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Welcome Message

Dear Student,

| would like to welcome you tBollard English Language Cer{tiereby referstoag t 2 f £ | NR
oy3aftAaKéVLE | NBIAAGSNBR 9[L/h{ tNRBDGARSNI 6/ wL/ h

You have made an excellent choice in choosing to study with us as our courses and engaging
learning activities both in and outside the classroom will provide you with the s&éided to

excel at English and achieve your study and career goals. At Pollard English we are focussed
on teaching more than just English so that your learning is a positive and exciting journey.

Our teachers are qualified, experienced, fun, passionatutleaching English and have
travelled extensively to learn and understand other cultures. These qualities, together with
an interesting curriculum will ensure that you excel at learning English while experiencing the
beauty of Australia.

At Pollard Engdh Language Centre, we create a culturally supportive environment to ensure
that our students feel respected and valued. Our staff understand the difficulties of trying to
communicate in an unfamiliar language and we are committed to being supportiverof ou
students throughout their learning journey.

| wish you every success with your studies!

Warm regards,

Qingyang WEI
Director
Pollard English Language Centre Pty Ltd

CRICOS Provider NI3584B
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1. Introduction

The purpose of this Student Handbook is to assist you with your studies and assessments
while enrolled at POLLARD ENGLISH. It provides vital information that will guide you through
your time at POLLARD ENGLISH. It is of prime importance that you reattanstand all

of the content in this Handbook.

The Student Handbook outlines policies and procedures that govern the professional
operation of POLLARD ENGLISH. Each student has to comply with the rules and policies of
POLLARD ENGLISH published in thidddet.

Due to the importance of this document, each new studentatitnd an Orientation
Session before starting their studies. During this session the content of this Hanalbiolod
explainedand students will begiven the opportuniy to ask any quesbns they might have.

On completion of the Orientation session, the studantll be asked to sign an
Acknowledgmentorm confirmingthat they have read and understood this document.

POLLARD ENGLISH operates in compliance with the:

A Education Services ©verseas Students (ESOS) Act 2000
https://www.legislation.gov.au/Details/C2016C00935

A National Code of Practice for Registration Authorities and Providers of Education
and Training to Oveeas Students 2018.
https://www.legislation.gov.au/Details/F2017L.01182

If you would like to have a copy of any of the above mentioned legislative instruments
please contact Student Sereis and request this via emailiafo@Pollardenglish.edu.au

and an electronic copy will be emailed to you or you can access the legislation at the links
provided above.

Please note thaPOLLARBNGLISH responsible for the quality of theachingin
compliance with these Standards or legislations.

2. Mission Statement

To provide quality English language teaching to overseas students, encouraging the pursuit of
excellence through engaging learniacfivities

Communication Knowledge Integrity Excellence

Pagez
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3. Essential Contact Details

Director: Marshall WEI

Phonel300 897 851
E-mail: marshall.wei@pollardenglish.edu.au

Director of Studies (Brisbane Campuk)ty Johannes

Phonel300 897 851
E-mail: Lily.Johannes@pollardenglish.edu.au

Director of Studies (Sydney Campudgff Huang

Phonel300 897 851
Email: Jeff. Huang@pollardenglish.edu

4. List of Abbreviations

This list contains abbreviations that are used throughout this document:

AEI Australian Education International

AQF Australian Qualification Framework

ASQA Australian Skills Quality Authority

COE Confirmation ofEnrolment

e-COE Electronic Confirmation of Enrolment

DET Department of Education & Training (DET)

DIPB Department of Immigration and Border Protection

ESOS Act Education Services to Overseas Student s (ESOS) Act 20

OSHC Overseas Student Health Cover

PAYG Pay As You Go (income tax deducted from wages)

PRISMS Provider Registration and International Student s
Management System

RPICredit Transfer Recognition of Prior Learning

Pollard English Pollard English Language Centre Pty Ltd

DOS The Director of Studies

TPS Tuition Protection Service

VETAssess Vocational Education and Training Assessment

WHS Work Health and Safety

Learnerk Students | Refers to students or student s enrolledROLLARD ENGLISH
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5. Facillities

Alltraining rooms at POLLARD ENGLISH are fitted with comfortable desks and chairs as well
as other appropriate equipment such as white boards, wireless internet, computers and
projectors to support the learning process. All rooms are quiet, spacious ancabegss to

natural sunlight.

There are also kitchen facilities and appropriate toilet facilities (including disabled toilet) in
the building.

Furthermore, students also have access to a cosy student learning corner with relevant books
and newspapers andeearning resources or equipment for learning purposes.

It is recommended that each student will have a laptop with wireless internet access to
facilitate their learning experience. There are laptops available on campus for students to
borrow to assist theilearning.

6. Living in Sydney

Population: Over 4.5 million people and growing

Climate: Sydney enjoys a subtropical climate with a winter temperature range between
10 and 25 degrees Celsius and a summer average peak of 30 degrees Celsius.

A greatplace to live & study

1. Sydney continues to regularly rank in the top ten of the widely respected Mercer Quality
of Living Survey and the Economist's 'World's Most Liveable Cities' survey.

2. Sydney has one of the lowest city population densities and highest standards of living in
the world.

3. Seven of the top ten Australian attractions are in Sydney, according to the International
Visitor Survey (led by the Opera House and Sydney shopping).

4. Sydney, Australia's oldest and largest city, is one of the most beautiful, cosmopolitan and
safe metropolis in the world. Located on Australia's east coast, Sydney thrives on 240
days of sunshine and blue skies every year.

5. Sydney combines the best aspects of Australia in a world city. From beaches to bushland,
unparalleled natural beauty to worthmous architecture and a culture renowned for
everything from fine food, music and the arts, to nightlife and surfing. Sydney offers a
lifestyle to suit everyone.

PagA
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Culture

As diverse as its people, Sydney has been shaped by many influences. Its lfigstye and

food bring together elements from all corners of the world. International art, music, film and
cultural festivals fill Sydney's streets all year round. In cafes and restaurants across the city,
Asian, European, African and American flavaueson offer.

Global City

Sydney is recognised as Australia's world city and a prime driver of the Australian economy.
The city is a national hub for global industries such as business, financial services, law,
telecommunications and the media. It isrhe to more regional and international business
headquarters than any other city in Australia. Sydney is ranked as the most important world
city in the Southern Hemisphere. It has institutions such as the Reserve Bank of Australia and
the Australian Stock{ehange.

Estimate of Living Costs in Sydney

It is estimated that an international student requires a minimum of $16,000 to $21,000 for
living expenses for each academic year (12 months). Initial establishment costs for a shared
apartment, such as rentabimds for accommodation, electricity, gas and telephone, could add
up to at least $1,500. See the list below for more detailed information:

1 Rent A$100500 Weekly rate (share accommodation i
' cheapest)

2.Bread AUD$2.40

3. Litre of milk AUD$1.40

4. Dozeneggs AUD$2.20

5. Instant noodles AUD$0.60

6. BBQ chicken AUD$812

7.1 kg of rice AUD$1.65

8. Haircut: male AUD$1640
AUD$201 W in Al li f

9. Haircut: female U $20100 (Women in Australia pay more for a
haircut)

10. Movie ticket AUD$1315 (student discounts can apply)

11. Restaurant/café/food hall meal | AUD$725

PageS
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12. Medical AUD$3340 per consultation (claim on insurance]
13.Bus AUD$312 (special discount for students)

14. Train AUD$440 (special discount for students)

15. Books AUD$16200 (depending on the book)

16. Newspapers

AUDS$1.26

17. Gas and Electricity

AUD$1525 per month in a shared accommodatig

18. Taxi AUD$812 for a 5 minutes ride
19. Buy car AUD$2,00650,000 plus vehicle registration cost
20. Petrol AUD$1.26€1.80 per litre

AUD$2650

LiQa OK SdgrdciSieslirangsuperamrket

stores like:

Woolworths- http://www.woolworths.com.au
Coles http://www.coles.com.au/

IGA- http://iga.com.au/
http://insiderguides.com.au/cosbf-living-
calculator/

A$106500 Weekly rate (share accommodation i
cheapest)

21. Weekly groceries

22. Cost of Living Calculator

23.Rent

Public transport

You can find the timetables and cost of fares for public transport in Sydney by visiting the
Integrated Transport Informatiowebsite:http://www.131500.com.au/

Finding Accommodation

Finding somewhere to live is a crucial component of a successful study experience in Australia.
Whatever you choose it is vital to fully understand all of your options and be aware of your
rights and responsibilities.

Sydney has a wadvariety of accommodation available for students; from single rooms to
shared apartments/units/flats. If you want to share with other students leave a message on
the bulletin board on campus with your contact details. For more information ask our friendly
student services staff to assist you or check the bulletin board. Here are some useful Websitega

to help you. g
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Medical Issues

POLLARD ENGLI&#4 an up to date list of medical professionals who are within easy access
of the campus. Any student with medi@ncerns should inform the Student Services Officer,
who will assist them in finding appropriate medical assistance. There is a list ebyear
medical clinics on the bulletin board near reception. Please talk to Student Services for more
help and assistaie in this matter. Alternatively, you can Google search for medical centres
close to POLLARD ENGLISHor near your accommodation.

Below, is a snapshot compiled by us from Google maps shows medical centres around the
POLLARD ENGLSHney CBD:

Medical Centres near Central, New South Wales
Bing Local
A M 1. CBD Medical Centre - Website - (02) 8004 2660
_ 2 L o 1 Shp2/ 92 Pitt 5t - Sydney - Directions
WSULTIMO; Ul g 2. Cream Angela - (02) 9319 3900
.9 © Abercrombie 5t Medical Cntr 3... - Chippendale -
h pp
. N 3 [ Directions
Y—Broadway % 3. Redfern Medical Centre - (02) 9698 5763
B Regent St - Redfern - Directions
m"ﬁj 2 a Sydney Medical Dental & Cosme... - (02) 9233 3393
1= w . ! .
e level 1/ 70 Pitt 5t - Sydney - Directions
(3] *.1 Central 5. Sabapathy Vasantha Dr - (02) 9231 1000
. CBD Medical Practice 70 Pitt... - Sydney - Directions
= More listings Data from: Yellow Pages®

Note: It ismandatory/compulsory for international students to have a valid overseas student
health cover/insurance for the period of their visa. Medical costs in Sydney can be very
expensive and from our experience it is economical for students to have oversetsduear

to bear this cost in case of medical emergency. If you need more information regarding
overseas health cover please do not hesitate to contact the Student Services Officer and
alternatively you can visit following websites:

http://www.medibank.com.au

http://www.bupa.com.au

Legal Services

Legal Aid NSW/LawAceNSWprovides oneoff free legal advice regarding a range of legal

issues including.

1 Criminal lawg people &cing criminal charges.

1 Family lawng issues arising from family breakdown (especially matters involving children),
domestic violence and child support.

1 Civil lawg including housing law, consumer law including credit, debt and mortgage
matters, discrimination, social security, immigration (only at Central Sydney office),
mental health and guardianship law.

For more information please visit their website:
http://www.lawaccess.nsw.gov.au/
Communication||iKnowledge | integrity| |IExcéllence
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http://www.legalaid.nsw.gov.au/getegathelp/advice
The information contained in this section is compiled freanious websites mentioned in
this section and few more websites that are listed below. Also, if you need more information
about living cost in Sydney please do not hesitate to visit these websites:
Insider GuidesInformation for International Students whwvant to study and live in
Sydney/Australiahttp://insiderguides.com.au/sydney/

Mercer (provides ranking of cities to live in around and wagld)

http://www.mercer.com.au/presseleases/qualityof-living-report-2012

Australia.gov.au (your connection with government)

http://australia.gov.au/lifeevents/immigratingto-australia/livingin-australia

Sydney Australia Websitghttp://www.sydneyaustralia.com/en/studyn-sydney

Study in Australia Websitehttp://www.studyinaustralia.gov.au/

Transport Roads & Maritime Servigéttp://www.myrta.com.au

Job search websites: Sedktp://www.seek.com.au/

Career One http://jobsearch.careerone.com.au

7. Living in Brisbane

A great plae to live & study

Brisbane, capital of Queensland, is a large city on the BrisbanevRikiesne of the lowest

city population densities and highest standards of living in the wa@ldstered in its South
Bank cultural precinct are the Queensland Museammd Sciencentre, with noted interactive
exhibitions. Another South Bank cultural institution is Queensland Gallery of Modern Art,
among Australia's major contemporary art museums. Looming over the city is Mttl@got
site of Brisbane Botanic Gardens.

Cdture

As diverse as its people, Brisbane has been shaped by many influences. Its culture, lifestyle

and food bring together elements from all corners of the world. International art, music, film

YR Odzft GdzNI £ FSalAglta Fhdafes andMdstaudants/aBresdthed i NB S G a
city and along the river, Asian, European, African and American flavours are on offer.

Global Tourist City

Brisbane, as the third largest city in Australia is one that is rapidly growing. The city and the
nearbyGold Coast attract tourists from all round the globe and it is a favourite tourist
destination for many Australians who head to Brisbane to enjoy the warmer climate.

