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At Shafston International College you will undertake your studies in
Vocational Education and Training. (VET)
Shafston Campus is centred around the historic “Shafston House” built
in 1851. There are five acres of manicured lawns, gardens and large trees
where students can gather with friends and enjoy fabulous views of the
Brisbane River and watch the passing river traffic.
Shafston prides itself as being counted amongst the best educational
precincts in the world.
The College was established in 1996 and since that time in excess of
120,000 students from over 100 countries have enjoyed their education
there.
The teaching and learning facilities offer air conditioned classrooms,
a student resource centre, multiple computer laboratories and an oncampus café all of which contribute to a true College campus experience.
Your time as a student at Shafston will be one of the most exciting periods
of your life.
With the support of experienced and dedicated trainers and support staff
you will experience a safe, happy and caring environment. Graduates
will gain a nationally recognised Australian VET qualification leading to
further studies or a rewarding career.

03

WELCOME
MISSION STATEMENT
Shafston is committed to providing a responsive learning environment
for its students by providing a contemporary professional knowledge
base and articulated practical experience to enhance and assimilate new
knowledge.

IMPORTANCE OF THIS HANDBOOK
You are about to embark upon a rewarding adult learning educational
experience. What you put into your learning experience is what you will
get out of it.
The Shafston Student Handbook is designed to provide specific
information that is relevant to your studies.
Students, please familiarise yourself with this Handbook, as it will guide
you through course rules and requirements with which you must comply.

SHAFSTON GRADUATES
Graduates from Shafston’s Vocational Education and Training courses
will receive a nationally recognised Qualification. This means students
have the confidence that they will receive a qualification of a high quality
accepted and recognised everywhere in Australia.

NATIONALLY RECOGNISED QUALIFICATIONS
The Australian Qualifications Framework (AQF) is the policy for regulated
qualifications in the Australian education and training system. Shafston’s
nationally recognised qualifications range from AQF level 3 to AQF level 6.
The objectives of the AQF are to provide a contemporary and flexible
framework that:
• accommodates the diversity of purposes of Australian education
and training now and into the future
• contributes to national economic performance by supporting
contemporary, relevant and nationally consistent qualification
outcomes which build confidence in qualifications
• supports the development and maintenance of pathways which
provide access to qualifications and assist people to move easily
and readily between different education and training sectors and
between those sectors and the labour market
• supports individuals’ lifelong learning goals by providing the basis
for individuals to progress through education and training and gain
recognition for their prior learning and experiences
• complements national regulatory and
arrangements for education and training

quality

assurance

• enables the alignment of the AQF with international qualifications
frameworks.

Shafston have a long history of successful graduates achieving
employment as a result of their study at Shafston. Many successful
graduates take their qualification from Shafston and continue onto
Higher Education at leading Australian Univeristies.
Shafston’s Internship Program allows students the option to engage
in industry relevant internships. Shafston partners with Australian
Internships (AI) who are a global leader of internship programs with
almost 20 years’ experience. An engaging and rewarding internship
experience can catapult a student’s career and help them achieve the
dreams.
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INTERNATIONAL STUDENT
ORIENTATION
ARRIVE EARLY
Shafston will provide an International Student Orientation before
the commencement of your classes. It is a requirement of the ESOS
(Education Services for Overseas Students) Act 2000 that an orientation
is conducted prior to the commencement of classes. Staff running the
orientation, work hard to ensure that you, as a student, will be well
equipped to achieve the best possible success in your studies. You will
see that there is a lot of information for you to understand and consider
as you move through your studies. Although the manual will outline what
you need to know, it is impossible to understand and recall everything.
Once you are concentrating on your studies, you will feel less stressed if
you are already comfortable with the institution, its staff and its services.
Arriving early to attend orientation gives you the chance to:
• See and talk to the most important people you will need to know
at the institution.
o Training Co-ordinator
o Student Services and Support Staff

• Your Student Card photo will be taken during orientation. You will
need your student card for various reasons including applying to
Translink for discounted travel tickets and more.
• Attend a campus tour around the campus
o Computer rooms and facilities
o Recreation and eating areas
o How to find out about Shafston social activities
o Classrooms
• Meet other International students who may share your classes,
share your concerns or fears. Knowing another face on campus as
you become more comfortable with the routines can really help you
avoid any feelings of isolation.
• Find your way around
o Brisbane
o Public Transport locations
o Accommodation
o City
Your time at Shafston and in Australia should be fun and a time where you
can experience the Australian culture and lifestyle. Whilst it is important
to study, it is also just as important that your experience is pleasant.
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ENROLMENT AND REGISTRATION
New students:
1. Report to staff at the Main Reception Desk where your orientation
session will begin.
2. Please bring your Passport and Visa information as we are required
to take copies and will return them to you.
3. We will give you a “Welcome to Shafston” session
4. Please sit down, relax and complete your paperwork with your
current residential address, contact phone number and email.
Please ensure this is returned to a staff member along with your
passport and visa. Your passport will be returned to you.
5. You will sit an English test to identify any areas of support you may
require.
6. Your unique Student Portal logon and password will be emailed to
you before your first class.
7. Receive a copy of your course Academic Calendar and Timetable.
8. Read and sign the Shafston Computer code of conduct.
9. Have your student ID card photo taken.
10. You will receive a campus tour showing you where your classroom
is located, lavatory facilities, emergency exits and student common
areas including the cafeteria. Meet other new students to Shafston
and the student support staff.

