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Student Handbook 

 

Welcome to The Australian Institute of Commerce and Technology 
 

Thank you for choosing The Australian Institute of Commerce and Technology as your training provider, and 

allowing us to play a role in your learning journey.  

 

On behalf of our team, I am very excited to welcome you to the AICT family. Our staff and trainers are here to 

assist you on your path to a new career in either Information Technology, Business or English. 

 

Your choice of study at AICT has been carefully designed to provide consistent, high-quality and industry related 

vocational training to ensure your academic and personal success. I believe that with all of the support services 

available, you will find great opportunities for personal development and achievement during your time here at 

AICT. 

 

All the forms you need to complete as an incoming student are located on our website. 

 

If you have any questions, please do not hesitate to call Student Services at 9382 9000 during weekdays from 0830 

to 1830. We want you to enjoy the campus and our prime location at AICT, taking full advantage of our facilities 

and Perth CBD district.  

 

It is our philosophy of our institute to emphasise the important of ñexperiential learningò through simulation and 

hands on training. The resulting benefit is that graduating AICT students are able to carry out work related tasks 

from day one upon completion of the course. As a director of AICT, it is my commitment to you to provide the best 

facilities, the very best learning experience, and the very best supportive learning environment for our students. I 

look forward to personally welcoming you to AICT and wish you all the best in your training that will last a life 

time. 

 

 
 

DIRECTOR  

The Australian Institute of Commerce and Technology  
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PREFACE 
 
The following information has been prepared to provide overseas students at AICT with advice that relates to the 
conditions of their enrolment and their course of study.  

 
Should you have any questions concerning the information provided in this handbook please make contact with the 
Student Services. 
 
5ƻƴΩǘ ōŜ ŀŦǊŀƛŘ ǘƻ ŀǎƪ - be an informed student. 
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SECTION 1  INTRODUCTION  
 

The purpose of this handbook is to provide you with a quick reference about training programs, policies 

and processes, roles and responsibilities guiding you through your learning experience with The 

Australian Institute of Commerce and Technology.  
 

The Australian Institute of Commerce and Technology  
 

Thank you for considering training with The Australian Institute of Commerce and Technology.  

 

The Australian Institute of Commerce and Technology is registered training organisation (RTO) 

registered with the Vet Regulator.  The Australian Institute of Commerce and Technology aims to deliver 

high quality, innovative and engaging training that is relevant to students, employers and industry. Our 

commitment to continuous improvement means we are constantly developing and improving new 

resources, processes and facilitation methods to remain ahead in technology and industry standards. 
 

About your Student Handbook 
 

Australian Institute of Commerce and Technology has three (3) versions of the Student Handbook: 

 

 (1) International Student Handbook (CURRENT VERSION) 

You are an international student if you are: 

o a temporary resident (visa status) of Australia, 

o a permanent resident (visa status) of New Zealand, or 

o a resident or citizen of any other country. 

  

 (2) Domestic Student Handbook 

You are an Australian domestic student if you are: 

o an Australian citizen; 

o an Australian permanent resident (holders of all categories of permanent residency visas, including 

humanitarian visas), or 

o a New Zealand citizen. 

 ( 

 3) High School Student Handbook 

You are a Australian high school student if you are: 

o currently studying in a government recognised school in Australia. 

This copy of the Student Handbook is provided as part of our orientation program. It is important that you 

read and understand the contents of the Handbook before course commencement. You can access the 

latest Australian Institute of Commerce and Technology Student Handbook anytime by visiting our 

website www.aict.wa.edu.au. 

 

If you are having difficulties understanding the contents of this Handbook, feel free to contact our Student 

Services Officers via studentservices@aict.wa.edu.au or in person at our campus. 

AICT Publication 

mailto:studentservices@aict.wa.edu.au
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AICT has a range of Policies, Procedures, Forms and Handbooks that are put in place to assist the 

students during their studies at AICT.  To access forms, policies, procedures, news and a copy of this 

student handbook, please go to http://www.aict.wa.edu.au/Publications or request them at reception. You 

are encouraged to read these thoroughly and print the forms where applicable. 