Pag£
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Estimate of Living Costs in Brisbane

It is estimated that amverseas/international student requires a minimum of $16,000 to
$21,000 for living expenses for each academic year. Initial establishment costs for a shared
apartment, such as rental bonds for accommodation, electricity, gas and telephone, could
add up toat least $1,500. See the list below for more detailed information:

Rent A$100500 Weekly rate (share accommodation is cheape
Bread AUD$2.40

Litre of milk AUD#$1.40

Dozen eggs AUD$2.20

Instant noodles AUD$0.60

BBQ chicken AUD$812

1 kg ofrice AUD$1.65

Haircut: male AUD$1640

Haircut: female

AUD$206100 (Women in Australia pay more for a haircut)

Movie ticket AUD$1315 (student discounts can apply)
E;Tt,zijnt/cafeﬁmd AUDS725

Medical AUD$3®40 per consultation

Bus AUD$312 (special discount for students)
Train AUD$440 (special discount for students)
Books AUD$16200 (depending on the book)
Newspapers AUD$1.26b6

Gas and Electricity

AUD$1525 per month in a shared accommodation

Taxi AUDS$812 for a Sminutes ride
Buy car AUD$2,00650,000 plus vehicle registration cost
Petrol AUD$1.4601.60 per litre
AUD$2650
LiQa OKSILISNI G642 0dz22 3INROS

Weekly groceries

Woolworths- http://www.woolworths.com.au
Coles http://www.coles.com.au/

IGA- http://iga.com.au/
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Public transport

You can find the cost of fares for public transport in Brisbane by visiting the Translink
Information websitehttp://translink.com.au/

Finding Accommodation

Brisbane has a wide variety of accommodation availatesfudents; from single rooms to
shared apartments/units/flats. If you want to share with other students leave a message on
the bulletin board on campus with your contact details. For more information ask student
services to assist you or check the bufidioard. Here are some useful websites to help you.

Medical Issues

POLLARD ENGLI#4 an up to date list of medical professionals who are within easy access
of the campus. Any student with medical concerns should inform the Student Services Officer,
who will assist them in finding appropriate medical assistance. There is a list cbyear
medical clinics on the bulletin board near reception. Please talk to Student Services for more

help and assistance in this matter. Alternatively, you can Google search for medical centres
close to college or near your accommodation.

For example: have ok at the snapshot compiled by us from Google maps as follows, it
shows medical centres around Campus.

- |i1’); [+] @ o © He’sw"Rd:)o DOWETT IS
. B & Kelvin Grove 2 Bulimba
medical centres near Brisbane ° = o , Newstead @ i
LoJ RedjHill o °'s
QLD = S® 3 °
g S gl 2 :
as@ | ﬁ]' ° Paddlnggon‘ 3 ' o g o & Lhon®
7 Day CBD Medical Centre 1 +%, | e - NewFarm a &
' Appointments Available Daily. enp"’ e”’m 8 o # L& 8o
Brisbane CBD. Call Us 24/7! Miiton €8 ° 'y
www.cbdmedical.com.au/ Q. & Ne;\: Firm (23]
Level 1/ 245 Albert St, Brisbane Auchenﬂower"be Ko o _nor

@ Family Medical Centre
Open 7 Days.Bulk Billing Available.
Experienced Specialists. Visit Now!
www.mediprac.com.au/

©
) A
o@ ﬁife e”(g Q : e East
° A Kangaroo B .
© 0 weStEnd o % Point ané:ane )
= o 3 o Norman Norma
oﬁb (<] L L % Creek Rark
S HighgatetHill & @0 m
(-}
54

" g - 6°% o * @
y r Playing 10} m ® ‘\ 2
Coorparoo Village 7 Day Medical Centre Field4 a, 1§ Coarll
v m ) )
: Swg, L
358 Old Cleveland Rd, Coorparoo QLD 4151 ol T R 5 B4 f@ L9r8lands
(07) 3847 2377 o o Jack . St L u Woolloas aP{ba 8! ark
n 19 reviews = Speare Park 48 g5
’ e L Chatsworth Ad
robert taylor - dr robert - bulk billing R isbane Corso ‘P & z °§n :
"l have been to this medical centre on 3 occassions N V‘;”E : ¥ Fairfield re §¢gpes
and seen 2 doctors ..." - : yde Rd & Annerley QE
o
. . Chelmer Inde i -
Mater Hill Family Medical Centre ~ ° etang veroma | Sy N Q.
\ R o M efonga @ |
7/40 Annerley Rd, Woolloongabba QLD | I Hole o APk ® @ & o?°
4102 -‘ G""-‘ewneA Tarqyindi 'Y m Glirl
(07) 3844 3239 - I Eme | 2 Kracvile ve | &} o \

materhillfamilymedicalcentre.com.au

Tennyson Yeerongpilly 2 'o
1 review It mi et The Brisbane 9

(]
o
Note: It is mandatory/compulsory for international students to have a valid overseas student =
()]
health cover/insurance for the period of their visa. 8lleal costs in Brisbane can be very g
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expensive and from our experience it is economical for students to have overseas heath cover
to bear this cost in case of medical emergency. If you need more information regarding
overseas health cover please do not & to contact the Student Services Officer and
alternatively you can visit following websites:

http://www.medibank.com.au

http://www.bupa.com.au

Legal Services

Legal Aidhttp://www.legalaid.gld.gov.au/Pages/Home.aspx

Caxton Legal Centre Inc. is located at 1 Manning Street Suisthane Students can contact
Caxton Legal Centre for a gendegjal servicehttp://www.caxton.org.au/

The information contained in this section is compiled from various websites mentioned in this
section and several more websites that are listed below. Also, if you needinformation
about living costs in Brisbane please do not hesitate to visit these websites:

Insider Guides Information for International Students who want to study and live in
Brisbane/Australia:

http://insiderguides.com.au/brisbane/

Mercer (provide ranking of cities to live in around and woc/d)

http://www.mercer.com.au/presseleases/qualityof-living-report-2012

Australia.gov.au (your connection with governmeant)

http://australia.gov.au/lifeevents/immigratingto-australia/livingin-australia

Study in Australia Welie ¢ http://www.studyinaustralia.gov.au/

Transport Roads & Maritime Servigéttp://www.myrta.com.au

Job search websites: Seek http://www.seek.com.au/

Career One http://jobsearch.careerone.com.au

Emergency numbers

Name General Local Brisbane

*Police 000 07 3364 3011

*Fire 000 1374 68

*Ambulance 000 13QGOV,

Lifeline 131114

Alcohol and drugs 1800 888 236

Rape helpline 1800 424 017 ]

Butterfield St Herston QLD 4006 07 3636 8111 F%!D
[
o
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200 Roma St Brisbane City 000 07 3364 3011
279 Upper Roma St, Brisbane QLD 4000 000 07 3247 553¢
Australia RedCross 131 495

Electricity Ergon Energgl Mary St, Brishane

oL 4003; g 0§1 Mary 1310 46

Poison Information 131 126

State Emergency Servi(8ES) 132500 07 5591 1177

*Note: if you are out of network range, Dial 112 from your mobile phone for emergency
services

8. Information for Students

Assess your English Proficiency ‘

1StDAY

Orientation Interview with Director of Studies ‘

Set your Pathway Plan ‘

Page:'. 2
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Formative Assessmentsevery week

Academic Progress Weekly feedback from teacher based on the
results

Discuss academic progress with teacher

Pathway review

9. List of Programs

Program 1 | General English Beginner to CRICOS Course | 094734F
Advanced Code:

Program 2 IELTS Preparation CRICOS Course | 094737C
Code:

Program 3 | English for Academic Purposes | CRICOS Course | 094735E
Code:

Program 4 | English for Business Purposes CRICOS Course | 094736D
Code:

10. Assessment

General English Beginner tadvanced(GE)

Formative: Weekly Tests

Summative: Miecycle and Enaf-cycle tests

IELTS Preparation

Formative: weekly practice tests

Summative: Miecycle and Enaf-cycle comprehensive tests

English for Academic Purposes (EAP)

Page:|.3
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Assessments with set dulates
English for Business Purposes (EBP)

Assessments with set due dates

Page:'.4
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aaas POLLARD

English Language Centre

11. Timetable

Sample timetable showing scheduled class contact hours, associated study and breaks

Session 1 (Sessions 2 and 3 will follow a similar format)

Time Monday Tuesday | Wednesday| Thursday Friday
Feedback
8:00¢ 9:00 Speaking | Grammar Listening Reading and
counselling
. Listening/Re Speaking/Li§ Graduation
9:00¢ 10:00 Reading . g Grammar P . g -
ading tening + activities
BREAK 10:00 to 10:15
, . . Speaking/Re _
10:15¢ 11:15 Listening Speaking P . g Test Elective
ading
11:15¢ 12:15 Writing Writing Writing Writing Elective
12:15-15:00 | SeltAccess| SeltAccess| SeltAccess| SeltAccess| SeltAccess

12.Student Services

Student Services is open from 9:00am to 5:00pm Monday to Friday

TheStudent Services Officer is the first point of support for any matter that is not related to
your actual academic studies, for example: payment of fees, holiday application, change of
course, medical certificates, updating contact details etc.

Director of Studies

The Director of Studig®OS}¥ees to all academic related concerns or questions. Please
make an appointment at Reception.

Student Counsellor

Page:|.5
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If you find life have personal or study difficulties then make an appointment to see the
Student Counsello (Monday to Friday 9:00am to 5:00pm)

If you are experiencing personal problems and need professional help, the counsellor will
refer you to a professional psychologist. The psychologist will be able to help if you have
stressful psychological or emotidriasues that are interfering with your studies.

Orientation program

A detailed orientation program is provided for all new Student s arriving on campus at the
0SIAAYYAYI 2F GKS O2dzNBES® C2NJ Y2NB RSGFAfa LXSIH
this document.

Counselling services

The Student Counselling Service at POLLARD ENGLISH is designed to assist Student s in
dealing with a wide range of problems including homesickness, managing stress, handling
conflicts, emotional issues, improving motivation, enhancing study skills, oiggsisidy

time and any other issue that may be of concern to the Student. Student Services Officers
are well acquainted with the pressures and stress of student life and are the first point of
contact for any assistance. If they are not able to help thel&it with a particular situation

or matter, they will refer the student to appropriate personnel for further consultation. This
may be the DIRECTOR or his representative.

If the DIRECTOR / Director of Studies feel the need for a Student to be refeaed t
professional counsellor, a reliable and qualified counsellor will be recommended.

Social Programs

POLLARD ENGLISH organises social events throughout the year to provide opportunities for
all Student s to mingle and socialise. These events includeraldind sightseeing events,

speech contests, dinners, excursions, sporting events, Christmas parties aadtmith

festivals.

Employment Assistance

POLLARD ENGLISH provides student s with information about employment in Australian
including student wiking rights available from the Fair Work Australia via
www.fairwork.gov.auPOLLARD ENGLISH keeps in close contact with local businesses and
industry groups to identify suitable employment opportunities for eledistudent s.

POLLARD ENGLISH will assist student s to gain employment by providiegedefiment
activities such as writing effective resume, interview preparation etc.

Important: POLLARD ENGLISH does not guarantee any form of employment to thestude
on completion of the course.

Page]. 6
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Help with your studies
If you have difficulty understanding anything always talk to your teacher.

After having spoken to your teacher and you would like further assistance then please make
an appointment to see the Direat@f Studies.

Communication
Email, post and telephone

Check your email regularly as student services may have important information to share
with you. Sometime®ollard English has to contact you by letter or phone. You should
respond to any letter or enibreceived fromPollard English immediately.

Make sure that student services are informed of any changes to your contact details as soon

as possible. As an international student the DEPARTMENT OF HOME AFFAIRS (DHA) requires
that you providePollard Ength  with your QLD address as soon as you commence your

course and keep us informed of any changes (address, email, mobile number) that may

occur, within seven days of the change.

Noticeboards

Check the noticeboards regularly for amynouncements about upcoming student events
and other important information.

Library

Each Pollard Engliglampushasa small but comprehensive library with books as well as
contemporary and current magazines and newspapers in English. Subscriptionstd cur
magazines and newspapers in English are available for students during their studies. The
library is constantly growing.

We also have audio and video facilities available to assist students with their learning.

For more details regarding our facilities please visit our college website at:
www.pollardenglish.edu.au

Page]. 7
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13. Application Process

Step 1: Obtaining POLLARD ENGLISH Student HandimoldBourseBooklet;

Studentswho are interested in theoursesoffered at POLLARD ENGLISH are advised to read
through the Student Handbook and/@ourseBooklet prior to enrolling. Students will find

all the relevant information they need to ensure they enrol in the right courséuoiies.
Students can download the documents frohe POLLARD ENGLISH website:
www.Pollardenglish.edu.au

Step 2: Complete an Application Form

Shouldstudentsfind that the courses offered at POLLARD ENé&inktstheir needs and
careefstudy plans, they should carefully read through the entry requirements to determine
if they are eligible to apply. For details of the entry requirements for eacinse please

refer to the POLLARD ENGLGRdrseBrochure, agilable from POLLARD ENGUM@HBsite:
www.Pollardenglish.edu.au

Students will need to provide original or certified copies of the docummtaested

together with the completed applicatioform for their enrolment applicationto be

assessed. Originals will be sited, copied, and verified as true copies of the original and signed
by theDirector of Studies

Documents required may include:

A Proof of Identification documents such as a passport

A Certified copies of previous qualifications (including certificates, academic transcripts etc)
if applicable

A Original or certified copy of English proficiency test results such aS/IEDEFL/PTE etc

A Documents not in Englismust be accompanied with certified treslation by a NAATI
accredited translator.

Step3: Enrolment Documents Verification Procedures

th[[!w5 9bD[L{l @gAff laasSaa ¢gKSGKSNI §KS {(GdzRSY
language proficiency are appropriate for the cou(E&ICOS Acadeamunly)for which

enrolment is sought. All the relevant documents provided by the Student will be assessed

and verified bythe Director of Studies

The verification might include a reference check, telephone or-fadace interview with
the Student or aequest for the qualifications to be verified by the issuing authorities.