PROGRAM FOR THE FIRST DAY OF CLASS
1. After you have attended orientation and registration you are ready
to attend your first class.
2. Refer to your Timetable which will show you which day of the week
your first class will occur.
3. Your timetable will also show which room your first class will be
held and the start time.
4. Please be on time for class. You will meet the other students in
your class and receive your first learning resource.
5. During your first class you will be notified of break times and other
classroom rules specific to your trainer.
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CAMPUS CAFE
• You can buy many kinds of food and light snacks at Café Renoir, at
reasonable prices.
• There are microwave ovens here for heating food.
• You can buy tea, coffee and other drinks.
• This is a great place to meet new friends.

TRAVEL AND ACTIVITIES
• The Shafston activities calendar can be found at:
http://shafston.edu/activities/ or like us on Facebook for updates.
• The friendly staff at Main Reception can help you plan weekend and
holiday activities. Some activities are FREE to Shafston students.

5. Students must not attend class while under the influence of alcohol
or an illegal substance.
6. Mobile phones are to be switched off during class.
7. Classrooms must be kept clean and tidy, and all furniture returned
to its original position.
8. Students should not obstruct any teaching activity, examination or
official meeting on the Shafston campus.
9. Students should not disobey any reasonable instruction of the
Shafston International College (SIC) staff.
10. Students must not act in a way that interferes directly or indirectly
with the learning of others or that hinders staff from carrying out
their duties.
11. Students should not damage, misuse or wrongfully deal with
any property in or on the campus. Legal action may be taken if
you break the law. College property includes but is not limited to
buildings, vehicles, computers and software, cameras and other
portable equipment, plant and equipment, learning materials, fire
alarms and equipment, lifts, telephones, keys, library materials,
safety and security devices.

GENERAL CODE OF CONDUCT
Shafston has a diverse, multi-cultural student and staff body. The
college welcomes people from a wide range of ethnic groups and
religious backgrounds. It expects that all students will respect the
lawful beliefs and customs of fellow students and staff. Conduct which
constitutes a danger to anyone’s health, safety or personal well-being,
including verbal or physical threats or threatening behaviour, will not
be tolerated.

A: CONDUCT EXPECTED OF STUDENTS
1. English is the language of communication in the program and
should be the only language spoken during class.
2. Students should be in the classroom before the commencement
of class.
3. Smoking is strictly prohibited in any Shafston classroom or
building. It is against the law for anyone to sell tobacco products to
a minor (under 18 years old).
4. Alcohol is not permitted on Shafston property. Students are not
to attend class under the influence of alcohol. It is against the
law for any person to sell or give alcohol to a minor. Drinking and
possession of alcohol is also banned in some public places.

12. Students should not engage in any verbal or physical abuse or
harassment of staff or other students (physical, verbal, written,
electronic or otherwise).
13. Students should not engage in any threatening behaviour (including
stalking and bullying) that causes any other person to fear physical
abuse.
14. Students should not harass nor act in a discriminatory way to
others.
15. Stealing will not be tolerated.
16. Personal information of fellow students is to be kept confidential
and not mis-used.
17. It is illegal for any student to have possession of, or use of firearms
or dangerous weapons of any kind. Australia has strict rules about
ownership of firearms and other weapons. Hospitality students are
required to have their knife kits securely locked while not being
used on-campus and off-campus.
18. If you are unsure about what is the right thing to do in any
circumstance, you are encouraged to ask advice from college staff.
If they are able to assist you immediately, or do to know the answer
to your question, you can ask them to follow the matter up and get
back to you with an answer as soon as it is practicably possible.
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B: PENALTIES FOR MISCONDUCT
1. Students who breach the General Code of Conduct may be liable
for:
• Suspension from attendance at lectures; and/or
• Suspension of access to the Library or computing
facilities; or
• Suspension from the course for a specified period; or
• Exclusion from the course.
2. Alleged misconduct shall be referred to the Student Services
Manager
3. The Student Services Manager shall write to the student inviting a
response to the allegations. The student shall also have the right
to be heard on the matter. After considering all of the evidence, the
Student Services Manager shall make a decision on the allegations
and, if proven, shall decide on a penalty.
4. The Student Services Manager shall, in writing and within 7
working days of receiving the original report, inform the student of
that decision and the reasons for it.

