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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, | am very excited to welcome you to the AICT family. Our staff aret4rame 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 consistergiuailiy and industry related
vocational training to ensug@ur academic and personal success. | 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 incomingesttiare located on our website.

If you have any questions, please do not hesitate to call Student Services at 9382 9000 during weekdays from (
to 1830. We want you to enjoy the campus and our prime location at AICT, taking full advantage of desfacilit
and Perth CBD district.

It is our philosophy of our institute to emphasi s
hands on training. The resulting benefit is that graduating AICT students are able to carry out work skkated ta
from day one upon completion of the course. As a director of AICT, it is my commitment to you to provide the be
facilities, the very best learning experience, and the very best supportive learning environment for our students.
look forward to persmally welcoming you to AICT and wish you all the best in your training that will last a life
time.

%fﬁ

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

PREFACE \

Should you have any questioosncerning the information provided in this handbook please make contact with thg
Student Services.

52y Qi 068 IBEBdinfoRnedistudehts |

\_ /
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SECTION1 INTRODUCTION

The purpose of this handbook is to provide you with a quick reference about training programs, policie
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 Regulatofhe Australian Institute of Commerce and Technology aims to deliver
high quality, innovative and engaging training that isvahtto studens, 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 StudentHandbook

Australian Institute of Commerce and Techmldas three (3) versions of tBeudent Handbook:

D(l) International Student HandbookQURRENT VERS)ON
You are an international student if you are:
o0 atemporary resident (visa status) of Australia,
0 apermanent resident (visa status) of New Zealand, or
0 aresident or citizen of any other country.

+

D(Z) Domestic Student Handbook
You are an Australian domestic student if you are:
0 an Australian citizen;
0 an Australian permanent resident (holders of all catégs of permanent residency visas, including
humanitarian visas), or
a New Zealand citizen.

o
A
D3) High School Student Handbook

You are &ustralian ligh school student if you are:
o currently studyingn a government recognised school in Australia.

This copyof the Student Handbook isqvided as part of our orientatigmogram. It is important that you
read and understand the contents of the Handbook before course commerntemean access the
latest Australian Institute of Commerce and Technology Stud@mdbook anytime by visiting our
website www.aict.wa.edu.au

If you are having difficulties understaingd the contents of this Handbook, feel free to contact our Studen
Services Officers viatudentsrvices@aict.wa.edu.au in person at our campus.

AICT Publication
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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 AICTo access forms, policies, procedures, news amghw of this
student handbook, please gditp://www.aict.wa.edu.au/Publications request them at receptiorou
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 fir:
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 Audima 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 progr:
timetable.

The orientation session will include:

DPowerPoint presentatiodelivered by an AICT staff member

DTote bags as a giftcontaining your International Student Handbook, International Student Orientation
Checklist, Emergency business card, AICT pen and USB etc.

DCampus tour, classroom, facilities, library, noticeboatdjlets, 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 Studesrasegistered Training
Organisation and a CRICOS Registered Provider registered with Australian Skills Quality Authoeity
Australian Institute of Commerce and Technologydarid to comply with the Standards for Registered
Training Organisations (SRTOs) 2015. Training Services providstiéms follow policies and
processes developed to meet the VET Quality Framework and SRTOs 2015.

Education Services for Overseas StudénsS OS) compl i ance is Al CTO06s
responsibililty. The Commonwealth legislative regulatory framework which establishes the minimum
requirements for education programs delivered to onshore international students consists of ESOS Ac
2000, the National Code of Practice for Registration Authorities and Providers of Education and Traini
to Overseas Students (National Code 2018) and the ESOS Regulations 2001 and the ESOS (Registre
Charges) Act 1997.