Step4: Issuing Letter of Offer or Letter of Rejection

Page]. 8
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TheDirector of Studiewill assess the application(s) and iss@ffer Letters or a Letter of
Rejection.

A Letter of Offer will be issued to the successful applicant, or:
A Letter of Conditional Offer will be issued to successful applicant who needs to satisfy
the conditions before a full offer can be issued or

3. A Letter of Rejection with reasons will be sémthe unsuccessful applicant.

lff GKS 2NARAIAYLE OSNERA2Yya 2F R20dzySyida oAttt oS
at POLLARD ENGLISH for future reference. A Letter of Offer is valid for 28 days from date of
issue.

Step5: Accepting theletter of Offer

Upon receiving the Letter of Offer, Students will need to carefully read the terms and
conditions attachedo the Letter of Offer. The sudent must read, understand and agrée
the terms and conditions attachdd the Letter of Offer, then they must sigithe Letter of
Offer (and initial each page of ti@ffer letter) and pay the tuition fee (as outlined in
POLLARD ENGLISH Fees and Charges Schedule).

The signedetter of Offer and evidence of tuition fee payment receipt must be returned to
POLLARD ENGLISH before the enrolment can be confirmed. Pleagetite Letter of
Offer must be signed by the student (a written or electronic signaiaecepted by
POLLARD ENGLISH.)

Step6: Confirmation of Enrolment

A Confirmation of Enrolment letter will be issued to international students for visa purposes
upon receiptothe{ (G dzZRSy i Qa GdzA A2y FSS LI e&YSyd IyR aiil

Please note thathe signedLetter of Offer (with evidence of payment) serves abiading
contract between POLLARD ENGLISH and the student.

Step7: Orientation Day
A compulsory Orientation Day Program is arranged for all students before course
commencement. The following activities will take place on the Orientation Day:

Emergency eacuation directions & protocols;

Introduction and welcome by the academic and administrative staff;
Students registration process;

Introduction to Overseas Students Health Cover (OSHC);

Introduction to health and welfare services;

L

Introduction to course iformation, timetable, learning & assessment strategies,
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academic intervention strategies etc.
A completecourseschedule will be provided to studends Orientation.
. Introduction to student rights and responsibilities at POLLARD ENGLISH;

9. LYUNRRdAzOUGA2Y (0 2Comptants andAdpea procksk:{ | Q&

10. Introduction to the library & computer facilities;

11. Introduction toSudent Support services including on how to access student
counselling facilities.

12. Details on student visa conditionsgardingCourse progress andttendance;

13. Photo session with students for the POLLARD ENGLISH to generate student ID cards

14. Employment in Australia as an overseas student.

15. Students who miss the Orientation Day program and have a valid or compassionate
and conpelling reason for their absence will be given another opportunity to
attend an Orientation program.

16. This Orientation will be held before course commencement and if the student fails
to attend the Orientation program for a second time, he/she may riskrizatheir
enrolment cancelled unless the absence has beerapmoved by the Director of
Studies.

Step8: Course Commencement

All studerts will be given information regarding their course commencement date and time,
classroom andeacher

14.Fees and Chges

Pollard Englishis entitled to charge fees for services provided to students undertaking
training and assessment that leads to a nationally recognised outcome. These charges are
generally for items such as course materials, text books, student services and training and

assessment services.
Fees payable

Fees are payable when a student has received a confirmation of enrolment. The initial fee
payment must be made prior to commencing training or within 10 days of receiving an
invoice from POLLARD ENGLISH. POIERM&DSH may discontinue training if fees are not
paid in accordance with the agreed fee schedule. The current fees and charges are published

within the current schedule of fees and charges.

Schedule of Fees and Charges

Pagezo
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The Director is responsible for apping POLLARD ENGLISH Schedule of Fees and Charges.

The schedule of fees and charges is to include the following information:

9 the total amount of all fees including course fees, administration fees, material fees
and any other charges for enrolling in aitiag program;

1 payment terms, including the timing and amount of fees to be paid and any non
refundable deposit/administration fee;

9 the nature of the guarantee given by POLLARD ENGLISH to honour its commitment to
deliver services and complete the trainingd/or assessment once the student has
commenced study;

1 any discounts, fee reductions or exemptions available for multiple enrolments,
concession card holders, continuing student s, group bookings etc;

1 the fees and charges for additional services, inclgdiuch items as issuance of a
replacement qualification parchment or statement of results and the options
available to student s who are deemed not yet competent on completion of training
and assessment; and

Program 1 General English Beginner to Advance
Enrolment Fee $200
Materials Fee $20 per week

Course Fees

$300 per week

Program 2

IELTS Preparation

Enrolment Fee

$200

Materials Fee

$25 per week

Course Fees

$300 per week

Program 3

English for Academic Purposes

Enrolment Fee

$200

Materials Fee

$25 per week

Course Fees

$300 per week

Program 4

English for Business Purposes

Enrolment Fee

$200

Pagez 1
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Materials Fee $25 per week

Course Fees $300 per week

Payment Option: Under new legislation and as part of the ESOS Framewdheand
National Code 2018, students may choose to make full payment of course fees prio
at the time of enrolment. Should you wish and agree to pay more than the initial fee
$1500 prior to starting your course, please state how much you want to ipeugign in
the space provided.

15. Other Fees and Charges

Items Fee

Late payment of instalment feespenalty (if applicable) $200.00 per week

Change of program (fee payable upon acceptance of a
change of course to a different discipline or level. Only
applicable if a CoE was already issued for the previous ¢
¢ non-refundable)

Late submission assessment feéf not discussed with
assessor prior to assessment due daextensions are
accepted for no more than 2 weeks from the assessment
date. If later than 2 weeks, the fee will be charged).
Reassessment fee (first and second attempt tweo
assessment are included in the course fees, only from th¢ $200.00/Per assessment
third attempt thereafter the fee will be charged)

$250.00

$200.00/Per assessment

Relssue Transcript only $30.00

Relssue Certificate only $30.00

Reissue complete Testamur (Certificate and Transgript | $60.00

Postage for Certificates (if other than normal and if
requested by the student)

Registered Mail $25.00
Courier $40.00
Reissue of Student Card (neefundable) $20.00
Graduation Fee To be advised

Payment Method:

The bank accourdetails for the payment of fees are as follows:

Pagez 2
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Account Name: POLLARD ENGLISH LANGUAGE CENTRE PTY LTD
Bank: St. George bank Limited

Bank Address: 4-16 Montgomery Street, Kogarah NSW 2217

BSB: 112 879

Account No: 441 786 547

SWIFT code: SGBLAU2S

Fees can be paid using the following methods:

Telegraphic transfer a common method of payment used by international students.
International Telegraphic Transfers will attract a AUD$20.00 processing fee.

- Bank deposit at any branch of the St.o@ge bank.
- Onlinetransfer to Pollard English St. George bank account.
- Bank cheque made payable BROLLARD ENGLISH LANGUAGE CENTRE PTY LTD.

- Transfers by EFTPOS using savings or credit cards. These payment facilities are
available from Pollard English preses. A surcharge fee applies for credit card
payments.

To confirm payment, students are required to send to POLLARD ENGLISH via email
(accountspollard@pollardenglish.edu)ata copy of thetransfer receipt, deposit slip or
cheque along with your name, offer number and date of birth.

Note: Pollard English reserves the right to vary fees without notice.
Payment procedure for tuition fees is as follows:

A An invoice for tuition fees for each term will be sent to students before that term
O02YYSyO0Sas (GKAa OFy 0S KIYyR RStAQOSNBR Ay Of I

A Students are required to pay the tuition fee before the commencement date of each
term.

A If a student is having difficulties paying fees on time, they must make an appointment
with the Finance Manager and discuss the issue. The Finance Manager will assist in
NBaz2ft gAay3a GKS &addzRSyidiQa FSS LINRofSwt FyR LINRL
interest may be applicable in some cases, this is calculated from the due date until the
whole tuition fee is paid.

A Where there is no arrangement in place with the Finance Manager, a flat late payment
penalty of AUD$ 200applies for any tuition fee payemt made after the due date. If
students have overdue fees they may not be eligible to attend classes, complete
assessment tasks, enrol in further studies or borrow items from the library.

A If tuition fees are more than 2 weeks overdue and the student lwasmade any genuine
efforts to discuss the circumstances with the Finance Manager, Pollard English may
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through PRISMS about the matter. However, in case of an ovesse&dent, the student
will be issued with appropriate warning and intention to cancel letters before this
cancellation and reporting takes place.

A If a student is suspended or had their enrolment cancelled because of a breach of the
student rules, responsilities and conduct, the student is still required to pay the tuition
fee for the term in which they were suspended or had their enrolment cancelled.

Students who defer their studies at a future date, need to be aware that if course fees change
during this period the student will be required to pay the appropriate difference.

16.Refund Policy and Procedure Policy

This policy applies to all students who do not wish to continue their studies at POLLARD
ENGLISH and thus have requested for refund of tuitiondedsther fees.

An application for refund of fees paid must be done by the student in writing. This form may
be submitted electronically, in person or by mail. A copy of refund application form is available
on POLLARD ENGLISH website or can be colfeatedOLLARD ENGLISH Student Services
Officer. Students who are efhore or interstate can contact Pollard English via
info@pollardenglis.edu.aregarding any refunds.

The table below indicates a list refund items:

Description of items

Refund status

Enrolment fee

Non-refundable

Course material fee

Non-refundable

Visa refused prior to course
commencement

Full refund less enrolment and course
material fees

Withdrawal of course 10 weeks or more
prior to course commencement

80% refund less enrolment and course
material fees

Withdrawal of course between 4 to 10
weeks prior to course commencement

50% refund less enrolment and course
material fees

Withdrawal of course less than 4 weeks
prior to couse commencement

30% refund less enrolment and course
materials fees

Withdrawal of course after course
commencement

No refund

Visa cancellation due to students actions

No refund
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Enrolment cancelled due to actions of the
student and results iserious breaches of | No refund
t2ff 1 NRQaQ LJ2f AOAS]
Compulsory Health Insurance (Student V
only)

If Pollard English withdraws its offer to
deliver the course before or after the
course commencement date

Refer to the OSHC provider

Full retind including enrolment and cours¢
material fee

Procedure

1. The Student will filin a Refund Request Form with supporting documents and provide
a copy of the same to the Student Services Officer in person or via email at
info@pollardenglis.edu.au

2. The Student Sermses Officer will forward this application to the Director of Studies
who will in coordination with the Director to start processing this application.

3. The Director of Studies will have a meeting with the Director. The Director, based on
the evidence provide, will approve or reject the refund request. This decision will be
conveyed to the Student Services Officer.

4. The Student Services Officer will then provide a written outcome to the student
regarding the refund application. This feedback is provided wBidays.

Note: This agreement, and the availability of complaints and appeals processes, does not
NBY2@S GKS NRARIKG G2 GF1S FOGA2Yy dzy RSNJ ! dza G NJ
ENGLISH dispute resolution processes do not circumscribe the studigfitts to pursue

other legal remedies.

17.Complaint and Appeal Policy and Procedure

National Code 201&tandard 8

Pollard Englisis committed to a transparent, fair and equitable complaints and appeals
system for all stakeholderst the time of enrolment, the complaints, relevant procedure
and appeals policy will be outlined to the students.

This is seen as an opportunity for impement and with prompt, objective, sensitive
handling can prevent the complaint from recurring.

Procedure

Verbal or informal complaints can be discussed with the teacher and resolved. The teacher
discusses this with the DOS and explains what the com@athtesolution entailed.

Pa9925
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If the complaint is not resolved, the student completeS@mplaints and Appeals Foand
hands it to reception or emails it to the DOS. The DOS forwards all formal complaints to the
DIRECTOR.

Once submitted the formal complainggocedure is initiated within 10 working day2ollard
English tries to complete the process as soon as practicable. Complaints are investigated
fairly and objectively, with details provided in writing to the complainant. The details will
state the outcone and the reasons for the decisions made.

I O02Lk 2F ft R20dzySyidldAz2y yR O02YYdzyAOF A2y

Where the resolution requires a change to policy and procedure, the DOS will ensure that
the procedure for document change is folled with the appropriate records completed.

Where a complaint is valid and substantiatedllard English will take immediate action to
resolve the issue and will confirm this with the student immediately.

If the student chooses to enter the complaintsdeappeals proces&ollard English will
YEAYGFAY GKS adadzZRSydiQa SyNREYSyd gKAES (GKS LINE

Wherea complaint cannot be resolved internally, POLLARD ENGLISH will refer the student to
an external agency (please refer below for more informategarding external agency).
There will be no cost to the student for this referral.

Steps for Students

A The student should firstly discuss the matter with the@mcher If they are still not
satisfied, the student may then have the matter referred to tHRBECTOR or his
representative for consideration.

A The student must complete the Complaseind Appeas form ensuring that they
provide sufficient details about themselves and the course, and the circumstances
surrounding the concern, complaint or appeal, who was involved, any appropriate
evidence and witnesses etc.

A The DIRECTOR or his representative aillact the student within 24 hours to
confirm receipt of this form and to schedule a formal fdcdace meeting with the
student. This meeting will take place within 5 working days or earlier from the date
of receipt of the complaint or appeal application

A The student will also be given an option to be accompanied or assisted by a support
person during this or any other meetings relating to the matter(s). Meeting minutes
and appropriate notes will be taken during all meetings. (CR8I@fslard 8.1)

A The DRECTOR or his representative will discuss the circumstances withatther
or any other staff member and make an informed decision.

A The student will be contacted with the result within 10 working days from the
lodgement of Complaint or Appeal form, theasdent hasa further 5 working days to
respond to a formal decision.