APPEALS
If at any stage a student wishes to Appeal a decision made they may
complete and submit the ‘Student Complaint/Appeals Form’ to the
Student Support Team. The student will receive a written outcome by the
required time frame.
If it is not possible to resolve the dispute internally via the above process,
you are available to access an external appeal against Shafston’s
Decision. If you wish to lodge an external appeal or complain about this
decision, you can contact the overseas student ombudsman. The overseas
student ombudsman offers a free and independent service for overseas
students who have a complaint or want to lodge an external appeal about
a decision made by their private education or training provider. See the
overseas students ombudsman website www.oso.gov.au or phone 1300
362 072 for more information.
For more information regarding submitting an appeal please refer to our
website - http://shafston.edu/forms-policies-and-procedures/
For more information please refer to our website - http://shafston.edu/
forms-policies-and-procedures/
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STUDENT COMPLAINT POLICY
AND PROCEDURE
PURPOSE
Shafston recognises that differences and complaints/ appeals can arise
from time to time and therefore has a fair and equitable process for
dealing with student complaints.

SCOPE
The quick settlement of any complaints that may occur is in the best
interest of all parties concerned. Shafston recognises that differences
and complaints/appeals can arise from time to time.

to DEEWR- Department of Home Affairs for unsatisfactory attendance.

ATTENDANCE
Under Australian visa regulations, holders of Student Visas are required
to attend a minimum of 80% of classes. Shafston College is responsible
for monitoring a student’s academic course progress. Your attendance
will be recorded for scheduled classes as a point of reference for student
welfare and to refer to when counselling students regarding the course
progress intervention strategy.
For a full list of mandatory and discretionary student visa conditions
please visit https://www.border.gov.au/Trav/Visa-1/500-

For more information please refer to our website http://shafston.edu/
forms-policies-and-procedures/

CODE OF PRACTICE
As a Registered Training Organisation, Shafston has agreed to operate
within the Principles and Standards of the Australian Quality Training
Framework. This includes a commitment to recognise the training
qualification issued by other Registered Training Organisations.
For more information please refer to our website http://shafston.edu/forms-policies-and-procedures/

INTERNATIONAL STUDENT
VISA CONDITIONS
Shafston has chosen to implement the DEEWR–DIAC Course Progress
Policy & Procedures for CRICOS Providers of VET Courses. Under the
National Code 2018, a provider may choose to implement this policy as
a means to report to DEEWR-DHA via PRISMS for Non-compliance with
student visa conditions. This below policy applies to all international
students enrolled in any course offered to international students (all
CRICOS registered courses).
Shafston will continue to record a student’s attendance for the purpose
of student welfare and intervention strategies but will not be reporting
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SHAFSTON’S VET COURSE
PROGRESS POLICY AND
PROCEDURE

COMPLETION OF STUDY WITHIN EXPECTED DURATION
Shafston will only extend the duration of a student’s study when it is
clear that a student will not be able to complete the course within the
expected duration, (as specified on the student’s COE) in the following
circumstances:

As directed by the National Code of Practice for Providers of Education
and Training to Overseas Students 2018 Shafston International College
is required to monitor students’ academic performance. Shafston must
monitor the academic progress for each student for the course in
which the student is currently enrolled. Students’ academic progress is
assessed during and at the end of each compulsory study period.

• Compassionate or compelling circumstances, for example: illness
when a medical certificate is presented that states that the student
was unable to attend classes or when Shafston was unable to offer
a pre-requisite unit of competency;

By definition a study period at Shafston College comprises of a number of
units of competency delivered during 15 hours of scheduled contact and
5 hours of online study per week over a stage of study. A stage of study is
shown on the students Course Delivery Schedule issued at Orientation.

• when the student has been granted a deferral or suspension of
study under Standard 9 of the National Code.

For more information please refer to our website http://shafston.edu/forms-policies-and-procedures/
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• when the extension is necessary for the implementation of the
course intervention strategy;

If a student’s duration of study has been extended via PRISMS, Shafston
will record the change (and the reasons for the variation) on SEMS.

