria but to a lesser degree than those 

applicants rated "A"; and 
 

�  "C" =    applicant does not meet the selection criteria sufficiently to warrant an interview. 
 

·  An applicant, either internal or external, who is clearly not competitive with other applicants 
in terms of the selection criteria shall not be interviewed. 
  

·  The CEO as the Presiding officer shall collate the results of the short listing process, shall 
determine the final list of those applicants to be: 
  

a)      Advanced to the interview stage ("A"); 
  
b)      Deferred for round two interviews, if required ("B"); or 
  
c)      Advised that they have been unsuccessful ("C"). 
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Interview Procedures  
·  Selection shall be based on merit which is determined through an assessment of an applicant's 

qualifications, experience, standard of work performance and personal qualities relevant to the 
selection criteria for the position. 
  

·  Applicants should be asked similar core questions based on the selection criteria for the position.  
Supplementary questions may be asked to clarify issues or to obtain further information deemed 
by the selection committee to be relevant to identifying the best applicant. 

  
·  All shortlisted applicants shall be interviewed in person or, where this is not possible or 

practicable, by telephone. Where it is not feasible to bring a shortlisted applicant to a campus for 
interview, the selection committee may choose to consider the applicant without formal 
interview by relying on the application and reference checks. 

  
·  Applicants shall not be questioned in relation to age, gender, marital status, pregnancy, family 

responsibilities, racial or ethnic origin, religious or political affiliation, disability, sexual 
preference or transgender status except where the position is an identified position (that is, a 
particular characteristic such as ethnic origin or language background is included in the selection 
criteria). 
  

·  Where a person with a disability is an applicant for a position and further information is 
necessary to establish whether the person can perform the inherent requirements of the position, 
questions should be framed in relation to the selection criteria. 

  

Recommendation for Appointment 
·  Following a selection committee's assessment of the applicants, the Recommendation for 

Appointment form shall be completed and signed by the Presiding Officer and all members of 
the selection committee.  The recommendation shall include the type of employment (i.e., 
continuing or fixed term), period of probation and any special conditions attached to the 
appointment.  

 
·  Where the selection committee reaches consensus on the candidate to be recommended for 

appointment, the delegated officer shall authorise an offer of employment and shall determine 
the terms of the appointment, taking account of the recommendation of the selection committee.  

 
·  Where the selection committee cannot reach consensus, the selection committee shall be 

reconvened.    
 
·  Examine the selection criteria for the position against the qualifications and experience of the 

applicants and consider the views of members of the committee; and 
 
·  Determine whether to re-interview any of the applicants and/or take any other appropriate course 

of action. 
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·  The reconvened committee shall come to a decision on its recommendation and in doing so; the 
Presiding Officer shall have a casting vote as well as a deliberative vote and determine the 
outcome of the selection process. 

 

Eligibility List 
An eligibility list may be established where a selection committee determines that there are other 
interviewed applicants who meet the criteria for appointment.  Such a list may be used to fill a 
vacant position at the same level of appointment and with similar duties for a period of up to twelve 
months from the date of the selection committee's recommendation.  An eligibility list may be used 
where: 
  
·  The recommended applicant declines an offer of employment for the position; 
 
·  An appointment to a position has been made but the appointee, after taking up duty, 

subsequently vacates that position; or 
 
·  A subsequent vacancy occurs for a similar position. 
 

Reports of Referees 
·  The Presiding Officer shall make contact with at least two referees prior to finalising the 

committee’s recommendation. 
  
·  AAMS may make such other enquiries as it deems appropriate to validate the selection process, 

provided that the applicant's current employer shall only be contacted with the applicant’s 
consent. 

  

Authorisation of Appointment 
Before authorising an offer of employment, the CEO shall ensure that: 
·  The selection committee was properly constituted;  
·  The Recommendation for Appointment form is completed correctly and contains all relevant 

details; 
·  The candidate has the qualifications and experience for the position; 
·  At least two referees have been contacted to attest to the suitability of the applicant for the 

position; 
·  The proposed offer is consistent with the advertisement; and 
·  The recommended salary is consistent with internal and, if appropriate, external relativities. 
 

Advice to Applicants 
·  The CEO shall be responsible for representing AAMS in any discussions with both appointees 

and non-appointees. 
·  All applicants shall be advised in writing of the outcome of their application. 
·  External applicants shall not be informed of the reasons for their non-appointment to a position. 
·  The CEO shall facilitate post-interview feedback to internal applicants upon request. 
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Qualification Register 
·  At the time of entering on duty, the staff member shall provide the CEO with evidence of the 

original qualifications listed in their application, their date of birth and any other specific matters 
pertinent to their appointment. 

·  Where a staff member's rate of salary or payment of an allowance is dependent upon the 
possession of a qualification, the staff member shall be required to provide the CEO with 
evidence of the original qualification.  Failure to provide evidence of such qualification within a 
reasonable time may lead to disciplinary action. 

 

Verification of Staff Qualifications and Experience 
All staff are required to bring original qualifications when they come for their interview. CEO will 
ensure that all original qualifications presented by candidates have been sighted, verified and noted 
on the photocopies. 
 
If candidates are unable to produce original documents, the Academy may not consider the particular 
qualification while evaluating the suitability of the applicant for the intended position. 
 

Employment Contracts 
All teaching staff are required to sign a contract before commencing employment at AAMS, which 
can be obtained from the CEO. The employment contracts are made for mutual understanding of 
each other’s responsibilities. If there are any concerns on the employment contract, the staff should 
discuss the same with the CEO.  
 
All staff are also required to fill-in Employee Form, which can be obtained from the Reception. 
 

Probation 
Any employee hired into a regular part-time or full-time position, with the exception of the CEO, is 
subject to satisfactory completion of a probationary period.  At the end of the probation period all the 
employees shall undergo a Probationary Employment Evaluation phase.  
 

Employment Termination 
Four weeks of notice of intention to resign/terminate employment will be given on either side in 
accordance with the Award. 
 
Upon termination of employment with the Academy the employee or contractor shall promptly 
return any and all documents containing knowledge or data which relates to the Academy including 
any access codes or keys. 
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Renewal of Contracts   
Full-time staff members shall be entitled to early notification of contract renewal or non-renewal.  
They shall be provided with written statements containing reasons for non-renewal of contract and 
an opportunity to respond.  These provisions apply to both probationary and established employees. 
This policy is not applicable to a reduction-in-force or to termination, demotion or similar action, 
which occurs during an existing contract period.   
 

Salary Adjustments 
AAMS is committed to attracting and retaining fully qualified staff by providing a competitive and 
fair compensation program that maintains internal equity among jobs within the Academy and 
external competitiveness with other employers in its recruiting area.   
 

Tuition Exemption - Staff 
To promote employees personal development and career goals, and to support positive employee 
morale, AAMS will provide tuition exemption to its employees. 
 