Pagez 6
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A written statement of the appeal outcome, including reasons for the decision will
also be documented and provided to student via email or factace.

A record of this written statemerwill also be filed in the student admin folder.
Furthermore, if internal appeal process results in an outcome that supports the
student,Pollard English will take appropriate steps and will keep student informed
about the course of action in this regard

Where a complaint, concern, or appeal cannot be resolved through discussion and
conciliation, orif student is dissatisfied with college decision, they may access

SEGSNYFE I LIISIEa |4 v Zrefd®d axternal agendyreéton T2 NJ (G K A

for more details regarding this). (CRICE®&hdards 8.2 and 8.3

If external appeal process results in an outcome that supports the stuB@itl ARD

ENGLISH will takbe appropriate steps and will keep student informed about the

course of action in this regd. (CRICOS Standard 8.5)

th[[!w5 9bD[L{l @Attt YIFLAYyGlFIAy (G§KS aitdzRSyi
appeals procesis ongoing. (CRICGE#andard 8.%

Assessment related matters

If the student has been advised that they are Not Competenttiey believe that:

A
A
A

they genuinely do have the required degree of competency; and

that they have provided reasonable proof of thisPollard English

The process is quite simple and is allowedPbilard English to ensure that all
students are fully sagfied with the fairness and accuracy of our assessment
processes.

The student should firstly discuss the matter with thtefmcher If they are still not
satisfied, the student may then have the matter referred to the DIRECTOR and/or
Director of Studiesolr consideration.

The student must complete the Compla@ind Appea form and ensure that they
provide sufficient details about themselves and the course, and the circumstances
surrounding the concern, complaint or appeal, who was involved, any apptepria
evidence and withesses etc.

The DIRECTOR and/or Director of Studies will contact the student within 24 hours to
confirm receipt of this form and to schedule a formal facdace meeting with the
student. This meeting will take place within 5 workingslar earlier from the date

of receipt of the complaint or appeal application.

The student will also be given an option to be accompanied or assisted by a support
person during this or any other meetings relating to the matter(s).

The DIRECTOR and/or bector of Studies will discuss the circumstances with the
teacheror any other staff member and make an informed decision.

The student will be contacted with the result within 10 working days from the
lodgement of Complaint or Appeal form, the studemistfurther 5 working days to
respond to a formal decision.

Pagez 7
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A A written statement of the appeal outcome, including reasons for the decision will
also be documented and provided to student via email or fackace.

A A record of this written statement willso be filed in the student admin folder.
Furthermore, itthe internal appeal process results in an outcome that supports the
student, POLLARD ENGLISH will take appropriate steps and with&sgplent
informed about the course of action in this regard

A Where a complaint, concern, or appeal cannot be resolved through discussion and
conciliation, POLLARD ENGLISH acknowledges the need for a student targo for
external appeal process (refer to external agency section for more details regarding
this).

A If external appeal process results in an outcome that supports the student, POLLARD
ENGLISH will take appropriate steps and will keep student informed about the
course of action in this regard.

A th[[!'w5 9bD[L{l @Attt YIAyll AopmphikiSand  dzRSy
appeals process is ongoing.

Note: POLLARD ENGLISH will accept an appeal against an assessment decision for a period of
no longer than 2 months after the assessment decision date.

18. External Complaint and Appeal

If a student is not happy witthe internal appeal outcom®ollard English will refer them

to the Overseas Students Ombudsman (O$B30OSO helps international/overseas
studentsand investigates complaints about problems that overseas student s or intending
overseas students may ha with private education and training in Australia.

The table below provides more information about Ombudsman and its service

Description Web link
About Overseas Students Ombudsman | http://www.0s0.gov.au/aboutus/
(OS0O)
Making a complaint http://www.0s0.gov.au/makinga-
complaint/
More information regarding Overseas http://www.0s0.gov.au/overseastudent
Students s/
More information regarding Private http://www.0s0.gov.au/privateeduation-
Education Providers providers/
Frequently asked questions http://www.0s0.gov.au/frequentlyasked (00)
questions/ c@)
©
o
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Description Web link
Ombudsman contact us email Email:ombudsman@ombudsman.gov.au
Phone 1300 362 072* within Australia

Outside Australia call +61 2 6276 0111

Fax 02 6276 0123 within Australia

Outside Australia +61 2 6276 0123

Postal GPO Box 442anberra ACT 2601

Student  enquiry time 9:00am to 5:00pm Monday to Friday,
Australian Eastern Standard Time
(Australian Eastern Daylight Time when
daylight savings is in effect)

Ombudsman online complaint form https://forms.business.gov.au/aba/ombud:s
man/overseasstudent sombudsman

complaintform

CdzNI KSNX2NB>X LINPPARSR 06St2¢ FINB F tAadg 2F 02y
GKtB[[!w5 9bD[L{l KFa y2i KFEYRtSR 2NJ RSIFtG éAi
SELISOGlIGAZYyAY

5SEO0ONRLIIAZY 280 fAY]

b{2ClF AN ¢NJ} RAY 3 KGGLIYKK G666 DPTI A NI NI A

1/ ¢h TFAOS 2% SWPFAIASIHH KG G LIYK Kk 666 P2 NE DI O ¢

ba/ 2y&adzyYSNA ! FFIFIANIKGGLIYKK GS6DPO2Y EdzY S

VI ShTFTAOSAMIFENI RAYI| KOG ILIYKK G FS5DTFF A NI NI R

{1/ 2yadzYSNJ I YR . dzA1KOGGLIYKK GBS G6POO A DPAI D]

¢1q/ 2yadzySNI ! FFIANB|KGGLIYKKko 6602y adzy$S)

+Lg)/ 2yadzYSNI ! FFEANB | KGGLIYKK 6602y adzy S
21¢5SLI NLYSYd 2F /2 KIGLIKkkggsDPO2YYSNDS

Note:

1. If students want to make a complaint in their language, they can call the Translating
and Interpreting Service (TIS) on 131 450 or visit the following link
http://www.0s0.gov.au/publi@tionsandmedia/brochures/

2. There will be no cost to the student for this referral.

3.th[[!w5 9bD[L{l @gAff Yunttfelinteinsl or axiedek S y {
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appeal process is ongoing. Students are strongly advised that they do come to class
during this process and thereby maintain their attendance and course progress
requirements.

4. The availability of this complaints and appeals process, does not remove the right

of the student to take action under Australia's consumer protection laws.

Recod keeping

POLLARD ENGLISH will file records of all informal and formal complaints and appeal in the
following compliance folders:

T Complaints; Complaints compliance folder
1 Appealsg Appeals compliance folder
Directive:

9 All prospective students will bgrovided with a copy of the Complaints and Appeals
Policy and Procedure document (Student Handbook).

1 All complaints, concerns, or appeals will be handled professionally and confidentially
in order to achieve a satisfactory resolution.

1 All parties will have clear understanding of the steps involved in the
complaints/concerns and appeals procedure.

9 Current students are provided with details of external authorities they can approach
AT (KSe& IINB y20 ariAaFfTASR gAlGK O2ffS3sSqa

1 All complaints/concernsral appeals will be managed fairly and equitably and as
efficiently as possible.

1 All complaints/concerns and appeals and outcomes will be documented in writing.

1 Any parties may be accompanied and assisted by a support person at relevant
meetings.

1 If the internal or external complaint handling or appeal process results in
a decision that supports the student, POLLARD ENGLISH will immediately implement
any decision and/or corrective and preventative action required.
1 Where an international student has choseot o access the complaints

and appeals processes within the-@@rking day period, withdraws from the
process, or the process is completed and results in a decision supp@ditagd
English that they will notify theDepartment of Home Affaihrough FRISMS of the
student not achieving satisfactory course progress or not meeting attendance
requirements as soon as practicable.

19. Certificate Issue Policy and Procedure

This policy describes the process by which POLLARD ENGLISH will record Gedtissaies
and Statements of Attainment to Students who have met the requirements

Page:go
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This policy applies to POLLARD ENGLISH and its students addressing the course requirements
for the awarding of a Certificate or a Statement of Attainment.

Responsible pdies

The DIRECTOR is responsible for issuing of Certificates and Statements of Attainment,
including replacement certification documents and preserving the Student Management
System (SMS) in current, compliant and operational staitiin 30 daysfrom conpletion of

the last assessment.

The POLLARD ENGLISH Students Management database maintains all data, including all
relevant student details and a register of Certificate and Statements of Attainment issued. The
SMS has the ability to generate and previlVETMISS data if and when required.

Policy

Before a Certificate is awarded, the DIRECTORDaedtor of Studiesnust ensure that all
summative assessmentsve been completed and assessed as competent.

The Students will be advised withime week of ompletionas to their results.

All Students who have successfully completbdir course will receive a Certificater
Statement of Attainment

All Students who have not completed all units in a course will receive a Statement of
Attainment.

If astudent has any outstanding fees, the student will be notified by Student Support Services.
The student must pay any outstanding fees before a Certificate or a Statement of Attainment
is issued (this information is provided to students at induction/ori¢iota to avoid any
misunderstanding).

Prior to issuing the certificate/statement of attainment to any student, Student Support
Services will ensure that the student has paid all outstanding fees, and that the student has
provided POLLARD ENGLISH with gugnbtudent Identification (USI) number before the
Certificate or the Statement of Attainment is being issued. The Unique Student Identification
number MUST be verified prior to the qualification being issued. This will be completed by
Student Support SeklvOSa @Al al - OSt SN (1S¢ @

Certificates
POLLARD ENGLISH maintains a register of all certificates they are authorised to issue.

POLLARD ENGLISH maintains a register of all certificates they s iis

i
POLLARD ENGLISH ensures that it does not include a state or territory registering body IOQQ
on Certificates or Statement of Attainments. s
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Each Certificate issued has a uniqegtificate Number.
Statements of Attainment

POLLARD ENGLISH ensures that it does not include a state or territory registering body logo
on Certificates or Statement of Attainments.

POLLARD ENGLISH uses the NRT logo in accordance with current conditessaiad
maintains a copy of NRT logo specifications on file.

POLLARD ENGLISH has developed the Statement of Attainment in a format so that it cannot
be mistaken for @ertificater Y R A0 Ay Of dzZRS&a GKS ¢2NRa W{dlFdSYSy
the documen.

Each statement issued has a unique Statement of Attainment number.

This policy document is made available to students as part of the Student Handbook.
Mechanisms to Reduce Fraudulent Reproduction

The following elements have been added to redabeances of fraudulent reproduction:

- All Certificates have a certificate number which is unique to the student who
completed the course.

- All Statements of Attainment have a statement of attainment number which is
unique to the student who completed the cam.

- POLLARD ENGLISH has an embossing machine with a die which includes as a text
RA&ALX F& th[[!w5 9bD[L{l Q& blYS FTYR bliAzy

- The embosser is used to press a seal onto the Certificate and the Statement of
Attainment.

- The seal not only adheres but alsndents the shape of the die into the Certificate
and Statement of Attainmentswhich cannot be removed without destroying the
document.

- ¢KS SYyoz2aasSNI Aa t201SR Ay th[[!w5 9bD[L{]I
only staff member with access to tisafe is the DIRECTOR.

- POLLARD ENGLISH database has built in templates for Certificates and Statements of
Attainment.

- To ensure templates remain compliant and current, the templates are password
protected to ensure only approved staff members have the sste make changes
or additions. This also ensures certification documentation is used consistently
across the education and training sectors.

- Student£Yecord files both academic and administrative are locked in a filing cabinet
inside theDirector of Suidiesoffice and then relocated to the secure archive room q\|
once students have completed the course or part thereof. ep)

- Hard copies of Certificates and/or Statement of Attainment registers are stored and §
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1SLI Ay GKS 5Lw9/ ¢hw Q& 2FFAOSO
- Electronic copies of stlent data are maintained ithe POLLARD ENGLISH  Student
al ylF3asSySyid {eadSy FyR Iftaz2 aSOda2NBR 2FF arid

ReissuingCertificates

If the Certificate or Statement of Attainment is misplaced or damaged, the studeitiomi

may contact POLLARD ENGLISH to order a replacement. POLLARD ENGLISHssillenat re

I SNIAFAOFGS 2N {01FaGSYSyid 2F ! iRy Sy i KSK2NIAS
OSNIATFTAOIGAZ2Y R20dzYSyidlridAzy AGK | adlrdsSySyi
NBLX | OSYSyild 2F (GKS 2NAIAYLIE R20dzy¥SyidoQ

Students or prior students making requests for replacement certification must provide proof

of identity including the student identification number in addition to a current Australian
RNAGSNRAE fAO0SyasS BRindtor of SiehiNgBhénicormgletd a velffidddiod ¢ K S
check to ensure the person requesting documentation is the person previously erirollesl

stated course. The cost for a certified copy of the original award documentation is $60.00,
which is to be paid at the time of application for replacement documentation. It may take up

to two weeks for the copy award document to be completed fréna tlate of the application.

Issuance Procedure

1. The ELICOS teacher provides copies of the student assessments documents including
GKS O02YL)X SGSR addzRSyidaQ FraaSaavySyudasz GKS O
with comments, the unit assessment outcome shesdt.to the Director of Studies at
end of the unit of competency. The ELICOS teacher is responsibestioethat all
assessments are marked in a compliant manner per relevant standards and/or
POLLARD ENGLISH guidelines.

2. Marked assessments and resuliecluding feedback) are to be provided to the
Director of Studies within twadays of students completing assessments for a
particularlevel

3. The Director of Studies MUST complete a quality and compliance check of all the
completed/markedassessments and approve evidence as compliant and ready for
data entry in POLLARD ENGLISH Student Management System.

a. Evidence that is nenompliant will be handed back to theeacher with
comments and details as to why evidence is not compl@atihhe ELICO
teacher will be givetwo daysto re-submit and fix all noitompliant evidence.