TIPS FOR MAINTAINING
SATISFACTORY ACADEMIC
COURSE PROGRESS
Shafston advises that the best way to achieve a Competent Result in each
Unit is to attend and participate in at least 80% of your scheduled contact
hours.
Our qualified trainers will teach you all you need to know about each
Unit. They are in class for you to ask questions and offer you guidance.
Class participation helps you to build on the knowledge that you are being
given. If you are regularly attending class your trainer is able to identify
areas of improvement for you or identify strengths that you have.
All assessment tasks must be submitted on time and be deemed
Satisfactory by your Trainer for you to be deemed Competent in a Unit.
Logging onto and engaging in online content via the Student Portal each
week will also help. If you are having trouble using the Student Portal
speak to your trainer they will assist you with using the Student Portal.
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COURSE PROGRESS LETTERS
Warning Letter – if you do not demonstrate Competency in 50% or more
of your Units for the stage
You will receive an Academic warning letter and course progress
notification from Shafston at the end of your first stage. This reminds
you of your academic course progress obligations and your student visa
responsibilities. If you get this letter PLEASE MAKE AN APPOINTMENT
WITH THE TRAINER to rectify your course progress.
Intention to Report Letter - if you do not demonstrate Competency in
50% or more of your Units for 2 consecutive study periods/stages
You will receive the warning of Shafston House College’s intention to
report for unsatisfactory progress letter, it is essential that you report
to the college and make an appointment with the Training Co-ordinator.
You may either appeal the decision as outlined in the policy and on the
letter or you may rectify your results by either repeating any Units of
Competency or submitting any outstanding or unsatisfactory assessment
items. Fees will apply in these circumstances.
NOTE: You only have 20 working days to access your right to an appeal
or to rectify your results. See the Training Co-ordinator as soon as you
receive this letter to either submit an appeal with supporting documents
or agree to a study plan to address the unsatisfactory course progress.
If you do not make an appointment and see the Training Co-ordinator
and either appeal or rectify your course progress within 20 working days,
you can be reported to Immigration for a breach of this Student Visa
Condition. This may have serious implications for your student visa and
future study options in Australia.
If you are reported to Department of Home Affairs for Unsatisfactory
Course Progress, Department of Home Affairs will consider all the
information available and if they decide to consider cancellation,
Department of Home Affairs will send a Notice of Intention to Consider
Cancellation (NOICC) prior to a decision being made to cancel a student’s
visa. Students will be given an opportunity to respond to the NOICC and
explain their situation.
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STUDENT SUPPORT
SERVICES
CONSULTING WITH STAFF
Students wishing to access a member of staff should make an appointment
with the Student Services Manager at Shafston or alternatively use the
portal to contact the member of staff.

QUICK GUIDE TO KEY PERSONNEL AND SERVICES AT
THE KANGAROO POINT CAMPUS
STAFF
POSITION
ACADEMIC

ENQUIRY
Level 3

Trainers

Questions about content of units, teaching
procedures, assessment, academic feedback,
verbal academic appeals, monitoring course
progress, scheduling re-sits and late submission of
assessments

Training
Co-ordinator

Questions about the program as a whole,
Curriculum Advisor, Trainer feedback, Academic
Complaints or Appeals.
Enrolment and Registration of Studies, Payment
of fees, collection of Academic Transcript’s,
Testamur’s and completion letter’s, outstanding
fees follow up.
Updating address and contact details, timetabling,
class selection, assistance in monitoring course
progress letters and follow up appointments.

SUPPORT

Level 1 and Main Reception

Marketing
Support Staff

Decisions and information regarding either
deferral/ withdrawal/ re-enrolment from studies.
Visa related enquires, financial problems, Requests
for Release or Course Transfer. Understanding of
how to utilise institution processes effectively.

Student
Support Officer

Filing out and submitting a request for Academic
documents form

Student
Support Officer

First point of contact for Students with regards to
Health care/insurance problems, change of address,
re-registration with ongoing terms, orientation,
graduation, problems with relationships, homesickness, gambling, depression, relationship
issues, receives copy of medical certificates for any
absenteeism, general student enquires.
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IMPORTANT INFORMATION
AND EMERGENCY CONTACTS
IMPORTANT PHONE NUMBERS
SERVICE

NUMBER

Emergency Mobile Phone Number 112
Number 112 only works from a mobile phone and even works when there
is no mobile signal. Make sure your phone has sufficient battery power.
This number is useful for an emergency such as if you get lost.
For all other emergencies POLICE & FIRE & AMBULANCE where there
is a signal, CALL 000.

EMERGENCY PROCEDURES

Emergency

000

Ambulance

000

• Phone 000 (triple zero) for police, fire or ambulance emergencies.

Fire

000

• The general police number for non-emergencies: 131 444

Police

000

• If you hear the fire alarms, evacuate (leave) the building immediately
and DO NOT USE THE LIFTS.

Department of Home Affairs

13 18 81

Translink

13 12 30

Translating and Interpreting Service

131 450

NOTE: ICE Number
When you buy your own mobile phone in Australia, you should add the
College phone number under ICE (In Case of Emergency) in the contacts
section of your phone. If you are involved in an emergency, an ambulance
or police officer may use your phone to contact us.
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• If you are with your class and teacher – follow your teacher’s
instructions.
• Do not panic and do not run.
• If you smell smoke – tell your teacher or a Shafston staff member
immediately.
• If you see anyone acting strangely – tell Shafston staff immediately.
Do not put yourself at risk
Make sure you know the address and telephone number of where you
are staying at all times.