Annual Leave 
As part of its benefits program, designed to provide support for its employees’ well-being, AAMS 
provides its regular full-time, regular part-time and probationary employees with annual leave.  
However, because annual leave is for the purpose of providing annual renewal and rest for 
employees, and because it is important that the Academy avoid the financial liability of unlimited 
accrued annual leave, this policy and procedure set limits on the amount of annual leave allowed to 
accumulate.   
 

Professional Growth 
Professional development is a process for upgrading an instructor’s capabilities and for meeting 
expanded academic responsibilities.  Growth activities integrate individual goals with institutional 
goals to keep the teaching staff current.  Because continuous professional development is essential to 
the total Academy, professional employees are expected to remain current in the teaching area and to 
complete courses for certification or for continued employment.  They are expected to hold 
membership in professional organisations, to read professional literature and to update certificates, 
licenses and ratings.  Work completed in addition to expected activities may be considered for 
professional growth and horizontal movement on the school’s salary schedule.   
 
Application for Professional Growth can be obtained from the CEO’s office. 
 

Review of Classes 
The Academic Board in the Academy will also use annual survey data to determine which Academy 
classes will be offered.  Each full- or part-time staff member taking a course at AAMS that is 
relevant to his/her discipline will complete the Employee Tuition Waiver form.  This waiver is for 
tuition only and does not include the cost of laboratory fees, special or miscellaneous fees, books or 
any other assessments.  
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Employee Evaluation 
All members of staff shall be evaluated on the progress of his/her job performance during the 
probationary period and at least once yearly thereafter.   
 

School Evaluation 
In accordance with policies of AAMS, school evaluation should: 

�  Promote quality teaching and learning,  
�  Aid school’s self-appraisal,  
�  Improve communications between students and trainers, and  
�  Improve administrators' understanding and appraisal of instruction.   

The school evaluation system at AAMS will include two components:  an individual evaluation plan 
developed by the trainer and the evaluator and a student evaluation of instruction.   
 

 

General Information 
1. Each trainer prepares one evaluation packet for one class per semester.  
2. The packet contains the following:  

a. A school evaluation of an in-class instructional session.  
b. A summary of student evaluations for the class observed.  
c. The trainer's evaluation of instruction, incorporating A and B with self-perceptions.  

3. The trainer keeps one packet for personal files and submits a copy to the CEO.  
 
The CEO reads the evaluation packet and negotiates time for an appointment with the school for 
further discussion.  
 

Evaluation Procedures 
School Evaluations: 

·  During the first two weeks of the term, the CEO assigns the evaluating school member to a 
trainer and notifies the trainer of the evaluator. The trainer then provides the evaluator with 
the course syllabus and any other materials or information the trainer considers important or 
the evaluator requests.  

·  During the eighth or ninth week of the term, the evaluator attends the trainer’s class session 
and evaluates instruction according to established criteria.  

·  During the following week, the evaluator and trainer meet to discuss the evaluation.  
·  If both agree on all points, the evaluator gives one copy to the trainer and forwards another to 

the CEO.  
·  If revisions are agreed upon, the evaluator makes the changes within the week and forwards 

copies to the trainer and the CEO.  
·  If revisions are not agreed upon, the trainer has the option of submitting a rebuttal to the 

CEO. In this case, the rebuttal becomes part of the evaluation packet.  
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Student Evaluations  
·  An announcement will be sent via email with specific information on the evaluation process and 

absolute deadlines.  
·  During the last two weeks of instruction, the trainer picks up student evaluation forms and 

instructions from the CEO’s office.  
·  Students first complete the course information section and then answer the items dealing with the 

quality of instruction.  
·  The student representative designated by the trainer takes the completed evaluation forms to the 

CEO’s office, and signs the log to indicate delivery.  
·  Prior to the next class meeting, the trainer checks the log to ensure that the forms have been 

received.  
·  After final grades are submitted, the CEO returns these student evaluations and a summary to the 

trainer.  
 
Trainer Self-evaluations  
·  The lecturer integrates school and student evaluations with personal perceptions of classroom 

instruction over the previous term.  
·  During the first two weeks of the term, the trainer prepares a self-evaluation form and submits it, 

along with the school and student evaluations, to the CEO.  
 
The CEO reads the packet and sets up an appointment to discuss with the trainer regarding the 
evaluation (2 weeks). 
 

Code of Conduct for AAMS Staff Members 
Dress Code 
It is expected that staff will set the standard for students at the Academy by dressing and behaving in 
a professional and business-like manner at all times. 
 
No Discrimination 
Staff should conduct themselves in a fair and honest manner with all students irrespective of their 
nationality, race, sex and age. 
 
Knowledge of Current Laws and Regulations 
All staff are expected to be familiar and adhere to the current laws and regulations governing the 
industry. 
 
Financial Transactions 
Staff should not enter into any personal financial transactions with students of the Academy.  
 

Assessment Validation Policy  
AAMS ensures that the assessments it conducts are consistent, valid, reliable and fair and that 
decisions are made on the basis of sufficient and appropriate evidence by employing assessment 
validation processes.  
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Principles  
The Director of Studies is responsible for conducting assessment validation at least annually. This 
involves a process of reviewing, comparing and evaluating assessment methods, tools and evidence 
to achieve standardisation in assessment so that the outcomes of training are consistent both within 
the organisation and with other organisations that issue the same qualification.  
 
The Academy requires that all VET training and assessment staff attend assessment validation 
meetings to ensure they are using appropriate assessment activities and making accurate assessment 
decisions.  
 
Participants analyse samples of students’ work and discuss the assessment methods and tools used to 
determine the students’ competence, and determine whether there has been consistent interpretation 
of the standards in both the design of assessment tools and the judgements made. Participants help to 
identify effective practice and if necessary modify current practice.  
 
The Director of Studies documents details of assessment validation meetings including action taken 
to improve the quality and consistency of assessment.  
 

Assessment Validation Procedures  
These procedures relate to planning, conducting and documenting of assessment validation 
meetings. AAMS as an RTO must validate its assessment strategies by reviewing, comparing and 
evaluating assessment processes, tools and evidence contributing to judgements made by a range of 
assessors against the same competency standards at least annually. It must document any action 
taken to improve the quality and consistency of assessment.  
 

1. Plan assessment validation meetings  
�  Establish a code of practice for assessment validation meetings including:  

�  Confidentiality – information regarding individuals (assessors, candidates) must be treated 
with discretion  

�  Anonymity – must be observed in relation to the identity of assessors (who developed the 
assessment tools and made the judgements) and candidates (whose work is submitted for 
assessment validation). All identification of both candidates and assessors should be removed 
from samples used for validation.  

�  Mutual respect and fairness – to encourage participation in validation meetings, the process 
should be both supportive and positive to ensure that participants validate the tools and 
judgements, not the assessor’s ability.  