4. Student Support Services provides printed Certificates and or Statement of
Attainments to the Director of Studies for verification and final check. The Director of ™
Studies MW&Tcheckthat the Certificates and or Statements of Attainment have

Pag
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correctly identified the student, course and level,date of completion,
Certificate/Statement of Attainment (SOA) number, issue date and will perform all
other checks (including valid UB#&fore the Certificate or Statement of Attainment is
made available for the student to pialp.

5. Once the above procedures have been completed, the Director of Studies will provide
formal notification tothe POLLARD ENGLISH DIRECTOR stating that compliance
checks have been completed and that the award documents are cleared for final
processing which includes signing and embossing by the DIRECTOR, the formal
notification will include relevant student details.

6. The DIRECTOR completes a final check of studeotds and also cross checks that
the Certificate is clearly for thELICOS Courdé all data is compliant, the DIRECTOR
will place the RTO seal onto the Certificate and /or the Statement of Attainment via
embossing machine and then sign and date theudoent. This is to be considered as
the date of issue of award or the conferral date.

7. Afinalclose dziT OKSO1 2F (GKS aGdzZRSyiQa FRYAY FyR |
Director of Studiesa copy of theCertificateis placed into the stude@ file andthen
moved into the secure archive room.

8. Student Support Services arranges with the student to pick uCtréficateor else
mails via registered mail to the student. If tlgertificate isissued by mail, the
Sy@St 213 Aa (G2 RAaLK Foeh ¢i KS9 bg52ENRAYWRE Y GQ [ NaR 6 29
is also placed in the envelope.

9. The Certificate or Statement of Attainment details are recorded in the Certificate
Register or Statements of Attainment Register for reporting and audit purposes.

10. Student Support Servicesmpletes the register updates with the DIRECTOR, cross
checking and initiallinthe register.

11. The DIRECTOR might recall or cancel a Certificate or Statement of Attainment (SOA) if
one of the following has occurred:

a. The student has provided incorrect orst@ading information in the process
of obtaining the certificate;

b. The student should have been marked as incompetent based on the evidence
provided. Student will be provided the chance to rectify the issues identified
via the Complairgand Appeda Policy or Procedure.

c. Any other circumstances where the Certificate or Statement of Attainment
(SOA) should not have been issued under the relevant Standdrtise
National Code 2018.

Page:34
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When issuing certification, POLLARD ENGLISH will:

1 AadaydzS AGAYSEE@ YIFYyYySNI o/ SNIAFAOIGSE Ydzald o685 .
alidRRSyiGQa FAylLf laasSaavySyid o0SAy3a O02yvyL}i SGSR
¥FSSa KI @S 0SSy LIAROX &2 2dzNJ aGdzRSyida OlFy L
SYLX 22MINBI2Z ®Sy GALf SYLX 28SNEUO YR 2060GFAY yeé

1 A44dzS OSNIAFTAOIGAZ2Y R20dzySyidGlidAz2y RANBOGE &
Fa Iy SYLX 2&SN®

f Syadz2NB aiddzRSyida OFy I 0O0Sada NBO2NRa 2F OSNIA

20. Academic PogressPolicy and Procedure

Policy

All students are monitored by the respective teachers and the Director of Studies to ensure
that they are progressing through the program levels to complete their course within the
expected duration aspecified on their Confirmation of Enrolment (CoE).

This policy is made available to staff and students at induction/orientation, by publishing it
on the website and including it in the staff and student handbook.

¢2 SyadaNBE G§KI G & drdoRiSrgdiadcratdyNBeardebfalites© arg” o S
NEO2NRSR 2y GKS {(dzRSyiQa tNRINBaa wSLERNI FyR
management system. Teachers inform the Director of Studies in weeks 3 to 5-eieekO

02 Ot S 6 KSy dmic peifainialiey i8 & disk of KeEoRing unsatisfactory. The

teacheris requiredto provide supporting evidence i.e. test records, written reports,

examples of tasks etc. to demonstrate that the student is at risk.

Pollard English i®quired to undertakean intervention strategy to ameliorate the concern.

Students identified for the first time as-aisk will be senthe first warning letter, cautioning

them about possible consequences of poor academic performance. A record of the letter, all
counselingS§a dA2ya FyR (KS &ALISOATAO adzllLl2 NI LINEP @A RSR
folder.

The student will be advised that unsatisfactory course progress in two consecutive cycles

could lead to the student being reported to the relevant government authority and
cancellation of the visa depending on the outcome of an appeals process.

While enrolled in the course, both formative and summative assessments are completed as
per the study schedule.

The Academic Progress Policy and Procedure is clearly explainedé¢otstduring
orientation and during their enrolment.
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Learning Agreement

Based on the academic performance in the weekly formatives of each student, the teacher
will recommend activities to improve the reading, writing, speaking and listening skills of the
students who have been identified of not meeting academic progressnamgent. A

Learning Agreement will be signed by both the student(s) and the teacher, detailing the
recommended list of activities as well as the stifdy the student will need to do to

improve performance. The Learning Agreement is signed by both therstadd the

teacher. Students are notified of their-fisk status just before or at the miabint of their
course.

1st Warning (Verbal)

Teacher will assist the student to review the progress every week. If a student has a Learning
Agreement and is notrpgressing after completing the additional tasks and activities, the
student will meet with the DOS and be given arrigk stage 1 verbal warning/caution.

2nd Warning (Final)

If the student has a Learning Agreement but are not making any progresdj teRsS y-i Q& !
risk level will increase to Atsk stage 2. The DOS will meet with the student again to explain
the Academic Progress policy and a Final Warning will be sent to the student via email.

Intention to report (ITR)

If the student is Atisk Stage and has a Learning Agreement but is not making satisfactory

I OF RSYA O LINE I NGasklavel wikKidcredseé tdztsk i6\el3 AThe DDS will

meet with the student and an ITR will be emailed to the student for a meeting. The student
may brirg a support person to the meeting. The student will have 20 working days to appeal
against the decision of Intention to Report (ITR).

Internal Appeal

Student is provided with the opportunity to appeal the decision through the internal appeal
process of Bllard Englistas outlined irPollard EnglisBtudent Handbook.

Internal AppealUnsuccessful

If the internal appeal is unsuccessful, student may access the external appeals process by
contacting the office of the Commonwealth Ombudsman Commonwealth @srban (or

any other authority), Pollard English will wait for the outcome of this external appeal before
taking any action. If student does not wish to seek external appeal, the COE of the student
will be cancelled within 5 working days from date of decisi
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Appeal successful

If the internal appeal is successful, Pollard English will keep the enrolment of the student
and the relevant progress monitoring continues and further support will be provided to the
student.

External Appeal

If the internal appeais unsuccessful, student may access the external appeals process by
contacting the office of the Commonwealth Ombudsman (or any other authority). Pollard
English will cooperate with external appeal body in the decisiaking process. Pollard

English willvait for the outcome of this external appeal before taking any further action. If
Commonwealth Ombudsman affirms the decision of Pollard English, the COE of the student
will be cancelled within 5 working days from receipt of the decision by the exteppalich
authority.

Appeal successful

If the external appeal is successful by Commonwealth Ombudsman, Pollard English will keep
the enrolment of the student and the relevant progress monitoring continues and further
support will be provided to the student.

21. Student Assessment Policy & Procedure

Pollard English assessment methods may take a variety of forms: the key criterion for all
assessments is appropriateness to the learning outcomes. The requirements for learner
success should be made clear to all students at the commencement of the dyedelfa
level) and regularly during the cycle.

The learning outcomes for the course are clearly specified; assessment tasks are designed to
indicate progress towards the desired learning outcomes; and the assessment grade is a
measure of the learning outooes achieved. Student learning is gradual and cumulative,

with qualitative changes taking place throughout the process. For this reason, the course has
both formative and summative assessments.

The Formative tests are done weekly with fdoeace individial feedback during
counselling sessions. The Summative tests occuicytte and enebf-cycle.

Moderation processes are put in place primarily to drive consistency of marking through the
development of a common understanding of the course standards @aets$ure that
assessments are valid, reliable, fair, flexible and current.
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{GdzRSy 1aQ LINRPINBaa gAtf 0SS Y2YyAUG2NBR UGKNRdAAK |
weekly formative tests (short revision tests based on the Unit covered). The progress of
students will be tracked as they move through the course.

For General English, Pollard English will use th€hylishLab and progress tests based on
dzyAGa GlFdAKG @At rFoetS FNRY /dzidAy3a 9R3IS ¢SI OK
Grammar and the Sigll

For General English, comprehensive summative tests are also undertakeyatacand

end-of -cycle (weeks 5 and 10 of a-t@ek block) to determine whether the students have

achieved the learning outcomes at the completed level. When conducting testtgachers

will use the information from the elements of the units, performance criteria and

assessment requirements to determine the competence student should achieve. This
AYVF2NXYIGA2Y aSia GKS o0SYyOKYIFNJ & F2NJ YSI &adzNRy 3
European Framework (CEFR) descriptors and parameters for assessment would be made

I dFAflrofS G2 GSFOKSNR (2 AYyRAOFIGS &addzRSyidiaQ LN

For IELTS Preparation, Pollard English will conduct regular tests focusing on one digwo ski
with testing materials sourced from the core and supplementary texts as well as published
practice tests.

For English for Academic Purposes (EAP), 10 assessment tasks with due dates are to be
completed for each student.

For English for Business PurpegEBP), assessment tasks with due dates are to be
completed. Weekly review (to allow students to reflect on and evaluate their own learning).
The weekly review encourages students to analyse their own learning and assess their
progress and what they hawhieved thus far.

Teachers provide students with weekly feedback on their learning and students are

encouraged to use the sedinalyses and the feedback on improvement strategies to monitor

their progress towards achieving their personal goals. Studeagrpss is monitored over a

5-week cycle and a summative assessment is conducted in weeks 5 and 10. Teacher
O2dzyaSttAy3a 200dzNB ¢SS{fte | yYRABKONEBEGEHdAAREy Ga |
procedure is followed.

All of the macreskills and grammar arassessed, and the results are collated in a student

report. Students are required to achieve a satisfactory grade before being allowed to move

to the next level. However, it is recognised that not all students perform well in tests or

examinations, andtaimes these marks do not reflect the effort a student has made.

Since all assessments are designed to encourage as well as grade, teachers will also be asl@%
G2 02YYSyl 2y | aitdzRSyGdQa 20SNIrfft Of! ééN\Ezéi'iY LIS
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into acount when deciding whether a student should be promoted to the next level of the
O2dzNES® ¢S OKSNA akKz2dAZ R O2yaARSNI I aLlSoida adzOk
willingness to participate, as well as their commitment to completing homework

assignmers, preparing and delivering oral presentations (where applicable), etc. In

particular circumstances where students with either exceptional commitment to studies

I OKAS@Sa t26SNJ GKFYy FTYGAOALIF GSR aANFXrRS&Ax + GSIO
dech A2y ad 2y G02NRSNIAYySé OlFlasSas gKSNB |y | Redzal

The Director of Studies (DOS) and a team of teachers review the assessment tasks to ensure
that these are appropriate to the learning outcomes of the course level. Teachers develop
and use marking guides/rubrics specifying predetermined criteria so that the basis for
marking is consistent and the rubrics are communicated to both students and teachers.
Teachers review assessment exemplars across different classes (at the samé theethd

of a course to ensure consistency of assessment decisions.

The DOS documents the moderation process with the teaching team. Teachers are
responsible for communicating to their students, clear advice about the aims and objectives
of the coursethe assessment requirements, the relationship between the assessment
methods and the expected learning outcomes, the criteria against which individual
assessment tasks are judged and their relative weight. Teachers are required to provide
individual weeklyfeedback to students on their performance in the formative assessment
tasks conducted during the week. Teachers should give guidance to students and comment
on work presented for assessment by written comments and weeklyfiamecounselling
sessions.

22/ AzZNBS 9@l f dzr GA2Y 3 WSOASE t2f A

All the courses are subject to @going monitoring and evaluation of content and course
delivery mechanisms to inform the process of continual improvement for course delivery.

This will include:

1. Student feedbak (surveys);
2. teacher feedback;
3. review of assessment strategies at appropriate points throughout the delivery of the
course;
4. and ongoing monitoring by the Director of Studies (DOS).
Thus, a Continuous Improvement Policy will be in place to includenadifications that are
to be made to a course syllabus and/or delivery.

Audits will be carried out and the Director of Studies will maintain a file of the audit records.
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¢S OKSNDa NBalLlRyaArAoAfAlGASaE

Teachers should review each ELICOS course, specifically the course materials on an ongoing
basis to ensure that course material contents are current and deliver the defined learning
outcomes for each ELICOS course. For instance, the course material éoal@&glish may
Oz2yairaid 2F {iGdzRSyiQa .2212 ¢Sl OKSNDa wSaz2dz2NDS
Learning Management System, and ACTIVE TEACH Software for classroom use. If teachers
identify problems with any of the course materials, they should conttae Director of

Studies (DOS) as soon as practicable. If teachers believe that the program should be
modified (for example, some of the printed and/or online activities do not meet the defined
learning outcomes) to meet the needs of the students, teashmeed to raise the identified
problem(s) and record it using the continuous improvement request form.

Responsibilities of the Director of Studies (DOS)

The request from teachers will be forwarded and reviewed by the Director of Studies who
will determine if any action needs to be taken (please refer to the Continuous Improvement
Policy for more details). This procedure ensures that there is continuous course evaluation
and review by Teachers, DOS to meet the defined learning outcomes the student oeeds f
each ELICOS course.