MORE IMPORTANT PHONE NUMBERS
SERVICE

CONTACT DETAILS

Emergency – Life Threatening
(Fire, Police, Ambulance)

000

Police Link
(non emergency calls to Police)

131 444

Shafston International College

www.shafston.edu

Shafston International College
Email

info@shafston.edu

Shafston International College –
Reception Brisbane

3249 4111

Shafston International College –
Reception Gold Coast

5665 3888

Shafston Homestay Office

3249 4111

Public Transport Information

13 12 30
www.translink.com.au

Queensland Transport
Department

13 23 80
www.transport.qld.gov.au

Australian Taxation Office

www.ato.gov.au

Department of Home Affairs (Immigration)

131 881
https://www.homeaffairs.gov.au/

OSHC Bupa

www.oshc.bupa.com.au
Frequently asked questions:
www.oshc.bupa.com.au/getbupa/oshc-faqs

Our Brisbane website – things to
do in Brisbane

www.ourbrisbane.com.au
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HELPLINES
SERVICE
Alcohol and Drug Information

CONTACT DETAILS
1800 198 024

Child Protection

Child Safety Service Centre

1800 811 810

Sexual Assault

https://www.health.qld.gov.au/sexualassault/html/contact

1800 737 732

Domestic Violence

https://www.1800respect.org.au/

1800 737 732

National Alcohol and Other Drug hotline

1800 250 015

Legal Services

1300 655 754

Quit line

Stop Smoking

137 848

AIDS advice and Counselling

AIDSLINE

1800 133 392

Abortion and Grief Counselling

Abortion and Grief Counselling

1300 363 550

Alcohol and Drug Counselling

Alcohol, Tobacco and other Drug Services

1800 177 833

Crisis Care

Crisis Care

1800 177 135

Pregnancy

Crisis Pregnancy

1800 650 840

Domestic Violence

Domestic Violence 24X7

1800 811 811

Problem Gambling Counselling

Gamblers Anonymous

1800 002 210

Suicide Help

Suicide Helpline

13 11 14

Poison Information

Poison Information Centre

13 11 26

Grief Counselling

Salvation Army

1300 363 622

Interpreting Services

Qld Government Telephone Interpreters

131 450

Local Embassies or Consular
Representatives

Dept. of Foreign Affairs and Trade

1300 555 135
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MEDICAL HELP
If you need to see a Doctor –ask RECEPTION staff. They will find the
nearest doctor.
You can find public and private hospitals in the phone book.
All international students on a student visa must have health insurance.
This means some of the costs of seeing a medical practitioner are covered
by your insurance. Speak to your health care insurance provider for more
information.

TO TELEPHONE OVERSEAS YOU MUST DIAL:
0011 or 0018 + country code + area cord (without 0) + personal number.
If you dial 0011, you will be charged a per-minute rate.
If you dial 0018, you will be charged for ½ hour time blocks. There are
many overseas phone cards available at local post offices or newsagents
with cheaper connection fees. Please ask our staff or your homestay
family for more information.

CALL HOME
We suggest that you telephone your family soon after you arrive in
Brisbane so that your family will not be worried about you.

CLASSROOM SECURITY
Do not leave your bag or personal belongings in the classroom.
Always carry your wallet or purse. Never leave your wallet/ purse in
your bag, and do not bring large amounts of cash to school. Losing your
money, camera and passport can be a very bad experience and extremely
inconvenient. (Lost passports usually take a long time to be replaced and
lost money can’t be replaced)!

LOST PROPERTY
If you find something that doesn’t belong to you, please bring it to
RECEPTION. If you lose something, come to RECEPTION to see if
someone gave it to lost property.
Remember: Don’t leave valuables in the classroom!
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PERSONAL HYGIENE
Please consider others in the Shafston community and shower regularly,
so that you feel clean and fresh! The Australian sun can make our bodies
hot and sweaty, so don’t forget to put on deodorant and smell nice!

MAIL AND PARCELS
You will FIND MAIL addressed to the College at RECEPTION.
If a parcel arrives for you – look for your name on the typed list located
at RECEPTION.

NEWSPAPERS, MAGAZINES AND BOOKS
These are available in the waiting area and in the library. Books can
be borrowed from the library and you can also borrow DVDs and other
learning materials. You need to show your student card to borrow from
the resource centre.
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COUNSELLING AND
DISABILITY SUPPORT
The purpose of the Counselling and Disability Support Services (CDSS)
is to provide students in need with appropriate professional support
to complete their studies to the best of their abilities and minimize
the impact of disability or personal difficulties on their personal and
academic outcomes.
For more information on Counselling and Disability Support Services
please visit Relationships Australia website http://www.raq.org.au/
Relationships Australia provides special services to people who are
disadvantaged. We support people living in Aboriginal and Torres Strait
Islander communities, those suffering from family violence, poor mental
health, addictions, people who are socially excluded and those living in
remote areas. Relationships Australia recognises that Queensland is a
culturally and linguistically diverse state and is continuously working
towards developing a quality service that is inclusive and sensitive to all
Queenslanders regardless of their cultural, language, ethnic or religious
background.