 

Orientation  
 

A compulsory orientation session is organised for you by the Student Services Department for your first 

day at AICT. This session is designed to familiarise yourself with AICT, making you feel at home and 

help you to start adjusting to the Australian way of life. It is essential that students attend the orientation 

session as you will finalise your enrolment, student photo for students cards and receive course program 

timetable. 

 

The orientation session will include: 

 PowerPoint presentation delivered by an AICT staff member 

 Tote bags as a gift ς containing your International Student Handbook, International Student Orientation 

Checklist, Emergency business card, AICT pen and USB etc.  

 Campus tour ς classroom, facilities, library, noticeboard, toilets, kitchen etc.  

After the orientation session, you will be required to fill out the International Student Orientation 

Checklist and return this to the Student Services Department for processing. 

 

Australian Government Legislation for Education 
 

This current version of the student handbook is for International Students. As a Registered Training 

Organisation and a CRICOS Registered Provider registered with Australian Skills Quality Authority, The 

Australian Institute of Commerce and Technology is bound to comply with the Standards for Registered 

Training Organisations (SRTOs) 2015. Training Services provided to stuents follow policies and 

processes developed to meet the VET Quality Framework and SRTOs 2015.  

 

Education Services for Overseas Students (ESOS) compliance is AICTôs wide effort, commitment and 

responsibililty.  The Commonwealth legislative regulatory framework which establishes the minimum 

requirements for education programs delivered to onshore international students consists of ESOS Act 

2000,  the National Code of Practice for Registration Authorities and Providers of Education and Training 

to Overseas Students (National Code 2018) and the ESOS Regulations 2001 and the ESOS (Registration 

Charges) Act 1997. 

 

To ensure Australian Institute of Commerce and Technology compliance with the VET Quality 

Framework, the ESOS Legislative Framework and SRTOs 2015, this Student Handbook contains 

information in regards to your obligations under the National Vocational Education and Training 

Regulator Act 2011 and the Education Services for Overseas Students Act 2000 (ESOS Act). 

 

For further information about the relevant frameworks, please visit the links below: 

 

Education Services for Overseas Students Act 2000 (ESOS Act) 

http://www.aict.wa.edu.au/Publications
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https://internationaleducation.gov.au/regulatory-information/pages/regulatoryinformation.aspx 

National Vocational Education and Training Regulator Act 2011 

https://internationaleducation.gov.au/Regulatory-Information/Pages/National-Code-2018-Factsheets-.aspx 

Australian Skills Quality Authority (ASQA) 

https://www.asqa.gov.au/ 

Commonwealth Register of Institutions and Courses for Overseas Students (CRICOS) 

http://cricos.education.gov.au/ 

 

Service Commitment  
 

The Australian Institute of Commerce and Technology is committed to providing quality training and 

assessment services to its learners.  

 

We aim to:  

 Provide training and assessment services that meet industry needs and trends;  

 Deliver high quality, innovative and engaging training;  

 Maintain a person-centred approach;  

 Foster relationships with our students, supporting them through their career;  

 Provide flexible learning opportunities;  

 Provide a supportive, facilitative and open learning environment;  

 Ensure all training is delivered by qualified trainer and assessors with the necessary skills and experience;  

 Ensure all training is continually monitored and improved;  

 Maintain a healthy and effective learning environment for students;  

 Produce competent and confident workers that benefit the community and industry.  

The Australian Institute of Commerce and Technology delivers a range of training programs, both 

accredited and non-accredited, which we conduct as public courses or customised for students and 

industry. Accredited programs have also been approved by State and /or Commonwealth Government. 