In addition to the continuous course evaluation and review by teachers, the Director of
Studies should review a minimum of two levels of the General English course each year.
Every third year, all ELICOS courses (General EngisHHEEAS Preparation and English for
Business Purposes) should be reviewed in their entirety and confirm that the courses are still
current and retains their relevance (e.g. teaching themes are still relevant) and the course as
an overall (including all dfhe course materials for each GE Level) meet the defined learning
2dzi 02YS&a yR (UKS aldRSyitaQ ySSRao

The Director of Studies must review:

Curriculum

ELT methodologies

core and supplementary resources

library resources

assessment activities (formaévand summative assessments including short
activities, formative tests and summative tests)

marketing materials

7. student backgrounds and their requirements.

a ks wbde

o

In addition to the above, the DOS is also required to conduct the following activities:
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Student Feedback

I Students are required to complete an enélcourse evaluation survey at the end of
each ELICOS course which focuses on academic (i.e. quality of course materials,
activities, teaching methodologies etc.) and racademic matters (i.e. &ndliness
and helpfulness of teaching and administrative staff). The surveys are collected from
students at the end of each ELICOS course.

1 Course evaluation surveys are forwarded to the DOS for evaluation and review
purposes. Issues identified are recoddi@ the Continuous Improvement register for
corrective actions.

1 The DOS conducts an exit interview with exiting students to gain overall feedback on
the course.

I Students are encouraged to provide additional comments and place it in the
Suggestion Boxhe box is emptied weekly by the Student Services Officer (SSO) and
forwarded to the DOS who assesses the responses and actions as required.

1 Any identified issues will be recorded in the Continuous Improvement Register for
corrective action by the DOS.

Teacher Feedback

1 Teacher feedback is important and an essential component of continuous evaluation
and review.

T ¢SIFOKSNB INB o0Sad LXFOSR (G2 LINRPROGARS FSS
faceto-face with them every day.

1 Atthe end of the course teachers complete a Course Evaluation form, suggesting

OKIy3Sa GKS& 0StASQO®S Aa yBdS8usaRonal goalsy S S U
1 Teacher feedback is analysed by the DOS, discussed at staff meetings and
continuous improvement requests addressed and actioned if deemed appropriate.

Other Stakeholder Feedback

Certain students may be reluctant to give direct feeclo#o Pollard English die to personal
or private reasons. These students may give feedback to their Education agents or non
academic Pollard staff regarding academic/ramademic issues.

It is the responsibility of the DOS to initiate quarterly meetings wducation agents and
internal staff to capture this feedback. Any issues identified will be recorded in the
Continuous Improvement Register of Pollard English.

Continuous Improvement Actions

The DOS is responsible for collating all stakeholder feddéad provide a report with a
continuous improvement action plan to the Management Team. of Pollard English for
approval at the scheduled quarterly meeting with the Management Team.

However, if there are urgent issues to address or changes to be madéhbEOS must
arrange an adhoc meeting with the Management Team.
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The DOS is responsible for implementation and monitoring of the Action Plan based on
stakeholder feedback and evaluation results in syllabus/course delivery upon approval from
the ManagemenhTeam.

The DOS is required to inform all teachers and students and management team about the
progress of the Action Plan.

23. Student rights, rules, responsibilities and conduct

National Code 201&tandard 9

To ensure a positive learning environment anettsure Pollard English meets its

obligations under Australian law, students have a specific set of rights. Several of these
rights relate to the interaction students have with teachers.

Pollard English seeks to provide the best possible learning envirttreme opportunities

for each student. In keeping with this commitment and obligations imposed by relevant laws

and regulations, enrolled students at Pollard English will have the following rights:

- To be informed of defined entry standards and requirensent
- To be informed that Pollard English has an English only classroom policy
- To be provided with appropriate facilities and resources to complete the course of

study.

- To be provided with access to and an explanation of relevant policies and procedures

affecting students, including but not limited to the following:
Copyright
Staff and Student Conduct

> >

Assessments

> >

Course attendance and progress

Deferral, Suspension or Cancellation from a Course

> >

Disciplinary Action and Dismissal

Complaints and Appeals

> >

Tuition Fees

Access and Equity, Harassment and -Aigcrimination

> >

Workplace Health and Safety

>~

Building Evacuation

>

Privacy and Confidentiality

Communication||iKnowledge | integrity| |IExcéllence
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- To receive accurate course contents information.

- To learn from suitably qualified drexperienced teachers.

- To be provided with assessment information within the first week of classes.

- To be able speak to relevant staff members concerning any aspect of study. Staff
members will be available to see students by appointment or during datgdn
consultation times.

- If a class is cancelled or held at another time for legitimate reasons, students will be
notified as soon as possible.

- To have weekly counselling feedback sessions with the teacher

- For assessment tasks submitted on time, recemrdten and oral feedback from
teachers within three days from the due date of each assessment task (Academic
courses).

- To be informed of the reasons why a particular mark or grade has been given and have
the right to appeal in respect of a mark or grade

- To have access to:

A Their personal records.
A Appropriate student support services.
A Receive feedback on their academic progress.

- To be assured of protection of fees paid through the Tuition Protection Scheme
(TPS). Pollard English is registered with TPS and is committed to following all
guidelines and directions as per TPS in relation with collection to student fees in
advance.

- Tocontribute to the improvement of programs, policies and procedures of Pollard
English and be given opportunities to provide input and feedback;

- To respectfully challenge directions or decisions if they appear to be unlawful or
unreasonable or endangeraléi 2 y Q& KSIFf G K 2NJ alr ¥FSideo

- An agreement signed between Pollard English and the student and the availability of
complaints and appeals processes, does not remove the right of students and Pollard
oyatAakK G2 GF{1S €S3art I OG fiodMwsdzy RSNJ ! dza G NI £ A

- After all internal procedures have been explored, overseas students have the right to

access the Overseas Students Ombudsman.

Pollard English is committed to providing a learning environment that provides the best

PagAg
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chance for students to meeheir learning objectives and will interact with every student as

an adult capable of reasonable and responsible behaviour.

Procedure
To ensure such a learning environment is provided, all students must abidellegerules,
responsibilities and condai guidelines. These may be categorised as follows:
A Administration
Behaviour
Dress Standards

Classroom and Library Policy

> > > >

Academic Conduct

Administration

- LG A& O2YLMz a2NB (2 IGGSYR GKS t2ffFNR 9y3f
commencement.

- Show original or certified copies of English Language proficiency test scores to Pollard
English or its authorized representative to be sighted and recorded.

- Pay the tuition fees according to the payment schedule. Please note that course fees
may change without prior notice but Pollard English will endeavour to update fee
information as quickly as possible.

- Return or renew library resources or other borrowed materials and equipment on
time as stated in the library policy.

- Keep Pollard Englisabreast of your uppo-date contact details at all times.

- Advise the PEO/DOS if you are withdrawing from a course, or deferring, suspending
or withdrawing from studyand complete the appropriate form

- Follow the rules and guidelines in Poll&dglish Student Handbook.

Behaviour
- Demonstrate the highest standards of professional conduct at all times.
- Show respect and consideration for all staff, students and guests.
- Comply with all lawful directions given by a Pollard English employee todiactlie
conduct of learning activities or to ensure the safety of any person.

- Do not do anything, by act or omission that endangers the safety or health of any

PagA4
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person on Pollard English premises, or will cause them to fear for their safety.

- Do not damage osteal Pollard English property or the property of staff or other
students.

- Do not swear, use obscenities or make offensive remarks.

- Do not do anything that could offend, embarrass or threaten Pollard English staff or
students.

- Do not threaten or abuse Mard English staff or students.

- Do not engage in any form of harassment or behaviour that coulédapollard
English staff or students from participating in the activities organised by Pollard
English.

- Do not assault or attempt to assault any Pollarglish staff or students.

- Do not enter Pollard English premises with illegal drugs, alcohol or weapons or be

under the influence of drugs or alcohol.

Classroom and Library Policy
- Actively participate in lessons and group activities.
- C2ftf2g 0KStrudtids D&8NRAE A Y
- Speak in English unless otherwise instructed.
- Turn off or leave your mobile phone on silent mode while in class &ollard English
premises.
- Do not write on the classroom desks.
- Do not consume food or drink in the classrooms.
- Leave the classroom and library tidy and place all rubbish in a bin.
- Do not chew gum in the classroom.
- Smoking is not permitted anywhere in the building and Pollard English offices,

including the lifts, stairwells and foyer.

Academic Conduct
- Attend classes regularly and punctually. To be eligible to graduate froouise
students must attencht least 80%of the classes and successfully complete every
assessment tasknd test.
- Provide acceptable explanations and medical certificates for alesen

- Submit all assessments by the due dates specified.

PagA5

Communication||iKnowledge | integrity| |IExcéllence

Pollard Englistudent Handbook @1 Decembe2019



Pollard English Language Centre
ﬁ‘ PO L LAR D Level?. 841 George Stree?SydneygNSW 2000 Australia

English Language Centre Level 4, 344 Queen Street, Brisbane QLD 4000 Australia
+61 1300 897 851 | info@pollardenglish.edu.au | www.pollardenglish.edu.au

ABN: 50 615 510 453 CRICOS Code: 03584B

Keep a copy of a submitted assignment.
Complete all assessment tasks and tests honestly, without any form of cheating or

plagiarism.

By way of providing students with guidance as to what actions to avoid, the following

actions are considered to be examples of academic misconduct:

Giving or receiving assistance during a test or assessment that has not been agreed

to by the teacher.

Obtaining information about a test before it is held, except for information provided
to the class by the teacher.

Copying from another person's paper.

Stealing, buying or obtaining in any other way, all, or part, of a test before it is
administered.

Usingany sources of information duriragtestor assessment that has not been
agreed to by the teacher.

Substituting for another person to take a test.

Allowing another person to substitute for you in taking a test.

Working with other students to produce wioin groups that has not been agreed to
by the teacher. This is called collusion.

Making false statements, including statements relating to your student status,
entitlements or identity.

Altering the record of any grade or result.

Giving false information in order to obtain exemptions from program requirements.
Bribery in any form. This includes offering or giving staff members money or any
other benefit as a means of influencing themtloeir decisions.

Claiming as your own, work that is derived from another source or work done by
another person. This includes anything that you may have obtained from the
internet or from books.

Copying published or unpublished material without propetramwledgement.

Using or developing another person's ideas without acknowledging them.

Using the work of other students (with or without their permission) and claiming it

as your own.
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If during a test or irclass assessment, a teacher believes that desttmay be involved in

academic misconduct, the student will be informed but will be allowed to finish the

test/assessment item. The matter will be referred to the DOS for appropriate investigation.

For details on the consequences of breaching PoHlanglish student rules, responsibilities

and conduct, refer to Discipline and Student Dismissal section of this document.

24. Additional Responsibilities for International Students

Information provided by students to Pollard English may be made available to

Canmonwealth and State agencies pursuant to obligations undeEthdcation Services for

Overseas Students (ESOS) Act2000R (G KS Wbl GA2y Il f /2RSS 2F t NI

Ol A

l dZi K2NRAGASE YR t NPGARSNAB 2F 9RdzOFGA2Y YR ¢NI

Ead international student is required to abide by the following rules:

Follow the student visa regulations of tl@epartment of Immigration and Border
Protection (DIBPand the student requirements of thESOS Act

Tuition fees for continuing enrolment areid prior to the first day of each subsequent
course. Failure to make tuition fee on time may result in cancellation of your
enrolment. Pollard English may report students to DIBP forpayment of fees.
{GdzRSy 1Qa SyNRf YSyld Afiadinhé fetéer ofDifelr. A Gefea? NJ G K S
of study could result in a change in tuition fees. Pollard English has to notify DIBP of
any student deferrals.

Comply with the course attendance and course progress policies and procedures.
Maintain adequate arrangaents for health insurance during your stay in Australia
and meet the costs of Overseas Student Health Cover (OSHC) to cover the period of
your enrolment. Pollard Englistill try, but is under no obligation to, remind students

of renewals

Any schoobhged dependants, accompanying students to Australia, must attend
school by paying fufees, whether they are enrolled in either a government or-hon
government school. Updated information on fees can be found at

http://www.schools.gld.edu.au/gotoschool/intnl_students/index.php

For information about private schools please check their web sites.

PagA?
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for transferring between registered training providers.
- Please note that Pollard English is required to advise DHA if a student does not
meet any of the conditions outlined in ti&ducation Services for Overseas Students
(ESOS) Act 2000
Note:9 GSNE &addzRSyd KIFa GKS NRIKG G2 1 O00Saa t2ff€ 1
policies and procedures are provided on the Pollard English website but if the students
require other policies and procedures, they can contact the Student Servittesr@dr

more details.

25.Discipline and Student Dismissal

National Code 201&tandard 9

Pollard English is committed to providing a learning environment that provides the best
chance for students to meet their learning objectives. To ensure sigdr@aing
environment is provided, all students have rights as well as rules, responsibilities and
conduct guidelines they must follow. Pollard English may initiate disciplinary action for
breaches of these rules, responsibilities and conduct guidelines.

PEEFNR OyIfA&K YIe &dALISYR 2N OFLyOSt |+ aGdRSY

A NBFOK 2F t2ffINR 9y3afAaKQa addzRSyd NHzZ S.

AUnsatisfactory course progress

AUnsatisfactory attendance

ANot paying fees on time

ARegularbrea€¢ S&a 2NJ I aSNRAR2dza o NBIFOK 2F t2ffl NR
responsibilities and conduct.