ESL STUDENT SUPPORT
PURPOSE
Shafston ensures that students are provided with /and have access to
relevant learning support services, including assistance with language,
literacy and numeracy.

SCOPE

trainers inform the Training Co-ordinator for action.
3. If necessary based on the English Departments recommendations
the student is offered an opportunity to enrol in additional weeks
of ELICOS classes.

STUDENT COURSE FEES
INFORMATION

Each student must receive a reasonable opportunity to complete their
training. Therefore, Shafston College has implemented the following
steps to ensure that the learners’ needs are systematically assessed
throughout their study plan. These steps enable the college to identify
and assist the learner with any issues associated with their language,
literacy and numeracy.

Fees for Certificate and Diploma courses are payable prior to the
commencement of each stage. Failure to pay scheduled fees by the due
date may result in the student being precluded from sitting examinations,
receiving results, attending classes, or accessing computer facilities.
Students should refer to the Conditions of Enrolment (provided prior to
enrolment) for full details of the Shafston Fee and Refund Policies.

1. All students are required to meet the course entry requirements,
students are requested to complete an English language test at
Orientation to assist with identifying any areas of concern.

Late Assessment Fee Policy – The college policy is that students will be
required to pay a late assessment fee for assessments submitted after
the course end date. Repeat unit fees may be required for students
required to repeat a Unit of Competency in full.

2. Individual students with LLN issues are evidenced in the feedback
sessions by their trainers and after regular observation and
assessment during practical and theory classes. If a student is
appearing to show consistent/ repeating issues with LLN the
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ENROLMENT, WITHDRAWAL
AND DEFERRAL
Student enrolment can be deferred, suspended or cancelled in limited
circumstances by Shafston or by the student. When deferral, suspension
or cancellation of enrolment is initiated by Shafston, students have the
right to appeal the decision.
Definitions:
Deferral – postponement of commencement of course.
Suspension – temporary postponement of enrolment during course.
Cancellation – cessation of enrolment in course
Students are only permitted to defer or suspend their studies if their
application has been approved by the Shafston Management Committee.
Deferrals may only take place before the start date of the course. Once
the course has commenced student must apply to suspend their course
of study.
The maximum period of deferral is six months and the minimum will be
dependent on the Shafston academic calendar.
Periods of suspension of studies will be based on the student’s reasons
for suspension and the Shafston academic calendar with a maximum
period of six months.
For more information please refer to the Deferring, Suspending or
Cancelling Policy and Procedure on the website http://shafston.edu/forms-policies-and-procedures/

INCIDENT FORM
An Incident Form needs to be completed for accidents or sudden illness
which may occur on campus, or while completing practical training. This
form can be obtained from your Trainer, or from Reception. The form
should be completed in duplicate, one copy for the student and a copy to
be sent to Shafston administration via Reception.
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CANCELLATION POLICY
Any request to cancel your enrolment must be made in writing and
presented to the Student Support Officer. Please explain your reason for
wishing to cancel your enrolment. If a student fails to re-commence their
course after a scheduled holiday break their enrolment will be cancelled
and Immigration will be notified via PRISMS. The student will be advised
in writing. Please be advised that this may affect your student visa.
If a student wishes to cancel their enrolment to transfer to another
Institution this request must be made in writing. Please include in the
letter your reason for requesting a transfer/release. The Student Support
Officer will advise of the correct form to accompany the letter or you may
access the ‘Transfer Request Form’ on the website:
http://shafston.edu/forms-policies-and-procedures/

REFUND POLICY
Students withdrawing and enquiring about their eligibility for a refund
are advised to visit the Shafston Website and read the Shafston Refund
Policy: http://shafston.edu/forms-policies-and-procedures/

STAGE RE-REGISTRATION
PROCESS
If you are continuing your studies at Shafston, there is a re-registration
process which you are required to undertake at the start of each stage.
Please see the following steps:
1. Your next stage start dates are shown on your timetable.
2. You will be emailed a re-registration notification to your email
address we have on file.
3. Follow the instructions on the information enclosed remembering
to pay your fees with your Agent, via internet banking, or at
Reception (please refer to the invoice you received at enrolment
and quote your student number when transferring fees) Payment
can also be made before the due date by any of the methods
mentioned above.
4. Complete your Unit Registration form remembering to update your
contact details if these have changed.
5. Begin attending classes on the first scheduled study day for the
new stage.
6. You must re-register! If you do not formally re-register your course
will be cancelled. You will also be given access to stage 2 Units on
the student portal when you have completed re-registered and paid
your course fees.
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STUDENT ID CARDS
Student ID cards are arranged for students on Orientation Day. Student
ID cards are available from reception two working days after you have
attended orientation. If a student has not attended orientation they
can request a student card at Reception with the presentation of their
passport. If a replacement student card is required a fee may apply.
Students will be required to also complete an application to receive a
Government concession card for use on Public Transport. Your student
card should also be on you at all times while accessing public transport
or receiving any student concessions.