To ensure Australian Institutd Commerce and Technology compliance with\Wie Quality
Framework, the ESOS Legislative Framework and SRTOs 2015, this Student Handbook contains
information in regards to your obligationader theNational VVocational Education and Training
Regulator At 2011and 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)
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https://internationaleducation.gov.au/regulatorprmation/pages/regulatoryinformation.aspx
National Vocational Education and Training Regulator Act 2011
https://internationaleducation.gov.au/Regulatbrprmation/Pages/Nationdlode 2018 Factsheetsaspx
Australian Skills Quality Authority (ASQA)

https://www.asqga.gov.au/

Commonwealth Register of Institutions and Courses for Overseas Students (CRICOS)
http://cricos.education.gov.au/

Service Commitment

The Austalian Institute of Commerce and Technology is committed to providing quality training and
assessment services to its learners.

We aim to:
DProvide training and assessment services that meet industry needs and trends;
DDeIiver high quality, innovative and engaging training;
DMaintain a persorcentred approach;
DFoster relationships with owstudents, supporting them through their career;
DProvide flexible learning opportunities;
DProvide a supportive, facilitative and open learning environment;
DEnsure all training is delivered by qualified trainer and assessors with the necessary skills and experience;
DEnsure all training is continually monitored and improved,;
DMaintain a healthyand effective learning environment fatudents

DProduce 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 neaccredied, which we conduct as public courses or customisextiddens and
industry. Accredited programs haaksobeen approved by State and /or Commonwealth Government.

Definitions

AICT Australian Institute of Commerce and Technology

AQF Australian Qualiications 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
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SECTION 2 AICT EAM

First we would like to introduce ydo ourteam, theAICT team. The tearhas beerarefully selected to
provideyouthe best possible study experience as student while at our carhpusanis madeup of
multi-cultural, multi-national, young and experienced, floving, compassionate and enthusigstic
innovative ancenergeticstudent focusegdersona

AICT Decision MakersThe People &u Will Meet

Roles Name Contact Details

Chief Executive Officer/ Principal Hong FU Hong.Fu@aict.wa.edu.au
International Sales & Marketing

International Sales & Marketing Vanessa JEONG Vanessg.Jeong@alct_.wa.edu.aL
Manager Internationalsales@aict.wa.edu.

Domestic, Corporate and High School

Domestic, Corporate and HighSchool

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
Junior Student Support Officer/ Jing Ling TAY Studentservices@aict.wa.edu.g
Receptionist
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.ay
English (ELICOS) Basma Farag Basma.Farag@aict.wa.edu.au

Information Communication Pricillah Santosh Pricillah.Santosh@aict.wa.edu.g

Technology (ICT)

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 Cé%gt(;al, 166 Murray Street, Per
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AICTStudent Support TeaniSSQ¢ YourMost Important Point Of ContacAnd All SSCBervices 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 providg8O are avaihble atour campus and can assist with all
matters relating to alcademic and neacademictudent welfare issues. You may also request additional
support fromyour trainer throughout your studies. TB&Ocanadvise you in all aspects of student life.
The SSOare available to discuss asdpport you with issues including, but not limited to:

DSJpport services available to assist you to adjust to study and life in Austsaléa cis 6.1.1)
DEnglish language and study assistance programs;i cis.1.2)

DEmergency and health servicesj6.1cls 6.1.4)

DAny relevant legal servicesi 6.1 cls 6.1.3)

D! L/ ¢Qa FI OAf Astidu&ars) YR NB &2 dzNOSaAT
DRequirements for satisfactory course progresss.icls 6.1.7)

DSupport in finding accommodiah;

D! L/ ¢Qa O2YLX I Ay ( &dehcyoRe I LILISF £ & LINRPOSaaT

DSupport services available for you concerning general or personal circumstances that may adversely affect your
education in Australigstd 6.1 cls 6.1.8)

Dlnformation on employmentights andconditions, and how to resolve workplace issues through the use of Fair
Work Ombudsmangtd 6.1 cls 6.1.9)

DLearning pathways and possible RPL opportunities;
DProvisions for special learning needs, special cultural/religious needs or special dietary needs.