AAttending any Pollard English course or activity under the influence of
alcohol or drugs.

APosing a threat to Pollard English staffjdents or property.

Procedure

Pollard English has a disciplinary procedure which includes the following steps. However,
depending on the nature of the breach, some of these steps may be skipped and the student
can be instantly suspended or dismissezhirthe course of study.

Step 1¢ Verbal warning

48R Ay GKS FANBG AyadlyosS 2F + oNBFOK 270 2¢ ¢

N

conduct.  The warning may be issued by any Pollard English staff member, a record made >
o
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Ay GKS & andzReEDyRECTBROB Al 18 advised on this matter. The student will

be given an opportunity to respond. Where it is clear that the breach by the student

occurred and there is no acceptable reason for the breach, details of the incident will be

recorded2y (G KS addzZRSyidQa FAE(S F2NJ FdzidzZNE NBEFSNByOS
Step 2¢ Written Warning Letter

'ASR F2NJ GKS &aSO2yR 200dzZNNBYyOS 2F || oNBFOK 27
conduct. The student will be required to meet with tdRECTQROS at this stage. Where

it is clear that the breach by the student occurred and there is no acbeptaason for the

breach, the student will be given an official warning letter and advised that further breaches

may lead to suspension or dismissal. The student will also be advised that a suspension or

cancellation of enrolment for further breaches vi#é reported to Department dflome
Affairs (DHA) via PRISMS.

Details of the interview and a copy of the warning letter is given to the student and will be
1SLI 2y GKS &dGdzRSy(iQa FAES FT2N) FdzidzZNBE NBFSNBy O

Step 3¢ Intention to Suspend Enrolment

Used for thethird or subsequend NB I OK 2F t 2f fF NR 9y 3If AaKQa &0 dzR¢
and conduct or for any breach considered serious by HRECTORhe student will be

required to meet with theDIRECTOR this stage. Where it is clear that the breach bg th

student occurred and there is no acceptable reason for the breach, the student will be

suspended for a period of time determined by tdRECTOPetails of the interview and a

copy of the suspension letter is given to the studantl a copwillbe kepthA y G KS &G dzRSy i Q
file. DHAmay be advised regarding this suspension.

Step 4¢ Intention to Cancel Enrolment

Used where a student has previously been suspended for a breach considered as very

serious by thdDIRECTORhe student will be required to meetthithe DIRECTORVhere it

is clear that the breach by the student occurred and there is no acceptable reason for the

ONBI OK:Z (GKS addzRSyidiQa SyNRfYSyd Yire 0SS Ol yOSt

cancellation letter will be given to the studieand a copy kept in the students file. DHA will

be advised of this cancellation through PRISMS, where a suspension or cancellation of

enrolment occurs, all facts will be kept confidential, unlessRHRECTOiRems the student

to be a risk to Pollard Eligh students or staff. In these instances, information may be

disclosed to a few selective people to reduce or manage future risks.

Ly OFaSa oKSNB RAAOALI AYINER FOGA2Y Ay@2f @Sa ad:

enrolment, the student will be ndfied in writing and given twenty (20) working days to

I 00S&aa t2ftfFNR 9y3atArAakKQa AYyaGSNyrt /2YLX )\@u I

Oy It AaKQa AYGSNYyFrt /2YLXFAyda FyR ! LIS € éq;guNz o
o
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take effect unti the appeal process is completed. However, in situations where the
DIRECTO#nsiders there is a risk to the safety of Pollard English staff and/or students, or
there is a risk to a productive learning environment on Pollard English premises, the
suspensin or cancellation may take effect immediately.

For overseas students, the change in enrolment status due to suspension or cancellation will
not be reported to the DHA until the twenty (20) working days with which to lodge an

appeal has expired, or, in thevent of an appeal being lodged, until this appeal has been
dismissed or processed completely by all relevant parties involved.

Furthermore, if the student is not satisfied with the internal appeal outcome s/he has the
right to take it to the Ombudsman. 2 f t F NR 9y 3If AadK gAff 1SSLI GKS &i
the Pollard English course until the external appeal process is fully completed.

26. Student Transfer Policy and Procedure

This policy applies to international students only.
National Code 201&tandad 7

In accordance with the National Code of Practice for Registration Authorities and Providers
of Education and Training to Overseas Student s 2008 ARD ENGLI&H not knowingly
enrola student transferring from another education provider prior to the student

completing six months of their principal course.

A student may apply to transfer to another provider after they have completed at least six
months of their principal course. Indtcase of a package of courses for example, Cert lll,
Cert IV and finally Diploma, the principal course is the highest cautsDiploma.

The only exceptions are the circumstances outlined in the National Code 2018.

This policy sets out the proceduf@r assessing requests from student s to transfer into and
out of our college prior to the student completing six (6) months of their principal course.

The circumstance in which we release a student prior to completing six (6) months of their
principal ourse will be assessed as detailed in this documented procedure.

The timeline for a response to application for transfer into and owRafard English will

be ten (10) business days from the date we have received the transfer applicationmioem.
form will be date stamped and signed as receivedhgyStudent Service Officand in their
absence by th®irector of Studies

This Student Transfer Policy is made available to all students and staff and clearly details the
circumstances in which a transferland will not be granted.

PageSO
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Note: this policy has not been developed to cater for students under the age of 18 years.
POLLARD ENGLISH does not enrol students under the age of 18 years.

Procedure
Transferringto POLLARD ENGLISH
The studentrequests to transfer into our college

The Student Transfer Policy has been developed primarily to cater for international students
holding a student visa and outlines the process with regard to transfer between providers.
Noting that we require theransferring student to complete the Student Transfer

Application form and provide supporting evidence.

Application Process

A student wishing to transfer tBOLLARD ENGLI8#n another college must complete the
Student Transfer Application form, available our website or available from reception or
from the Director of Studies

Once completed, this document together with supporting evidence must be submitted to
Pollard Englisfor assessment. The application will be assessed within the timelines listed
below.

Processing Timelines

¢tKS addzRSyiQa NBIjdzSad gAtf 0SS aaSHASHR gAGKAY
who are transferring from another college and have not completed a minimum of six (6)

months of their principal course will require b released from the previous college and

other appropriate documentation. All documentation and information must be placed in the
d0dzZRSyiQa NBO2NRAD

Decision

A formal decision will be provided to the student within the above timeline. The decision
might be to:

1. approve transfer request
2. refuse transfer request or
3. to request more information from the student and require a resubmission
of application with further documentation.
Process

The student will need to provide formal evidence that they have complatednimum of 6
months of their principal course. If this is not provide@LLARD ENGLI&Hnot enrol

PageS 1
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them unless they have been released from their current provider or if any of the sub
sections in the National Code 2018 have been met.

TheDIRECTOWIIl complete the investigation to ensure the course detailed by the student is

in fact the principal course, this could easily be completed via checking dates on the
alidzRSyiQa oraleo Ly (GKS OFasS 6KSNB (GKS aiddzRSyi
example, Cert Ill, Cert IV and finally Diploma, the Diploma is the principal course.

Therefore, if the student has only completed the first qualificatid@ertificate Il then this
would not be considered as acceptable to ehtioé student without beingeleased from
the prior college or meeting other reasons as detailed in the National Code 2018.

Grounds for Accepting Students
There are several circumstances where a student transfer is acceptable:

In the case that the original registered provider has e€a® be registered or the course in

which the student is enrolled has ceased to be registered POLLARD ENGLISH would be able
to enroll the student before they had completed a minimum of six months of the principal
course.

In assessing the application fmansfer, POLLARD ENGLIBHher investigates the previous
provider to ensure they indeed have ceased to be registered in providing the course in which
the student was enrolled. Checks can be completed by going to the Department of
Education websitewww.cricos.education.gov.auOnce POLLARD ENGLISH has completed
the investigations and verified that the provider has ceased to be registered or the course in
which the student is enrolled has ceased to bgistered the next step is to interview the
student and then complete the enrolment process.

In the case that an international student wishes to enrol VABLLARD ENGLESIH they
have not completed at least 6 months of the principal course, but havpligap
evidence/information regarding the releases(iemail from previous provider), POLLARD
ENGLISH would accept this as evidence of release. The student will follow the standard
enrolment procedures regarding entry requirements for the course of enrolment and
supplying appropriate documentation in suppaittheir application.

In the case that an international student wishes to enrol VA(BLLARD ENGLIS&hd they
have not completed at least 6 months of the principal course, but have stated in their
application that the original registered provider has fasganction imposed on its
registration by the Australian Government or state or territory government that prevents
the student from continuing his or her principal course and the student has provided
evidence to support this statemeni assessing the gpication for transfer, we would

further investigate the evidence and if validated, POLLARD ENGLISH would accept this as q\|
evidence and follow its Student Transfer Policy tooktite student in the course of their LQ
choice. g
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In the case where the internati@h student is government sponsored and the student has

requested a transfer t* OLLARD ENGLI&Hhout first completing the minimum six months

of the principal course at the other registered provider, this transfer request would be

approved with formal adee and approval from the government sponsor who has stated

GKIG GKS& O2yaARSNI 0KS OKIy3aSa G2 oS Ay GKS ai
need for a letter of release from the previous registered provider. Evidence will be attached
tothed 1 dzRSy 1Qa FAES FyR RSOFIATSR Ay twL{a{ 6KSy

Conditional Offer

In some cases, a student may not have completed six months of their principal course, but
may still wish to transfer teOLLARD ENGLISHhis circumstance POLLARD ENGLIEH wi
provide the student with &onditional Offer Letter which clearly details that the letter is

only a Conditional Offer Lettecontingent on the student providing evidence of release

from their current college. Once the student has provided the inforamafiom their current
provider, it will be validated bthe DIRECTOR

Enrolment

Once the transfer has been approved, DERECTORII complete the final enrolment
d2 OdzYSy Gl GA2y FyR dzLJRFGS twL{a{ 6A0GK (GKS aidzRS)

Procedure- Transferringfrom POLLARD ENGLISH
Students seeking to transfer to another college

Studentswishing to transfer to another provider prior to completing minimum six (6)
months of their principal course and requesting to be released must firstly acdegsotity

to ensure they are aware of the requirements for release and then complete the Student
Release Application form and attach the letter of offer from other registered provider
and/or other supporting documentation.

Application Process

The applicatin and supporting evidence will be assessed in accordance with our Student
Transfer Policy. Should the documentation be assessed as a valid enrolment offer in line with
our policy and the National Code Standards, POLLARD ENGLISH will grant the student a
releaseg which will be recorded on PRISMS &mid ends our responsibility for the student.

The student will formally acknowledge our decision and acceptance of release.

POLLARD ENGLISH will formally notify the student of the date it will be cancellir@ptBei
via PRISMS and that they should contact DHA to advise of the change of the registered
provider, as this may affect their student visa.

An email will be sent to the students, containing the information regarding the release and
the date of cancellatio of their CoE. This will be issued at no cost to the student.

Pa9853
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Once the email is sent to thetudent, POLLARD ENGLISH will deem that the student was
informed of the decision for release and cancellation of CoE.

Release Not Granted
A release will not be granted under the following circumstances:

The student has not provided a letter of offer fromather provider
Documentation is either inaccurate and/or incomplete

2 KSNB Al YIé& 2S8S2LI NRAT S (KS aiddzRSydQa LI
Work commitments have been provided as a reason

Travel to and from campus has been provided as a reason

The student is usinthe release as a means to avoid being reported to DHA
for failure to meet our requirements

The student does not want to study the course they are enrallexhymore
There is a lack of sufficient documentation in support of their claim for
compelling oexceptional circumstances

9. lItis considered detrimental to the student to allow the release

10. The student has outstanding fees owing to Pollard English

o gk whNE

© N

Complaints and Appeals

In the event that POLLARD ENGLISH does not allow a release, we will provida a form
reason for our decision and the student has the right to access our complaints and appeal
process at little or no cost to the student.

27.International Student Engagement Policy

National Code 201&tandard?2

POLLARD ENGLSHHures it provideall relevant information to students prior to enrolment
in line with the requirements itNational CodeStandard 2.1 to ensure students carake an
informed decision about studyirgt Pollard EnglisiChis will be done through the markeg
materials and includes the following information:

1 all requirements for acceptance into a course, including:
o the minimum level of English language proficiency,
o educational qualifications or work experience required and
9 course content and duration, modes of study and assessment methods.
1 campus location(s) and a general description of facilities, equipment, and learning and
library resources available to students
9 courserelated fees including advice on the potential for fees to change during the
a0dzRSy i Qa O2dzNBES FyR FLIJX AOFo6tS NBTdzy RgLIZ2f A
T AYF2NXIGA2Y | 02dzi GKS 3ANRdzyRa 2y Q’JK)\O@(]KS
suspended or cancelled. s
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1 adescription othe ESOS framework made available electronically by the Department
of Education
1 relevant information on living in Australia, including:
o indicative costs of living
0 accommodation options, and
o where relevant, schooling obligations and options for sclagsd
dependants of intending students, including that school fees may be incurred.

Procedure

To ensurePOLLARD ENGLI&GHNplies with the National Code Standard 2 of the ESOS Act
2000.