STUDENT OSHC
Overseas student health cover (OSHC) is insurance that provides cover
for the costs of medical and hospital care which international students
may need while in Australia and is mandatory for international student
visa holders. OSHC will also cover the cost of emergency ambulance
transport and most prescription drugs.

HOW DO I GET OSHC?
You may be or have been quoted for an OSHC payment on your enrolment.
If you have paid for OSHC through Shafston your OSHC provider is
OSHC Bupa and a representative visits Shafston weekly for student
consultations. If not, you may need to complete an Application for OSHC
which is available from registered OSHC providers. If you have paid for
OSHC at point of enrolment this is mentioned on your Confirmation of
Enrolment. Shafston will lodge your OSHC form and payment at the time
of you registering and commencing your studies.
Your OSHC card can be collected from reception 2 weeks after you attend
orientation.
If you have not requested OSHC to cover you for the full length of study it
is your responsibility to extend and ensure that your OSHC is always up
to date. It is a requirement of your student visa that you have OSHC at all
times.
Only Australian health funds that have signed an agreement with the
Australian Government can provide OSHC. Most Australian education
institutions have a preferred OSHC provider. Depending on the institution
you will be attending you will be required to join one of these four
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registered health funds. You may choose to change your health fund at
any time, but will need to abide by the conditions of change of the health
fund provider you are leaving.
OSHC PROVIDER
Health Provider

Website

Medibank Private

www.medibank.com.au

OSHC Allianz Assistance

www.oshcallianzassistance.com.au

BUPA OSHC

www.oshc.bupa.com.au

Australian Health Management

www.ahm.com.au

Students may also take out additional cover in the form of Extra OSHC
and students who could not previously access OSHC may now be able to
access Optional OSHC. Some students may be exempt from enrolling in
the OSHC such as students from countries whose Governments may have
Reciprocal Health Agreements for students in Australia. Note: only some
reciprocal health agreements cover students in Australia, some will only
cover visitors. You should determine if you are eligible before you apply
for your visa to come to Australia.
If you come to Australia on a visa other than a student visa and undertake
a short course of study of three months duration or less you will not
be eligible for OSHC. It is wise to purchase travel or private medical
insurance in this case.

WHAT AM I COVERED FOR?
OSHC provides a safety net for medical expenses for international
students, similar to that provided to Australians through Medicare.
Additionally, OSHC includes access to some private hospitals and day
surgeries, ambulance cover and benefits for pharmaceuticals.

HOW DO I USE MY OSHC CARD?
If you need to visit a doctor or medical centre, show your card at the end
of the visit. You will be charged the doctor’s fee and the government fee
component which may be processed by the medical centre. If the medical
centre is not able to process the government fee, pay the total amount,
keep the receipt and you can claim the government fee back from your
OSHC provider.

ACADEMIC INTEGRITY POLICY
ACADEMIC MISCONDUCT
All Students are expected to maintain high standards of academic
honesty and integrity. Academic misconduct is defined as attempts by a
student to cheat, plagiarise or otherwise act dishonestly in undertaking
an assessment task, or assisting another student to do so. Students are
considered guilty of cheating if they seek to gain advantage by unfair
means.

STUDENT RESPONSIBILITIES
• Students must not help or receive assistance from another student
unless the assistance is authorised by the Shafston Trainer.
• Students are responsible for saving a copy of all assessment tasks
they complete, before and after submission.

• Students are responsible for seeing their trainer for feedback
session once their assessment has been marked.
• Students must be responsible for their own resources and study
equipment and advise the Shafston trainer immediately if the
resource becomes lost or stolen.
• Students must not bring any materials into the training room other
than those specified by the Shafston Trainer.
• A Student may be excluded from a final assessment in any unit for
any of the following reasons:
o Continued absence from class where attendance was
compulsory
o Failure to meet the unit requirements, for example
failure to attend classes or group assessment tasks
o Consistent late arrival to classes without explanation

• Students are responsible for knowing the due date of all
assessment tasks.
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COMPETENCY BASED
TRAINING
All Vocational Education and Training courses offered by Shafston are
competency based. Competencies consist of a number of elements.
Competency is about performing at an acceptable level of skill, being
organised, responding to unexpected events and transferring skills and
knowledge into new situations.
If you would like any further information about Competency Based
Training please see your Trainers.