�  Clear objectives and purpose – the focus of validation meetings is assessment not the training 
undertaken by the Academy. The purpose of validation is to encourage continuous 
improvement within the organisation;  

�  Appoint a convenor to organise assessment validation meeting;  
�  Set date for assessment validation meeting;  
�  Inform assessor participants of date, location and purpose of meeting;  
�  Provide each assessor with three copies of the Assessment Validation Coversheet;  
�  Invite assessors to submit at least two samples of assessment events. Each sample should include 

the following:  
�  Assessment tasks (e.g. written assignment questions, test questions, role play scenarios, case 

studies and questions)  
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�  Assessment tools (eg. performance checklists, verbal and written questions, portfolio 
checklists, third party evidence checklists  

�  Assessment procedures and resources (a description of how the assessment was conducted, 
resources required, including cost and time factors)  

�  Candidate evidence samples  
�  Assessor decisions and the basis on which judgements were made  
�  Samples should be drawn from a range of assessment tools and evidence and not just best 

practice;  
�  Advise assessors to remove all personal identification from samples prior to submission; and  
�  Request assessors to complete Assessment Validation Coversheet for each sample set being 

submitted for validation.  
 

2. Prepare for Assessment Validation Meetings  
�  Appoint a facilitator to lead and conduct assessment validation meeting;  
�  Code submitted samples upon receipt for record keeping purposes;  
�  Check personal identification has been removed;  
�  Check Assessment Validation Coversheet has been completed for each sample;  
�  Select a range of samples to be validated;  
�  Obtain copies of units of competency addressed by assessment samples;  
�  Print out Assessment Validation Review Sheet;  
�  Print out Assessment Validation Result Sheet;  
�  Prepare copies of the following for each participant:  

�  Assessment samples with Assessment Validation Coversheets  
�  Blank copies of Assessment Validation Review Sheets  
�  Units of competency addressed by assessment samples; and  

�  Provide facilitator with blank copies of Assessment Validation Result Sheet.  
 

3. Facilitate assessment validation meetings  
�  Greet participants and explain the objectives of the validation meeting;  
�  Inform participants of code of practice for validation meeting;  
�  Distribute copies of the following to each participant:  

�  Assessment samples with Assessment Validation Coversheet 
�  Blank copies of Assessment Validation Review Sheets;  

�  Select first sample to be reviewed;  
�  Invite participants to read through sample and complete Assessment Validation Review Sheets;  
�  Facilitate discussion on submitted sample focusing upon the validity, reliability, flexibility and 

fairness of the assessment process, tools and decision;  
�  Invite participants to validate the effectiveness of the sample process, tools and decisions in 

making consistent judgements of competence;  
�  Invite participants to make recommendations for improvements;  
�  Follow the process above for each sample to be validated;  
�  Invite feedback from participants on what they gained from their participation in the assessment 

validation process, and how these might be improved; and  
�  Close meeting by thanking participants for their involvement and reminding them of the value of 

these meetings for quality control and continuous improvement within the organisation.  
 

4. Follow-up assessment validation meetings  
Record the outcomes of each validation process on an Assessment Validation Result Sheet;  
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�  Review recommendations for further action;  
�  Report recommendations to the CEO if necessary;  
�  Act upon recommendations for improvements to assessment tools, tasks and procedures;  
�  Document and record changes made to assessment tools, tasks and procedures;  
�  Disseminate information on changes to relevant staff;  
�  File all documents relating to assessment validation; and  
�  Organise professional development events for assessors focusing on improving assessment 

strategies as required.  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Latest Updates: 

Student Support Services / Welfare (Latest Edition) 
A Welfare Officer (Ms Giovanna Matterelli) is available for advice and counselling on campus, who 
can assist students with problems or refer them to outside agencies if the need arises.  
 
The Academy will strive to support you in achieving your goals. The international student 
coordinator will support you throughout your studies: 
 

�  Give you a tour of the college and its facilities 
�  Introduce you to the teaching and counseling staff 
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�  Arrange your enrolment 
�  Make sure you get your student card and a free Student Association membership 
�  Assist you with tutorial support if needed 
�  Inform you of social activities and farewell ceremonies organised by the Academy 
�  Keep in contact with you to make sure you are settling in, attending classes and succeeding 

in your studies 
�  Help with any problems you may have 

 
Upon arriving in Australia one of the first things you should do is open a bank account. There are 
branches of all major banks Blacktown and some in Quakers Hill. 
 
Banks are generally open Monday to Thursday 9.30am-4.00pm and Friday 9.30am-5.00pm. 
Most banks have automatic teller machines (ATMs) so that you can access your money at any time. 
To access your account through an ATM you need to have an access card. ATMs are located at 
banks and at some other locations, including supermarkets and shopping centres. 
Some banks offer fee-free accounts to students - it is worth checking with your bank because 
account fees can be quite expensive. 
 
Banking:  
To open a bank account you must prove your identity. You will need your passport and any other 
form of official identification. 
 
These are some bank internet sites: 

�  National Bank http://www.national.com.au/ 
�  Westpac Bank http://westpac.com.au/ 
�  St George Bank http://www.stgeorge.com.au/ 

Also, check with your bank to find out about Phone Banking, Internet Banking, Bpay (Short for Bill-
Pay) and EFTPOS (Electronic Funds Transfer at the Point of Sale). 
 
For a Currency Converter see http://www.xe.com/ucc/ 
 

Transport  
The main forms of transport used in Australia are car, bus, train, ferry and bicycle. 
Some transport contacts 
Contact the Roads and Traffic Authority on 13 22 13. Check this site: www.rta.nsw.gov.au/. This 
site gives you important information about licenses, car registration and rules and regulations. It also 
has a special section for International Visitors. See the Guide for International Drivers 
http://www.rta.nsw.gov.au/licensing/downloads/gid_dl1.html. 
Rail:  
Transport Infoline on 131500. You can also check the website for the latest train timetable and costs: 
www.staterail.nsw.gov.au 
 
Bus/Ferry 
Westbus, phone: 9890 0000 or www.westbus.com.au/ 
Busways, phone: 9625 8900 or www.busways.com.au/ 
 
State Transit provides Government bus and ferry information. 
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Contact details, phone 131 500 or www.sydneybuses.nsw.gov.au/ 
For more information about bus/train/ferry timetables and fares call the Transport Infoline 131500, 
TTY Infoline 1800 637 500 or look up the website www.131500.com.au/ 
 
Street Directory - Sydney 
Sydney street directory online http://www.whereis.com.au/whereis/home.jsp - search by an address 
to get the location and a map of the area. 
 
White and Yellow Pages 
Telstra Australia produces two different kinds of telephone directories: the White Pages 
(www.whitepages.com.au) and the Yellow Pages (www.yellowpages.com.au). 
 
Emergency telephone number 
The free national telephone number for all emergency services in Australia including 
 
AMBULANCE, FIRE, and POLICE is 000. 
 
Mail/Postage 
There are Australia Post shops in most suburbs. Call 13 13 18 for general enquiries. The Australia 
Post (TM) website is www.austpost.com.au. 
 