DSupport 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 dutiesnclude 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 trairtbe, student can be provided with advice
and an updated study plan and strateéfjye 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:

Dd L R feéeive/my money from my parents and | could not pay my school fees and | am worried that my
SYNRtYSyld gAatt 0S OFyOSttSRE

Dc’xL FAYR Al RAFFAOdAA G (G2 aidzRé 06SOFdzaS L 'Y adaddzReAy 3

DaL FY dzy b
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Dc’xL FAYR Al KIFENR (2 F20dzA FyR aidzRe 0SSOl dz&a

S L Y RSL
Dc’xL FY FAYRAYI Al RAFFAOMZ G (G2 O2YS G2 Ofl aa o6SOI dza S
DdL KIS 6SSy SOAOGSR FTNRBY Y& FLINIGYSYyd FyR L Oz2dz R

y2G 02YS (2 aoKz22f¢

How do you contact them?

To best assist you with both Academic and Maademic 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 Spport 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:

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

DFor any urgent or after office hour queries, you camtact Mr Hong FU on 0413 188 887

DAny other matters (not life threatening or urgent, you can call the SSO team as mentioned above
le you are feeling very sick and it is after office hours (urgent) (call nearest Hospital or SCO)

le you are struggling withiving in Australia (contact SSO either by phone or make appointment to see SSO during
office hour)

le you have issues with school fees (contact SSO either by phone or email or make an appointment to see SSO du
office hour to resolve)

le you are unal@ to attend class (contact SSO either by phone or email)

le you need assistance to find an accommodation because you got evicted (contact SSO either by phone or email «
make appointment to see SSO during office hour to seek help and guidance)

All supportservices, information and referrals provided to students are free.
What Is The Best Way To Contact Us?

As you can probaby imagin&JCT SSO can be very busy at times especidlisingthe orientation day
which is usually on Monday or Wednesday mornifilge best way and more efficient way to contact us is
to send an email tstudentservices@aict.wa.eduand the SSO will respond as soon as we are available
and normally within thevorking hours.

However, during office hoursall us directly on 08 9382000.For outside office hours please call 0413
188 887.

If it is life threateningor emegency, then youMUST call Hong Fu on mobilé413 188 887.

For other matters please call 08 9382 9000 during office hours.
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SECTION 3 AICT CAMPUS
Where k AICT?

We are located right in the heart of city central, just above Woolworths.You can find easy access to gr
restauants and shopping before and after training hours!

Level 2 Office 205 City Central, 166 Murray Street
Perth Western Australia 6000

Northbridge

Perth & ¢

What Time Are WeDper? Our Office Hours

Monday 8:30 ami 6:30 pm
Tuesday 8:30 ami 6:30 pm
Wednesday 8:30 ami 6:30pm
Thursday 8:30 ami 6:30 pm
Friday 8:30 ami 5:00 pm
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WA PublicHolidays

AICT campus is closed on all public holidays.

Public Holiday

2018

2019

New Year 6s

Monday, 1 January

Tuesday, 1 January

Australia Day

Friday, 26 January

Monday, 28January

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 Monday, 4 June Monday, 3 June
Day

Queends Bi

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/labaetations/publicholidayswesternraustralia

Introducing AICTCampusAnd Facilities

The AICT campus dwells in the urbheart of Perth city, surrounded by a vibrant and rich cuitdirem
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 caimpesar major

public transport hubs including Perth Train Station and Perth Bus port. Free CAT (Central Area Transi
buses also connect you to major city destinations. Our campus is close to key features including The $
Library, study spaces, freegiWi-Fi and a bustling fithess centre.

There are plenty of cheap and healthy food and drink outlets offering breakfast, lunch, coffee and snac
surrounding the campus Yo u 6 1 | al so be in walking distance
food caurts, 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| 9B Approval Yes
code

AICT Floor Plan
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AICT Campus Photos
1. Entrance
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2. Break out area

3. Reception
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4. Noticeboard

5. Library
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