- Marketing information is to provideall relevant information (in line withthe
requirements ifNational Codé&tandard 2. 190 students prior to enrolmento ensure
students carmake an informed decision about studying WiROLLARD ENGLISH

- Formal engagement of any Education Agent will include the proviso that they provide
prospedcive students with marketing materials with sufficient information (in line with
the requirements inNational CodeStandard 2.1) so they camake an informed
decision about studying witROLLARD ENGLISH

28. Formalisation of Enrolment Policy fdnternational Students

Pollard Englisiill enter into a written agreement with each student prior to accepting any
payments from the studenEach agreement will have as a minimum the following points:

- identify the course or courses in which the studentio be enrolled and any conditions
on his or her enrolment,

- provide an itemised list of course fees payable by the student,
- provide information in relation to refunds of course fees,

- set out the circumstances in which personal information about the studeay be
shared between the registered provider and the Australian Government and
designated authorities and, if relevant, the Tuition Protection Service (TPS). This
information includes personal and contact details, course enrolment details and
changes, ad the circumstance of any suspected breach by the student of a student
visa condition, and

- advise the student of his or her obligation to notify the registered provider of a change
of address while enrolled in the course,

In relation torefunds the following information will be contained:

- amounts that may or may not be repaid to the student (including any course fees

Pa9855
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collected by education agents on behalf of the registered provider),
- processes for claiming a refund,

- a plain English explanation of athhappens in the event of a course not being
delivered, and

- adrdSYSyid GKIFG a¢KAAa FANBSYSyids FyR (GKS
LINEOSadasSas R2Sa y2i NBY2@0S (KS NAIKG 2F (K

O2yadzYSNI LINEG(SOGA2Y I 6aé0d

w»

Pdlard English, as part of the formalisation process, will advise each potential student of the
circumstances in which personal information about the student may be shared with others.

Pollard Englistwill not accept course feeBom any student until the student has accepted
and signed the agreement (Letter of Offer).

Pollard Englishmay accept course fees received at the same time as the verification of
acceptance (for exampld, a student sends a signed acceptance with acoapanying

LI 28YSyid 2NJ oNARy3da (GKS LI eyYSyd Ft2y3a gAGK GKS
office).

If Pollard Englisheceives course fees sent by mail (for examplecheque or money order)
before receiving the accepted written agreemempllad Englishwill not use the money.
Pollard Englistvillimmediately contact the student or agent to inform them that the payment
cannot be processed (and the enrolment cannot progress) until the provider receives the
accepted written agreement from the sient.

29. Defer, suspend, cancellation application process

National Code 201&tandard 9

Students must complete the: Defer, suspend, cancellation application form (available from
reception or Director of Studies ). Once the application is completed it musitmitted to

the DIRECTOR / Director of Studies through the Student Services Officer, a formal response
will be provided within 5 business days from the Director of Studies . Applications must be
submitted at least 10 business days before the defertedpension or cancellation date for

the application to be processed.

{GdRSy (i NBldzSad T2NJ RSTFSNNIE FyR k 2NJ adzaLISyaA

Where a student has applied for deferment or suspension of their studies due to
compassionate or compelling circumstances, PEBOLENGLISH will in accordance with its ©
L2t AO8 aasSaa GKS OANDdzyraidlyoSa I yR HNJmefNJR
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th[[!w5 9bRYyERfI RSHBIANIE2NI GSYLI2NI NAf@& &adALISYR (K
G§KS 3INRdzyRa 27FY

f O2YLI} aaAz2ylrasS 2N O2YLIStfAy3a OANDdzradl yoSa
OSNIAFAOFGS adlraSa GKIFIG GKS addzRSyd A& dzyl ¢
1 YAa0SKI@A2ENGoe (GKS addzR
The following is a list of acceptable circumstances (nhot exhaustive) where we would approve
application:

1 Unavailability of the Program

T Inability to commence study on commencement date due to student visa delay
(international students only)

9 Serious ithess or injury, (a medical certificate must be provided stating that student
is unable to attend class)

1 Bereavement of close family members such as parents, grandparents, brother, sister,
(a death certificate must be provided)

1 A traumaticexperience such as witnessing a serious accident or witnessing or being
victim of a serious crime (police report must be provided)

! YIFI22N LREAGAOLIE dzLKSIF @ Ay (K a0 dzRSy i Q2
travel that will effect student studies (@rnational students only)
T ! yIFGdz2NF f RA&AFAGSNIAY GKS aiddzRSyidQa K2YS 02

will affect student studies. (international students only)

Students may defer or suspend their studies for up to one term (one study period) fo
compelling or compassionate circumstances. Documented evidence is required.

The DIRECTOR [/ Director of Studies  will convene a meeting with the student to discuss the
application. Documented evidence must be provided by student to validate the claim. A
formal response will be provided within 5 business days.

LYGSNYFGA2Y It &iGdRSy &

Regardless of whether the suspension of enrolment is the result of a student request for
suspension or provideémposed suspension of enrolment due to misbehaviour, the pesiod
suspension of enrolment (as entered in PRISMS) should not be included in attendance
monitoring calculations.

Student Visa

Deferment, suspension or cancellation of enrolment may affect the students Visa. As such, we
will refer the student to the Departent of Home Affairs (DHA) website or helpline (131 881)
for information, and the local DHA office for advice, on how the potential change to enrolment
status may impact upon his or her visa.

Pa9857
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Ly GKS OFrasS GKIFG | addzZRSydQaancBligdNdetwl Sofiin A a RST
Department of Education (DE) via PRISMS of the change in enrolment.

Please note that misbehaviour of student may also be grounds for cancellation of studies.
{GdzRSy i NBIljdzSaid F2NI OFLyOoSttliaAazy 2F SyNRfYSy

Students who request candiglg their enrolment to go to another college must follow the

W{GdzZRSY (i ¢NIyatTSNIt2tA0eQ FyR O2YLX SGS GKS I LI

{GdzRSyia OFyOSttAy3a SyNRftYSyld (2 NBOGdNYy G2 (K
suspend, cancellation applicationNdy ¢ | YR & dzLJLJX & & dzLILR2 NI Ay 3 SOARS)
and departure date.

th[[!w5 9bD[L{Il 6Aff y20AFe 59 @Al twL{a{ 2F
business days of duly received, signed and dated documents provided by the student.

Shout POLLARD ENGLISH reject the cancellation application, the student will receive a refusal

f SGGSNI YR KIS (GKS NRIKG G2 | O00Saa /1 / {SNBA
within 20 working days of date on refusal letter (allow extra 3 days falages3.

Fees will be refunded (if applicable) in accordance with our Refund Policy.

t NPOGARSNI AYAUGALFGSR adzallSyairzy 2N OFyOStftldAazy

Misbehaviour by the student may result in the suspension or in the worst case scenario the
cancellation of enrolment. POLLARD ENGLISH may suspend further study or cancel
enrolment for both academic and neacademic misconduct.

aAdaoSKLF @A 2 dzNJI

The DIRECTOR / Director of Studies will convene a meeting with the student to discuss the
misbehaviour by the student.

LT /1 / {SNBAOS&ZE (KS LINPOARSNI AYAGAF(GSa GKS &adz
th[[!w5 9bD[L{Il gAff F2N¥XIffe y20AF& GKS &0dzR¢
g2NyJAy3 RIFLea G2 | 00Saa /11 { SNIRBOCS AN A ydnEINF & :
SEGSydzZ GAy3 OANDdzyaidlyOSa NBf | fihe geHeritydthdi KS 6 St F
individual case will decide whether the enrolment should be suspended or cancelled.

Ly OlFlaSa 2F aiGdzRSyiG YAaoSHWBEORDONILZF | sONRY AWV T
LRtAOS 2F Fyeée &adzalISOGSR 2N Fft SaASR ONAYAYLFE | Ol
AAPS a YdzOK AYF2NXNIGA2Yy & Ll2&aaAioftS NBIAFINRAY

OFyOSta GKS SyNRfYSyid 2F GKS addRSyido
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b2wlevySyid 2F GdAaidArzy ¥S$Sa

{ddzRSyiQa SyNRtYSyd Oly Frfa2 06S adzaLISYRSR 2N O
payment schedulePollard English will give two warnings to student(s) whose fees are due

and will also provide a good support meciem in terms of flexible payment option if the

student is having financial constraint. However, if this 4payment problem persists for a

month from the date of the first warning letter the student is given a final intention to report

letter and as perle date stipulated in this letter the student will be reported to DE/DHA for
non-payment of tuition fees.

t NPOSRdzN} £ FlFANYSaa

In the case where a student has been regarded as misbehaving, until all due investigation is
completed the student must be treateas innocent until they have admitted liability or via
other evidence such as bona fide witnesses.
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1 The provider notifies DET/DHA through PRISMS that it isrdefesr suspending a
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deferment or suspension will be recorded in PRISMS and sent on to DHA. This
information will be kept in the student admin file for future reference.

1 The provider notifies DET/DHA through PRISMS that it is deferring or suspending a
studey 1 Q&4 SYNREYSYyd F2NI I LISNA2R GKAOK gAfft I
situations, PRISMS will cancel the original eCoE, and immediately offer the provider
the opportunity to create a new eCoE with a more appropriate end date. If the
provider doesnot know when the student will return, it can choose not to create a
new eCoE at that point, but to wait until the student has notified the provider of the
intended date of return before creating the new eCoE.

The provider notifies DET/DIBP through PRISMSt wishes to permanently cancel

OUSNNYAYI 4GS0 (KS &aGdzRSyi(iQa SyNRfYSyiliod hyOS (KAa&
ail Gdza oAt t 0 SNational Go8eR01Standarder y OSt t SRQ®

Students must complete thBefer, Suspend, Cancellation Applicafianm (available from

reception or Director of Studies). Once the application is completed it must be submitted to

the DIRECTOR / Director of Studies through the Student Services Officer, a formal response

will be piovided within 5 business days from the Director of Stadigplications must be

submitted at least 10 business days before the deferral, suspension or cancellation date for

the application to be processed.

Procedure

{0dzRSy i NBljdzSai ®E2INSWREFBSWN2T A YRRXS2NJ &

Where a student has applied for deferment or suspension of their studies due to

compassionate or compelling circumstances, POLLARD ENGLISH will in accordance with its
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The following is a list of acceptable circumstances (not exhaustive) where we would approve
anapplication:

1 Unavailability of theCourse

1 Inability to commence study on commencement date due to student visa delay

9 Serious illness or injury, (a medical certificate must be provided stating that student
is unable to attend class)

1 Bereavement of close family members such as parents, grandparents, brother,
sister, (a death certificate must be provided)
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1 A traumatic expegnce such as witnessing a serious accident or withessing or being
victim of a serious crime (police report must be provided)

T ! YIFE22N) LRtAGAOIt dzLKSF @It Ay (GKS &addzRSyidQa
travel that will affect student studies

1 Anaturd RA&F&aGSNI AYy GKS aiddzRSydQa K2YS 0O2dzy i N
that will affect student studies

Students may defer or suspend their studies for up to one term (one study period) for
compelling or compassionate circumstances. Documented evidsmeguired.

The DIRECTOR / Director of Studies will convene a meeting with the student to discuss the
application. Documented evidence must be providedh®student to validate the claim. A
formal response will be provided within 5 business days.

Regardkss of whether the suspension of enrolment is the result of a student request for
suspension or provideémposed suspension of enrolment due to misbehaviour, the period
of suspension of enrolment (as entered in PRISMS) should not be included in attendance
monitoring calculations.

Student Visa

Deferment, suspension or cancellation of enrolment may affect the students Visa. As such,
we will refer the student to the Department of Home Affairs (DHA) website or helpline (131
881) for information, and théocal DHA office for advice, on how the potential change to
enrolment status may impact upon his or her visa.

puf
(s}
-+

(s}

Ly GKS OFasS GkKIFIGO F addzRSyiQa SyNRfYSyld Aa
Department of Education (DE) via PRISMS of the chamgeahment.

Please note that misbehaviour tife student may also be grounds for cancellation of
studies.

{GdzRSy G NBljdzSaid F2NI OFLyOStttiazy 2F SyNBRfYSyd

Students who request cancelling their enrolment to go to another college must follow the

W{ GdzZRSYBINI ¢ BRI KDEQ YR O2YLI SGS GKS | LILINRPLINAI GS
{GdzRSyda OFyOSttAy3 SYNRPEfYSYy(d (2 NBOdNYy G2 GKS
Quspend,CancellationApplicatiore form and supply supporting evidence such as airline

ticket and departure date.

th[[!w5 9bD[L{l @Attt y20AFe 59 @Al twL{a{ 2F O
business days of duly received, signed and dated documents provided by the student.
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Shauld POLLARD ENGLISH reject the cancellation application, the student will receive a
refusal letter and have the right to accedROLLARD ENGLIBtdrnal complaints and appeals
process within 20 working days of date on refusal letter (allow extra 3 dayp®$bage).

Fees will be refunded (if applicable) in accordance with our Refund Policy.
t NPOGARSNI AYAGALFGSR adzallSyairzy 2N OFyOSttldAzy

Misbehaviour by the student may result in the suspension or in the weasé scenario the
cancellaton of enrolment. POLLARD ENGLISH may suspend further study or cancel
enrolment for both academic and neacademic misconduct.

aAadaoSKI PA 2 dzNJ

The DIRECTOR / Director of Studies will convene a meeting with the student to discuss the
misbehaviouiof the student.

LFh[ [ ! w5 OWODIA{ISa GKS adzalLISyairzy 2N OF yOSt !l G2
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individual case will decide whether the enrolment should be suspended or cancelled.
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the payment scheduleRollard English will give two warnings to student(s) whose fees are

due and will also provide a good support mechanism in teofa flexible payment option if

the student is having financial constrantHowever, if this noqpayment problem persists

for a month from the date of the first warning letter the student is given a final intention to

report letter and as per the datdipulated in this letter the student will be reported to
DE/DHA for nopayment of tuition fees.

t NPOSRdAzNF £ FFANYSaa

In the case where a student has been regarded as misbehaving, until all due investigation is
completed the student must be treated as innocent until they have admitted liability or via
other evidence such as bona fide witnesses.
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