Shopping  
There are major shopping complexes in the Western Sydney region. They have a range of large 
department stores and large supermarket and grocery chains such as Franklins, Coles, Woolworths 
and Bi-Lo. The cost of food and grocery items in Australia varies from location to location and from 
shop to shop. Here are some shopping centers in the Western Sydney region: 
 
Shopping Centers Westpoint- 
 
Blacktown 
www.westpointblacktown.com.au/  
Mt Druitt 
http://westfield.com/mtdruitt/ 
Castle Towers  
www.castletowers.com.au/  
 
Shopping Centre Westfield –  
 
Parramatta 
http://westfield.com/parramatta/ 
 
Specialty Food Stores 
Halal Products 
There are a number of stores that sell halal products in western Sydney. These include: 
Halal Restaurants/Take Away Shops. 
  
Halal Butchers 
Blacktown Halal Meats, Shop 2/8 Sunnyholt Rd, Blacktown PH: 9671 1295 
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Rooty Hill Quality Halal Meats 18 Rooty Hill Road North Rooty Hill Rooty Hill, PH: 9625 8810 
 
Abu Ali Butcher 43a Hannons Rd Riverwood, PH: 9584 9637 
A full listing of Halal butchers can be found on the Islamic Council of New South Wales web site 
http://www.icnsw.org.au/ 
 
Asian Groceries 
Asian groceries are generally available in the large supermarkets, but more variety is found in the 
Asian grocery stores. 
 
Popular Stores Include: 

�  Memsaab Spice and Video Centre, 6 Crana St, St Marys PH: 9623 1970 
 

�  786 Spice Video Centre, 6 Sunnyholt Rd Blacktown PH: 9831 7220 
 

�  Rehmat Super Market 14 Douglas Road Quakers Hill NSW 2763 
 

�  Singh Foreign Food and Spices, 143 Stephen St Lalor Park PH: 9676 4688/4677 
 

�  CMJ Video and Spice Centre, Shop 5/13 Mount St Mt Druitt PH: 9832 2765 
 
If you need assistance in locating any specialty store, contact the International Student 
Coordinator in the Academy 
 

Employment 
As previously mentioned international students are allowed to work up to 20 hours per week during 
semester and full time during vacation if you apply for a Student Visa with Permission to Work. The 
AAMS International Student Coordinator will give you information about how to apply. 
 
Finding a Job in Sydney 
If you decide that you would like to earn a little extra cash, meet new people and improve your 
English, a part-time job could be the answer. Before making such a decision, however, you should 
be sure that it will not interfere with your study schedule. After all, that’s why you are here! 
 
Here are some suggestions: 
 
Newspapers and web sites  
The employment sections of newspapers, especially Saturday editions, advertise job vacancies. A 
popular web site is http://seek.com.au/jobsearch. 
 
Networks  
Personally approach potential employers and ask if there is any work available. 
Sometimes they will keep your details on file in case they need someone in the near future. Also, 
ask your fellow students and friends if they know of work opportunities. 
 
College Counselors  
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May be able to assist you in strategies to find a part-time job. Job Agencies You can ring the 
following employment agencies and they may be able to help you: 
 
Adecco 
http://www.adecco.com.au 
For office locations in Blacktown, Penrith and the Hills District, see 
http://www.adecco.com.au/offices/offices-nsw.htm 
 
Select Appointments 
http://www.selectappointments.com.au/page/about 
Level 2, 72 Macquarie Street Parramatta 
Ph: 9204 9400 Fax: 9204 9494 
selparra@select-appointments.com.au 
 
How much should you be paid? 
The government has set wages for certain jobs and employers must abide by them. Seek advice from 
Australian agencies if you are unsure about your pay or work conditions. 
 
Tax File Numbers 
After you obtain your visa that allows work rights, you can apply for a Tax File Number (TFN). This 
number is a special number assigned to you by the Australian Tax Office (ATO).  
You can apply for your Tax File Number online at www.ato.gov.au 
You can make an appointment for an interview by telephoning 13 28 61 
 

Health 
Overseas Student Health Cover (OSHC) 
It is a condition of your student visa that you have private health insurance while you are in 
Australia, as you are not covered by Medicare, which is the national health care program. All new 
international students coming to AAMS pay for Medibank Private’s Overseas Students 
Health Cover (OSHC) before being issued with a student visa. It is your responsibility to renew the 
cover when it it falls due. 
 
Your Medibank Private Card will be sent to the college within a few weeks of enrolling. You are, 
however, covered by health insurance from the moment you arrive in Australia. The details of what 
is covered are in the information brochure included with your card. 
 
What to do when you are sick: 

�  Go to the doctor or medical centre 
�  In case of emergency you will need to go to hospital. Ring 000 and get an ambulance – it will 

be covered by your OSHC 
 
Should you need medical attention before collecting your card you should pay the requested amount 
and keep the receipt for that amount. Once you receive your health insurance card and number you 
may make a claim for partial reimbursement. For details of what the medical insurance pays for, how 
to renew your cover, how to apply for extras cover that includes dental and optical etc see Overseas 
Students at www.medibank.com.au 
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Hospitals 
There are two types of hospitals in Australia. Public Hospitals operated by State/Territory 
Governments, and Private Hospitals. The NSW Government Sydney West Area Health Service 
provides the public health needs for people living in western Sydney 
http://www.wsahs.nsw.gov.au/swahs/about.htm 
 
The following hospitals in Sydney West Area Health Service have a 24 hour Emergency Service  
Blacktown Hospital (02) 9881-8000, Blue Mountains Hospital (02) 4784 6500, 
Hawkesbury Hospital (02) 4560 5555, Mt. Druitt Hospital  (02) 9881-1555 
Nepean Hospital (02) 4734 2000 Westmead Hospital (02) 9845-5555 
 
For a list of private hospitals in Sydney see the Yellow Pages www.yellowpages.com.au 
 

Accommodation 
AAMS students have a range of accommodation choices. You may wish to live in apartments or 
houses shared with other students, or live with an Australian family – called Homestay. 
 
Homestay 
If you choose the Homestay option, you will need to evaluate your expectations of what your family 
will be like.  
 
Private Rental or Board 
After you arrive and settle into your course, you may decide to move to accommodation that is 
cheaper than Homestay. Local newspapers and real estate agents advertise private rental or board 
accommodation. Also, share accommodation may be available with other students at the college, or 
you may decide to rent your own unit or house. 
 
Information on renting residential property is available from the NSW Office of Fair Trading. The 
Renting Guide – available in many languages - can be downloaded from 
http://www.fairtrading.nsw.gov.au/corporate/publications/publications_propertyandtenancy.html 
 

Tuition Fees 
Continuing Students 
The International Students Centre will send you a reminder of your next fee payment six weeks 
before the end of the semester. The letter will outline the deadline for payment and the late charges. 
The payment options will be in your letter.  

Social and Cultural Life 
Sydney is a multicultural city, with food from many nations, newspapers in numerous languages and 
places of worship for all religions.  

Local Tourist Attractions 
There are a number of websites which list activities to do in your area. From the What’s On in 
Sydney home page (http://www.whatsoninsydney.com) you can link to activities and attractions in 
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the Blue Mountains, Penrith, Blacktown, Hawkesbury (which includes Richmond) and the Sydney 
Hills (which includes Baulkham Hills). 