 

Definitions 
 

AICT  Australian Institute of Commerce and Technology 

AQF  Australian Qualifications Framework 

ASQA  Australian Skills Authority 

CRICOS  Commonwealth Register of Institutions and Courses for Overseas Students  

DHA  Department of Home Affairs 

OSHC  Overseas Student Health Cover 

RTO  Registered Training Organisation 

 

 

 

https://internationaleducation.gov.au/regulatory-information/pages/regulatoryinformation.aspx
https://internationaleducation.gov.au/Regulatory-Information/Pages/National-Code-2018-Factsheets-.aspx
https://www.asqa.gov.au/
http://cricos.education.gov.au/
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AICT Team 
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SECTION 2  AICT TEAM 
  

First we would like to introduce you to our team, the AICT team. The team has been carefully selected to 

provide you the best possible study experience as student while at our campus. The team is made up of 

multi-cultural, multi-national, young and experienced, fun-loving, compassionate and enthusiastic, 

innovative and energetic student focused persona.  

 

AICT Decision Makers ς The People You Will Meet 
 

Roles Name Contact Details 

Chief Executive Officer/  Principal Hong FU Hong.Fu@aict.wa.edu.au 

International Sales & Marketing 

International Sales & Marketing 

Manager 
Vanessa JEONG 

Vanessa.Jeong@aict.wa.edu.au or 

Internationalsales@aict.wa.edu.au 

Domestic, Corporate and High School 

Domestic, Corporate and High School 

Sales Manager 
Hong FU Hong.Fu@aict.wa.edu.au 

Placement Officer, Domestic Sales Rachel FU Domestic@aict.wa.edu.au 

High School Program Coordinator Tiana ANDREELLO Highschool@aict.wa.edu.au 

Student Support 

Student Support Officer (SSO) Alyson LIEW 

Studentservices@aict.wa.edu.au Junior Student Support Officer/ 

Receptionist 
Jing Ling TAY 

Finance 

Accounts Receivable Claudia WANG 
Finance@aict.wa.edu.au 

Accounts Payable Yuting LIU 

Training & Assessment 

Business (BSB) David Bunney David.Bunney@aict.wa.edu.au 

English (ELICOS) Basma Farag Basma.Farag@aict.wa.edu.au 

Information Communication 

Technology (ICT) 
Pricillah Santosh Pricillah.Santosh@aict.wa.edu.au 

Compliance 

Compliance Manager Carey Wright Carey.Wright@aict.wa.edu.au 

AICT Contact  

Office Phone Number (08) 9382 9000 

24 Hours Emergency Contact 0413 188 887 (Available on WhatsApp) 

Email Enquiries@aict.wa.edu.au 

Address 
Level 2 Office 205 City Central, 166 Murray Street, Perth 

6000 
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AICT Student Support Team (SSO) ς Your Most Important Point Of Contact And All SSO Services Are 
FREE  
 

The Student Support Team is probably your first point of contact when you commence your study. 

Throughout the life cycle of your study at AICT, the Student Support Team also known as SSO will be 

your everyday support and information provider. SSO are available at our campus and can assist with all 

matters relating to all academic and non-academic student welfare issues. You may also request additional 

support from your trainer throughout your studies. The SSO can advise you in all aspects of student life. 

The SSO are available to discuss and support you with issues including, but not limited to: 

 

 Support services available to assist you to adjust to study and life in Australia; (std 6.1 cls 6.1.1) 

 English language and study assistance programs; (std 6.1 cls 6.1.2) 

 Emergency and health services; (std 6.1 cls 6.1.4) 

 Any relevant legal services; (std 6.1 cls 6.1.3) 

 !L/¢Ωǎ ŦŀŎƛƭƛǘƛŜǎ ŀƴŘ ǊŜǎƻǳǊŎŜǎΤ (std 6.1 cls 6.1.5) 

 Requirements for satisfactory course progress; (std 6.1 cls 6.1.7) 

 Support in finding accommodation; 

 !L/¢Ωǎ ŎƻƳǇƭŀƛƴǘǎ ŀƴŘ ŀǇǇŜŀƭǎ ǇǊƻŎŜǎǎΤ (std 6.1 cls 6.1.6) 

 Support services available for you concerning general or personal circumstances that may adversely affect your 

education in Australia; (std 6.1 cls 6.1.8) 

 Information on employment rights and conditions, and how to resolve workplace issues through the use of Fair 

Work Ombudsman; (std 6.1 cls 6.1.9) 

 Learning pathways and possible RPL opportunities; 

 Provisions for special learning needs, special cultural/religious needs or special dietary needs. 