Media 
Newspapers 

�  Free local newspapers are delivered to every house and unit in the area. They are a great 
source of local news, local entertainment and places to eat in your local area 

�  Sydney has three daily newspapers which can be purchased from newsagents: The Sydney 
Morning Herald, The Daily Telegraph and The Australian 

�  A number of newsagents stock newspapers and magazines in other languages. For a list of 
ethnic newspapers see: http://www.crc.nsw.gov.au/ethnicmedia/ 

 
Television and Radio 
There are 5 television stations in Sydney. The commercial stations are 10, 9 and 7, while the 
government regulated stations are Channel 2 (ABC – Australian Broadcasting Corporation) and 
SBS. The latter televises programs and movies from around the world. 
 
There are many radio stations on the AM and FM bands in Sydney. Popular stations are 96.1(One 
FM), 96.9 (Free FM), 104.1 (2DAY FM), 104.9 (Triple M) and FM105.7 (Triple J). On the AM 
band, SBS Radio (1107) has programs in a range of languages. 
 
For a full listing of television and radio programs see 
http://www.smh.com.au/entertainment/tvradio/ 
 

Religion – Places of Worship 
Many different religions are practiced in Australia, and you have complete freedom to practice your 
religion. To find a local branch of your religion: Yellow Pages (www.yellowpages.com.au); 
“Organisations - church and religious”. White Pages (www.whitepages.com.au).  
 
Some local temples and mosques include: 
 
Buddhist 
Wat Prawortkeo Lao Buddist Temple, 711 Smithfield Road, Edensor Park PH: 9610 9075 
 
Hindu 
Sydney Murugan Temple, Great Western Highway, Mays Hill PH: 9687 1695 
http://www.sydneymurugan.org.au/ 
 
Sikh 
Sikh Centre, 8 Meurants Lane Glenwood NSW 27 
 
Muslim 
Rooty Hill Mosque, Lot 25-29 Corner of Woodstock Ave and Duke St, Rooty Hill  
PH: 9625 4716 
Nepean Mosque, Corner Luxford Rd and Hythe St, Mount Druitt PH: 9832 2546 
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The Law 
Police 
You should never even attempt to bribe an Officer. 
Police stations are located in most suburbs: 
Blacktown 9 Kildare Rd 2148 (02) 9622 0000 
Castle Hill Castle St 2154 (02) 9680 5399 
Katoomba 217 Katoomba St 2780 (02) 4782 8199 
Mt Druitt Luxford Rd 2770 (02) 9625 0000 
Parramatta 95 Marsden St 2150 (02) 9633 9633 
Penrith 317 High St 2750 (02) 4721 9444 
Richmond 12 West Market St 2753 (02) 4578 1444 
Quakers Hill Pearce St 2763 (02) 9678 8999 
 
You have rights 
Everyone in Australia has rights, including rights to: 

�  privacy 
�  freedom to practice your own culture or religion (if they don’t break any of the laws) and 
�  the right of “assumed innocence” (that is, you are not treated as ‘guilty’ unless you are 

proven to be). 
 
Being harassed or discriminated against because of your race, sex, sexuality, religion or social status 
is not tolerated in Australia. If you believe that your rights have been violated, you may contact the 
International Student Coordinator or College Counselor who can put you in touch with the right 
person to help you. 
 
 
 
 
 
 
 
 
 
 
 
CRITICAL INCIDENT POLICY 
Australian Academy of Management and Science understands the importance of meeting the 
obligations of its duty of care in providing the highest possible standard of health and safety for staff, 
students and visitors and other persons working at the Institute. 
  
We want to ensure that we are able to respond swiftly and effectively in the event of a critical 
incident and to ensure this is achieved all staff and contractors will receive training on the actions 
that need to be undertaken following a critical incident involving the Institute. These actions include 
the initial response to the incident, follow–up, records of the incident and actions taken, and 
improvements to procedures as a consequence. 
 



 

 
16/05/2011 Committed to Education and Learning  Page 60 of 72 

Australian Academy of Management and Science aims to be compliant with relevant legislation and 
standards so that exposure of persons to health and safety risks arising from critical incidents is 
avoided or minimized and physical and psychological trauma are reduced.  
 
CRITICAL INCIDENT PROCEDURE 
 
A critical incident is any traumatic (event) or threat of such (within or outside Australia) which 
causes extreme stress, fear or injury. Critical incidents may include (but are not limited to) events 
such as: 

 

·  missing students;  

·  severe verbal or psychological aggression;  

·  death, serious injury or any threat of these;  

·  natural disaster; and  

·  issues such as domestic violence, sexual assault, drug or alcohol abuse. 
 

It is important to note that non-life threatening events could still qualify as critical incidents. 
 
The Critical Incident Team is responsible for coordinating the management of a critical incident. 
 
WHY DO WE HAVE A CRITICAL INCIDENT POLICY? 
 
The purpose of this procedure is to detail what we will do should a critical incident occur. Our 
critical incident procedure: 
 
(a) Outlines the responsibilities of those involved in with a critical incident; 
(b)  Outlines the steps involved in responding to a critical incident; and 
(c) Provides a checklist of tasks to be performed as a result of a critical incident.  

 
This critical incident procedure can be applied to critical incidents both on and off the campus. 
 
 
 
 
 
WHO IS RESPONSIBLE? 
 
The Chief Executive Officer, and Financial & Accommodation Officer make up the critical incident 

team. 
(a) The Chief Executive Officer is the Head of the critical incident team and is responsible for 

liaising with emergency services, relevant regulatory authorities, DEEWR, DIAC, media and 
for compiling a written report of the incident. 

 
(b) The CEO or their delegate, will liaise with the trainers/ assessors to ensure the appropriate 

handling of student data. The CEO will: 
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·  Communicate with students/College Community; 

·  Prepare letter of condolence to family/next of kin; 

·  Organise pastoral assistance for family of victim if in Australia; 

·  Organise formal counselling; 

·  Make arrangements for visits to/from family/next of kin including arrangements for 
meeting at the airport and hotel reservations; 

·  Hire appropriate certified interpreters/translators (not students); 

·  Liaise with Doctors and Hospital Staff/Coroner/Funeral Director; 

·  Obtain authorisation from next of kin for disposal of personal effects and affairs 
(household and academic). 

 
(c) The Financial & Accommodation Officer is responsible for: 

·  Organising insurance matters and OSHC/ambulance cover, 

·  In the event of a student death, refund student fees as appropriate; 

·  Organise formal counselling and stress management interventions required staff ; 

·  Review legal issues including advising family of process/access to assistance if needed. 
 
TRAINING 
 
To make sure we know what to do, the following will apply: 
 

·  All staff will receive critical incident training as part of their induction procedure. 
 

·  All students will be informed at their induction of the appropriate staff member to be contacted 
in case of an emergency. 

 

·  All members of the Critical Incident Team (CIT) team will undergo first aid training with an 
appropriate registered provider. 

 
 
 
 
IN THE EVENT OF A CRITICAL INCIDENT  
 
The following steps are to be followed in the event of critical incident occurring on the grounds of 

the Institute: 
 
(a) The staff member on the scene of the incident, or the first one there, assesses the situation 

whilst being mindful of their own safety. 
 
(b) Emergency services are contacted by dialing 000. 
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(c) As soon as possible, the first staff member on scene will prepare an initial incident report, 
using the Accident and Injury Report Form (Form 02). 

 
(d) If the incident is critical, the most senior member of staff present on the campus is informed 

and, on arrival, assumes responsibility and informs the Critical Incident Team. 
 
(e) The Critical Incident Team will meet to review the situation and allocate tasks and 

responsibilities involved in responding to the incident. 
 
(f) In line with our Continuous Improvement procedure, the Critical Incident Team will organise 

de-briefing to evaluate response procedures and make recommendations for handling future 
critical incidents. 

 
(g) The CEO provides a written report of the incident. 
 
ACCEPTING TRANSFERRING INCOMING STUDENTS 
 
Australian Academy of Management and Science will accept a student who holds a letter of release 

and provide a letter of offer within 10 days of initial contact if: 
 

(a) the original registered provider has ceased to be registered or the course in which the 
student is enrolled has ceased to be registered, 

 
(b) the original registered provider has provided a written letter of release, 
 

NOTE: A letter of release can only be issued once Australian Academy of 
Management and Science has issued a letter of offer to the intending student. 

 
(c) the original registered provider has had a sanction imposed on its registration by the 

Australian Government or state or territory government that prevents the student from 
continuing his or her Director of Studies course or, 

 
(d) any government sponsor of the student considers the change to be in the student’s best 

interest and has provided written support for that change. 
 
AAMS shall reject a student application if: 
 

(a) The complaints process has not been completed and the appeals process has not been 
commenced 

(b) When there are personality issues between an instructor and the student or between 
students that may be resolved by mediation; 

(c) Unacceptable physical or verbal aggression 
(d) When there are outstanding fees due for education training already received 
(e) Breaking of any common law (in which case the visa shall be terminated) 
(f)  other exceptional circumstances 
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The basis for acceptance is recorded on the enrolment form for transferring student and also on the 
student induction training record. This is to be issued without costs to the student. 

 
The student must be advised to approach DEEWR to ensure that there are not any requirements that 

necessitate issue of a new student visa 
 
The record of the Letter of Offer for Transferring Students (Form 65) must be retained along with all 

other records on the student file. 
 

RECOGNITION OF CURRENT COMPETENCIES AND CREDIT TRAN SFER 
 
The Australian Qualifications Framework Certificates and Statements of Attainment are recognised 
at enrolment through the Recognition of Prior Learning process. Qualifications issued overseas are 
requires to be assessed by the Australian Government approved assessment authorities. 
 
A general RPL Information Kit (Form a and b) is available prior to enrolment through the website or 
by request to Administration. 
 
The return of an RPL application with all supporting documentation triggers assessment overseen by 
the Director of Studies. 
 
Australian Academy of Management and Science recognises relevant existing qualifications issued 
by a bona-fide RTO. An application for Credit Transfer (Form 58) of an existing qualification is 
checked by the Director of Studies to ensure that: 
 

(a) The qualification has been issued by a bona fide RTO (where possible); 
(b) The applicant has been enrolled in that RTO; and 
(c) The applicant did achieve competency in the course or unit concerned. 

 
The Director of Studies checks existing qualifications against the current National Training Package, 
to determine whether the applicant’s skills, as represented by the Certificates and/ or Statements of 
Attainment, match the units of competency and critical evidence of the proposed course.  
 
Where any competency is found to be lacking recognition and approval for exemption from course 
work will not take place. Further training and/ or assessment is required to gain full recognition. 
 
The student’s study plan and course costing may be adjusted to reflect the modules granted. 
 
For Recognition of Current Competencies where life’s experiences provide the skills, the validated 
resume demonstrates that those experiences reflect the performance criteria and elements of the unit 
of competency the training package lists. 
 
When students lodge a Recognition of Prior Learning Application, Administration provides input 
into the process. 
 
If the course credit is provided before the student visa is issued, then the net period of the course 
duration must be documented and placed with the Credit Transfer documents on the student file.  
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Where the course credit is approved after the student visa has been issued, then the change of course 
duration is to be advised to DEEWR through PRISMS and a record placed on the student file of the 
process and outcomes. 
 
The student shall be advised of the outcomes of the request for Credit transfer in writing and within 
10 days of the application. 
 
DEFERRING SUSPENDING OR CANCELLING ENROLMENT 
 
If a student wishes to defer, temporarily suspend their enrolment, they need to contact the Welfare 
Officer at Australian Academy of Management and Science and inform him of the reasons for 
deferment or suspension. 
 
The Welfare Officer informs the CEO who will convene a meeting with the Office Administrator 
and the CEO to assess the student’s request. 
 
A student may be granted deferment, or temporary suspension from their studies on compassionate 
grounds or due to compelling circumstances (e.g. where a medical certificate states that a student is 
unable to attend classes or fly). 
 
If deferment or temporary suspension is granted, the Office Administrator will: 
 

(a) inform the student in writing that the request has been successful; and 
(b) inform the student in writing that their change in enrolment status may affect their 

visa; and 
(c) record the details of the request and result on the student’s file; and 
(d)  notify the Secretary of DEEWR via PRISMS that the student’s enrolment has been 

deferred or temporarily suspended. 
 
A student may cancel their enrolment for any reason.  In this situation the Office Administrator will: 
 

(a) inform the student in writing that their change in enrolment status may affect their 
visa; and 
(b) record the details on the student’s file; and 
(c)  notify the Secretary of DEEWR via PRISMS that the student’s enrolment has been 
cancelled; and 
(d) issue a Refund Application (Form 15) if appropriate. 

 
Australian Academy of Management and Science may choose to defer, temporarily suspend a 
student’s enrolment on two grounds:  
 

(a) compassionate or compelling circumstances; or 
(b)  misbehaviour by the student. 

 
The CEO may make the decision to cancel a student’s enrolment, based on information received 
from the staff of Australian Academy of Management and Science.  
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If Australian Academy of Management and Science chooses to defer, temporarily suspend or cancel 
a student’s enrolment, then the Student Support Officer will  
 

(a) inform the student of the School’s intention; and 
(b)  inform the student in writing that the change in enrolment status may affect their visa; 

and 
(c) inform the student that they have 20 working days to access the complaints and 

appeals process outlined in 4.1 Continuous Improvement  procedure; and  
(d) record the details on the student’s file. 

 
If the student does not access Australian Academy of Management and Science’ complaints and 
appeals process, then the Student Support Officer will:  
 

(a)  notify the Secretary of DEEWR via PRISMS that the student’s enrolment has been 
deferred, temporarily suspended or cancelled; and 

(b) record the details on the student’s file. 
 
Should the student decide to access the complaints and appeals process, the suspension or 
cancellation will not take effect until the process is completed. 
 

POLICIES AND PROCEDURES ON ATTENDANCE AND PERFORMAN CE 

Policy 

RECORDING ATTENDANCE AND PERFORMANCE 
 
Students are expected to progress through the course during the term. Such progress will be 
determined by their actual weekly attendance hours in the role relating to their training program, as 
well as by satisfactory academic performance in term course units. 
 