 Support with creating a resume, interview skills and finding work. 

Please note that AICT may refer you to a third party (i.e. medical practitioners, doctors, counsellors) 

asappropriate.  

 

SSO duties include support for student study program so students could complete and achieve the 

expected outcome. This can include but not limited to organising meetings on behalf of the student to 

discuss their progress and study plan with a designated trainer, so the student can be provided with advice 

and an updated study plan and strategy.  The SSO also provide support services for student who due to 

certain circumstances is affecting their study at AICT. Such circumstances include but not limited to:  

 

 άL ŘƛŘ ƴƻt receive my money from my parents and I could not pay my school fees and I am worried that my 

ŜƴǊƻƭƳŜƴǘ ǿƛƭƭ ōŜ ŎŀƴŎŜƭƭŜŘέ 

 άL ŦƛƴŘ ƛǘ ŘƛŦŦƛŎǳƭǘ ǘƻ ǎǘǳŘȅ ōŜŎŀǳǎŜ L ŀƳ ǎǘǳŘȅƛƴƎ ǇŀǊǘ ǘƛƳŜέ  

 άL ŀƳ ǳƴŀōƭŜ ǘƻ ŎƻƴǘƛƴǳŜ ǎǘǳŘȅ ōŜŎŀǳǎŜ L ŀƳ ǇǊŜƎƴŀƴǘέ  
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 άL ŦƛƴŘ ƛǘ ƘŀǊŘ ǘƻ ŦƻŎǳǎ ŀƴŘ ǎǘǳŘȅ ōŜŎŀǳǎŜ L ŀƳ ŘŜǇǊŜǎǎŜŘέ  

 άL ŀƳ ŦƛƴŘƛƴƎ ƛǘ ŘƛŦŦƛŎǳƭǘ ǘƻ ŎƻƳŜ ǘƻ Ŏƭŀǎǎ ōŜŎŀǳǎŜ Ƴȅ ǘǊŀƛƴŜǊ ƛǎ ŘƛǎŎǊƛƳƛƴŀǘƛƴƎ ƳŜέ  

 άL ƘŀǾŜ ōŜŜƴ ŜǾƛŎǘŜŘ ŦǊƻƳ Ƴȅ ŀǇŀǊǘƳŜƴǘ ŀƴŘ L ŎƻǳƭŘ ƴƻǘ ŦƛƴŘ ŀƴƻǘƘŜǊ ŀŎŎƻƳƳƻŘŀǘƛƻƴ ŀƴŘ L ŀƳ ǿƻǊǊƛŜŘ ŀƴŘ L ŎƻǳƭŘ 

ƴƻǘ ŎƻƳŜ ǘƻ ǎŎƘƻƻƭέ 

How do you contact them?  

To best assist you with both Academic and Non-Academic maters, you can contact our Student Support 

Team by email or phone who are here to help you at any time during office hours. Please contact the 

Student Support Team, or any Staff Member, who can best assist you or refer you to the right person. 

 
Who and when to contact in different situations: 

 If you are in a life threatening situation, you must call 000 

 For any urgent or after office hour queries, you can contact Mr Hong FU on 0413 188 887 

 Any other matters (not life threatening or urgent, you can call the SSO team as mentioned above  

 If you are feeling very sick and it is after office hours (urgent) (call nearest Hospital or SCO) 

 If you are struggling with living in Australia (contact SSO either by phone or make appointment to see SSO during 

office hour) 

 If you have issues with school fees (contact SSO either by phone or email or make an appointment to see SSO during 

office hour to resolve) 

 If you are unable to attend class (contact SSO either by phone or email) 

 If you need assistance to find an accommodation because you got evicted (contact SSO either by phone or email or 

make appointment to see SSO during office hour to seek help and guidance) 

All support services, information and referrals provided to students are free.   

 

What Is The Best Way To Contact Us?  
 

As you can probaby imagine, AICT SSO can be very busy at times especially during the orientation day 

which is usually on Monday or Wednesday morning. The best way and more efficient way to contact us is 

to send an email to studentservices@aict.wa.edu.au and the SSO will respond as soon as we are available 

and normally within the working hours.  

 

However, during office hours call us directly on 08 9382 9000. For outside office hours please call 0413 

188 887. 

 

If it is life threatening or emergency, then you MUST call Hong Fu on mobile 0413 188 887.   

 

For other matters please call 08 9382 9000 during office hours.  

 

 

 

 

 

mailto:studentservices@aict.wa.edu.au
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         AICT Campus  
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SECTION 3  AICT CAMPUS   
 

Where Is AICT? 
 

We are located right in the heart of city central, just above Woolworths.You can find easy access to great 

restaurants and shopping before and after training hours! 

 

Level 2 Office 205 City Central, 166 Murray Street 

Perth Western Australia 6000 

 
 

What Time Are We Open? Our Office Hours 
 

Monday   8:30 am ï 6:30 pm 

Tuesday  8:30 am ï 6:30 pm 

Wednesday  8:30 am ï 6:30 pm 

Thursday   8:30 am ï 6:30 pm 

Friday    8:30 am ï 5:00 pm 
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WA Public Holidays 
 

AICT campus is closed on all public holidays.  

 

Public Holiday 2018 2019 

New Yearôs Day Monday, 1 January Tuesday, 1 January 

Australia Day Friday, 26 January Monday, 28 January 

Labour Day Monday, 5 March Monday, 4 March 

Good Friday Friday, 30 March Friday, 19 April 

Easter Monday Monday, 2 April Monday, 22 April 

ANZAC Day Wednesday, 25 April Thursday, 25 April 

Western Australia 

Day 

Monday, 4 June Monday, 3 June 

Queenôs Birthday Monday, 24 September Monday, 30 September 

Christmas Day Tuesday, 25 December Wednesday, 25 September 

Boxing Day Wednesday, 26 December Thursday, 26 December 

Source: https://www.commerce.wa.gov.au/labour-relations/public-holidays-western-australia 
 

Introducing AICT Campus And Facilities 
 

The AICT campus dwells in the urban heart of Perth city, surrounded by a vibrant and rich culture ï from 

restaurants and cafes to the Swan River, Elizabeth Quay and The State Library of Western Australia. 

Unlike traditional university campuses, AICT campus life is Perth city life. The campus is near major 

public transport hubs including Perth Train Station and Perth Bus port. Free CAT (Central Area Transit) 

buses also connect you to major city destinations. Our campus is close to key features including The State 

Library, study spaces, free city Wi-Fi and a bustling fitness centre. 

There are plenty of cheap and healthy food and drink outlets offering breakfast, lunch, coffee and snacks 

surrounding the campus. Youôll also be in walking distance to hundreds of local restaurants and cafes, 

food courts, the famous Friday night hawkers market and major shopping outlets including Myer and 

David Jones. 

Training Rooms 14 (fourteen) 

 

Breakout areas 2 (two) 

Floor space SQM 1562 

 

Fire Exits  2 (two) 

Entrance 1 (one) 

 

Toilets  2 sets of male and 

female 

WIFI  Free 

 

LAN  For trainers only 

Air conditioning  According to building 

code 

9B Approval  Yes 

AICT Floor Plan 
 

https://www.commerce.wa.gov.au/labour-relations/public-holidays-western-australia
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Back 

 
AICT Campus Photos 
1. Entrance 
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2. Break out area  

 
 

 

3. Reception 
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4. Noticeboard  

 
 

5. Library 




















































































































































































































