AAMS will provide effective and timely management of student’s at risk of failing to make 
satisfactory course progress and/or satisfactory attendance. 
 
Students are required to attend 80% of timetabled classes (calculated from that day retrospectively 
i.e. as a % of the number of days between course commencement and the day of absence).  
 

Procedure 
 

STUDENT ATTENDANCE 
Students attending institution based training are required to sign in on the Student Attendance Sheet 
at the time of attendance with a daily confirmatory signature by the Trainer/ Assessor.  Trainers are 
to record student’s actual arrival and departure times on the roll.  
 
Illness 
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Students who have been ill must supply a medical certificate on their return for all absences. Any 
medical certificates collected by the class trainer are to be submitted to administration before end of 
current study period (weekly).  
 
Students who take ill during the class may absent themselves in consultation with the AAMS 
Student Support Officer (SSO). The SSO is to record details of the meeting with student on the 
student attendance database, and to provide a hard copy of notes to administration for inclusion in 
student’s personal file. 
 
Recording 
Trainers are responsible for entering daily attendance onto the student ‘weekly attendance summary 
sheet.’ Completed summary sheets are to be handed to the Director of Studies by Friday close of 
business each week. Data will be entered into the Student Management System (VETtrak) by the 
SSO. Where the Trainer has identified that a student is at risk of receiving a warning letter for poor 
attendance, the trainer is to make contact with the student to discuss cause of non compliance. 
Contact may be in the form of face to face meetings, email or telephone calls. Trainers/ Assessors 
will record the details of all student contacts on student attendance register, and provide a hard copy 
to administration for inclusion in student personal files. 
 
Warning Letter 1 
Where the Director of Studies has assessed the student as not achieving satisfactory attendance for 
the course the Director of Studies will arrange with the SSO for Warning Letter 1 to be mailed to the 
student’s current address requesting an interview to establish the basis for the absence. The College 
will try to compromise and arrange delivery that will encourage attendance by the student. Students 
with personal issues for nonattendance are to be referred to the SSO for assistance. 
 
Warning letter 2 
Should the student not make contact with college, and still not attend class, then the Director of 
Studies will advise the student in writing that they are in breach of AAMS attendance policies and 
are required to attend a compulsory meeting with the course Director of Studies Students are also to 
be contacted by phone/email prior to meeting date in order to confirm attendance. 
 
The Director of Studies is responsible for recording all student contacts and issuance of warning 
letters on the student attendance register. A hard copy of all meeting notes is to be provided to 
administration for inclusion in the student’s file. 
 
Warning letter 3 
Should the student not make contact with college, and still not attend class, the CEO/Operations 
Manager will issue Warning letter 3 advising the student that they have 20 days to show cause as to 
why their student visa should not be cancelled. 
 
The written notice must inform the student that he or she is able to access the registered provider’s 
complaints and appeals process as listed in the Student Handbook and that the student has 20 
working days in which to do so. 
 
Where the student has chosen not to access the complaints and appeals processes within the 20 
working day period, withdraws from the process, or the process is completed and results in a 
decision supporting the registered provider, the CEO/Operations Manager will notify the Secretary 
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of DEEWR through PRISMS that the student is not achieving satisfactory attendance as soon as 
practicable. 
 
Provided the student has a reasonable explanation, then the student’s visa will not be cancelled. In 
the absence of acceptable reasons, then the CEO/Operations Manager will arrange cancellation of 
the student visa through PRISMS, advising DFEEST and DEEWR as part of this process to ensure 
that the rules have not changed. 
 
NOTE:  If the attendance drops below 80% but more than 70% and the student 
performance is in keeping with the rest of the group or meets the existing competencies within 
the summary of assessment then DEEWR may not require notification. 
 
The CEO/Operations Manager will report the student for breaching the 80 per cent attendance 
requirement because: 

(a) that decision is consistent with its documented attendance policies and procedures, 
and 

(b) the student records clearly indicate that the student is not maintaining satisfactory 
course progress, and 

(c) AAMS can confirm that the student is attending less than 70 per cent of the scheduled 
course contact hours for the course in which he or she is enrolled. 

 
 
NOTE: Should the Director of Studies not be able to locate the student, then DEEWR is to be   

contacted by the CEO/Operations Manager for direction and subsequent action.  
 
The CEO/Operations Manager will conduct weekly monitoring audits of the Student Attendance 
Register and Class rolls to ensure staff compliance with AAMS student performance policies. 
 
 

Procedure 

STUDENT PERFORMANCE 
Students are required to maintain a minimum pass rate of 50% of all units in any given study period. 
 
Students are to be provided with formal feedback on their assessment sheet and the determination of 
them being competent or Not-Yet-Competent by the course Trainers/ Assessors within 2 weeks of 
completing a unit. The assessment tasks are each signed by the Trainers/ Assessors and the student. 
The appeals process may be triggered from this point. 
 
A Trainer/ Assessors record student results using a Unit Assessment Summary (Form 52). At the 
completion of each unit of competence, the Trainers/Assessors sign-off the academic results records 
for individual students and submit it to the Director of Studies at the end of each study period 
(term). 
 
The academic results of all students are to be recorded systematically, both in the student’s personal 
file and on the student attendance register. Records must include non academic performance as a 
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result of illness (as evidenced by a medical certificate) or other exceptional compassionate 
circumstance beyond the control of the student e.g. bereavement. 
 
The Director of Studies is responsible for monitoring student progress at the end of each term. 
Where the student is deemed NYC in 50% or more of the competencies trained in any given term 
(currently 10 weeks) the intervention strategy is implemented. 
 
Throughout a term, where the Trainer/ Assessor records indicate that a student’s academic 
performance is continuing failure to maintain academic progress requirements in their course i.e. the 
trend of current results will have the student deemed NYC in 50% or more of the competencies 
trained in that term, the Trainer/ Assessor must advise the Director of Studies so the intervention 
strategy is implemented. 
 
The Trainer/Assessor is responsible for the academic performance records being updated the Student 
Management System. 
 
A final record of competency for an individual assessment is recorded in a student’s file using 
Assessment Summary �  Student (Form 51). 
 
 

INTERVENTION PROCESS STUDENT PERFORMANCE/ATTENDANCE  
 
The Director of Studies is responsible for the appropriate follow-up action of those students who are 
at risk of not maintaining satisfactory course progress as follows: 
 

(a)  Student has been determined not yet competent in two successive assessments or  
(b)  where a second attempt of an initial assessment has been made and remains not yet 

competent or 
(c)   where the student has failed or deemed not yet competent in 50% or more of the units 

attempted in any one study period 
 

 The Director of Studies shall contact the student by telephone, email or mail. This contact must 
include written information to the students of their right to access the Complaints Process within 20 
days. 
 
The student is asked to arrange a meeting with the Director of Studies. Students must bring a photo 
ID to the meeting. The meeting will discuss the reason/s for his/ her academic progress and identify 
any assistance and/or counselling required. The assistance/ counselling to be provided is documented 
and agreed with the student and a record placed in the student file. The Trainer/ Assessor is to be 
informed of the meeting outcome. 
 
The Director of Studies is responsible for ensuring implementation and monitoring of the 
intervention agreement. Where the intervention strategy fails to promote the student’s academic 
performance a further meeting will be arranged with the student to discuss additional 
counselling/support. Students identified with personal or sensitive problems are to be referred to the 
Student Welfare Officer for additional support. 
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Students who fail more than one unit of competence in any semester will be invited to explain to the 
Director of Studies why they should be allowed to remain on the course. Without a reasonable cause 
for their underperformance, the Director of Studies is to refer the matter to the Chief Executive 
Officer (CEO) who may opt to terminate their enrolment. 
 
Students are permitted to repeat a full cluster of units once. Where this cluster remains uncompleted 
at the end of the course, then they may be permitted to attend Australian Academy of Management 
and Science in a part time capacity. 
 
Where a student fails to get in contact, does not access the complaints process within 20 days or 
fails to attend the scheduled meeting, the Director of Studies is to issue the student with a warning 
letter advising they are at risk of breaching their student Visa requirements through not achieving 
satisfactory academic progress. 
 
If the student again fails to get in contact by the required date, the Director of Studies will issue a 
final letter advising the student that they are in breach of their student Visa requirements and will to 
be reported to DIAC (Under the Migration Act 1958) and DEEWR via the PRISMS system. 
 
If the Student does not respond to the final warning letter, course enrolment will be terminated for 
non-compliance with visa conditions (Under the Migration Act 1958) and processed as required by 
the ESOS act 2000. A copy of any breach notice will be sent to the student by the CEO. The 
documentation shall also offer the student 20 working days in which to trigger the complaints and 
appeals process. 
 
Where a student fails to trigger the complaints process, withdraws from the course or this process or 
the complaints and appeals process resolution supports the RTO, then we shall contact the secretary 
of DEEWR through PRISMS of the student not achieving satisfactory course progress as soon as 
possible but within 10 days. Any correspondence and counselling of the students related to 
academic performance is recorded in the students file, and on the student attendance register. 
 
The CEO will conduct monitoring audits of the Student Performance records on a term basis to 
ensure staff compliance with AAMS student performance policies. 
 

CONTACTING STUDENTS AND INTERVENTION POLICY 
 
All student details are confidential to Australian Academy of Management and Science but may be 
obtained from the Director of Studies.  
 
It is the responsibility of each Trainer/Assessor to monitor the performance of each student. 
 
All students have an unacceptable behaviour when they breach one of the following trigger points: 
 

Issue Trigger Point 
 
Attendance 

 
missed more than 5 consecutive days 
Attendance calculator shows less than 80% attendance 
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Issue Trigger Point 
Performance Failed last assessment 

More than 2 assessments failed 
Behind peers in performance 
Less than 50% not yet competent in Units to date 
 

Completion of assessments Written assessment late or not submitted 
 

Welfare issues Accommodation, financial, health 
 

Support Language literacy numeracy 
 

Other Any other matter that we feel should be followed up 
 

 
If students are experiencing any problems, then they must be supported by members of staff as well 
as the Australian Academy of Management and Science generally. 
 
Where the Director of Studies has assessed the student as not achieving satisfactory course progress, 
the SSO must notify the student in writing of the intention to report the student for not achieving 
satisfactory course progress.  
 
The written notice must inform the student that he or she is able to access the Australian Academy of 
Management and Science complaints and appeals process and may access these up to 20 days of 
being served a notice. 
 
Where the student has chosen not to access the complaints and appeals processes within the 20 
working day period, withdraws from the process, or the process is completed and results in a 
decision supporting the registered provider, Australian Academy of Management and Science must 
notify the Secretary of DEEWR through PRISMS. 
 

RELEASING AND TRANSFERRING DEPARTING STUDENTS 

 
Transfer of a student shall be considered following a formal application by the student after the 
exhaustion or at any time during the execution of the Australian Academy of Management and 
Science Complaints and Appeals process up to 6 months after commencing attendance at the 
Institute.  
 
An application for a letter of release shall be refused when: 
 

(a) A letter of offer from another RTO has not been presented 
(b) When there are personality issues between an instructor and the student or between 

students that may be resolved by mediation; 
(c) Unacceptable physical or verbal aggression 
(d) When there are outstanding fees due for education training already received 
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(e) When the student has not completed required assessments and is looking to have a 
statement of attainment issued 

 (f) The complaints process has not been completed and the appeals process has not been 
commenced 

(g) Poor or unacceptable performance 
(h) Poor or unacceptable attendance 
(i) Breaking of any common law (in which case the visa shall be terminated) 
(j)  other exceptional circumstances 

 
A Letter of Release for Transferring Students (Form 44) will be provided within 10 working days 
where it is agreed between Australian Academy of Management and Science and the student and 
evidence is available that the student does not fall into any of the categories in 26.2. This is provided 
without cost to the student. 
 
After 6 months attendance at the Institute, the student may move to a college without a letter of 
release. 
 
The basis for the rejection of the application shall be documented and the student advised within 10 
days that they may commence action under the Institute complaints and appeals procedure. 
 
Records of all applications of letters of release shall be recorded on a Register of Letters of Release 
Applications and records shall be retained in the student files 

 

EXTENDING VISAS 
Australian Academy of Management and Science will extend the duration of the student’s study 
where it is clear that the student will not complete the course within the expected duration, as 
specified on the student’s eCoE, as the result of: 
 

(a) compassionate or compelling circumstances (e.g. illness where a medical certificate 
states that the student was unable to attend classes or where the registered provider 
was unable to offer a pre-requisite unit) ,    

 
(b) the registered provider implementing its intervention strategy for students who were 

at risk of not meeting satisfactory course progress, or, 

(c) an approved deferment or suspension of study has been granted under Standard 13 of 
the National Code. 

 
To extend a student’s visa term, the student must apply for the extension in writing to Director of 
Studies explaining the justification to there application. All records of the consideration and 
approval or rejection of the application to extend the visa are to be retained on the student file. 
 
The Director of Studies shall review the application along with Trainers/ Assessors and other 
relevant members of staff and make an informed decision. Rejection of the application shall be 
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discussed with the student and where appropriate, the student may appeal the decision as defined in 
our procedures 4.1 Continuous Improvement. 
 
The Student shall be advised of the outcome in writing. 
 
Where a student’s visa is extended, DEEWR will be notified via PRISMS of the extension but the 
duration shall not exceed the CRICOS registered course duration. 
 
 

CHANGES TO REGISTERED PROVIDERS OWNERSHIP 
 
Australian Academy of Management & Science is committed to advise the designated authorities of 
the change in the ownership or to the managerial agents. This action will happen prior to the change 
taking effect as soon as practicable or with in 10 working days of the change taking effect.   
 
Australian Academy of Management & Science is also committed to provide the designated 
authorities with information on the new owner or managing agent for the purpose of making�
assessment under the ESOS Act.  
 