RECEIVING RESULTS
Students are encouraged to engage in regular feedback sessions
with their trainer and assessors. Students who are in regular contact
with their trainers will receive their result updates directly from their
assessor. Students engaged in the Shafston student portal can also track
their result progress through the online gradebook.
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ASSESSMENT
RE-SUBMISSION POLICY
1. Shafston allows students the opportunity of re-submit assessment
tasks in order to achieve competency.
2. Students will be informed of their need to re-submit an assessment
task if a satisfactory result has not been achieved, this is through
the feedback session with the Trainer and recorded on the
assessment feedback form.
3. If a re-submission is needed then the student will partake in a
consultation with the Trainer to determine the performance gap,
assessment needs and if there are any additional associated costs.
4. If the student does not again achieve a satisfactory result after the
re-submission then, they maybe required to repeat the subject or
partake in additional ‘revision’ activities – this will be assessed on
a case-by-case basis via a consultation/ meeting with the Trainer
and Training Co-ordinator.
Please note: If you require re-submission or late submission of an
assessment item after the study period end date, an additional expense
will incur per assessment item. For more information please see your
trainer or student support.

VOCATIONAL PLACEMENT
Courses such as Early Childhood Education and Care at Shafston require
mandatory Vocational Placement to be completed by students. Vocational
Placement is a structured learning experience where theory delivered in
an online or classroom setting is translated into practice within a work
environment.
Successful Vocational Placement therefore goes beyond ‘work
experience’. It’s a structured program that integrates on-the-job and
off-the-job training – so that the competencies people acquire through
their learning program directly ‘match’ those that are required in the
workplace.
Students enrolled in selected courses will be eligible to undertake an
optional six week internship through Australian Internships. Australian
Internships is committed to providing quality internships and services.

REQUESTING ACADEMIC
RECORDS
If you require a copy of your Academic Transcript, you are required to
complete a “Request for Academic Documents” form. You are entitled to
one free copy of your transcript and testamur per course.

CAMPUS AND FACILITIES
STUDENT RESPONSIBILITIES
All students using Shafston Computers must follow the Guidelines which
have been set out by the IT Department at Shafston International College
and are as follows:
I will:
• Use Shafston equipment only for undertaking and completing
assignments, other course related requirements and for
communicating via e-mail as required by my studies;
• Use a secure password that contains upper and lowercase letters,
numbers and punctuation and does not contain my name or a
reasonably recognised word from any dictionary; and
• Report problems with the systems to Shafston IT Support Section
staff as soon as possible.
I will not:
• Disturb or offend other users;
• Attempt to bypass system restrictions or security mechanisms;
• Log into another user’s account or seek to masquerade as another
user;
• Store or install files on any Shafston equipment that are not directly
related to my course requirements;

If you require copies of your Academic Transcript throughout a Stage of
your course, a fee is payable.

• Use Shafston resources excessively;

Please speak with Student Support Staff for further details. Please ensure
you have received feedback for all your assessment and you are satisfied
with the results before applying for an official academic transcript.

• Illegally copy licensed software.

• Relocate any item of Shafston equipment or furniture;

COURSE OUTLINES
Students are encouraged to engage in regular feedback sessions
with their trainer and assessors. Students who are in regular contact
with their trainers will receive their result updates directly from their
assessor. Students engaged in the Shafston student portal can also track
their result progress through the online gradebook.
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RECOGNIION OF PRIOR
LEARNING (RPL) AND CREDIT
TRANSFER (CT) INFORMATION
FOR STUDENTS

2) Indirect evidence

Learners who have completed appropriate training or who through prior
learning and experience believe that they have gained the required skill
or competency stipulated in a competency may be granted credit for that
competency upon substantiation of that claim.

Supplementary evidence is additional evidence required by an assessor to
support a candidate’s claim of competence. This could include:

TYPES OF EVIDENCE
There are different ways of describing and categorising evidence. The
most common way of categorising evidence is:
1) Direct evidence
Competency is observed/witnessed, eg
• observations of candidates carrying out work activities
• oral questioning of candidates
• demonstration of specific skills needed to complete the task.
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Competency is inferred, eg
• assessment of technical qualities of finished product
• written test of underpinning knowledge
• review of previous work performed.
3) Supplementary evidence

• testimonials from employers
• reports from colleagues, clients and/or supervisors
• work diaries/journals
• evidence of training
• examples of reports or work documents.
Direct evidence is not necessarily more valid or reliable than indirect
evidence or supplementary evidence. Each form of evidence is useful
and relevant to the assessment process. Some forms of evidence may be
used more frequently in different assessment contexts. More information
regarding applying for RPL, CT or CR is located on the website at
www.shafston.edu

POSSIBLE EVIDENCE SOURCES
SOURCE
Practical
Demonstration

Third Party
Reports

Questioning /
Structured
Interview

Personal
Statement /
Resume

EXPLANATION
• Observation of real work or
• Simulation by assessor or agreed third party

•
•
•
•

• Confirmation of consistent performance over time and a
range of contexts.
• Confirmation of candidate’s application and adaptation of
complex procedures.
• Ability to meet Key Performance Indicators (KPIs)

Reports from:
Supervisor, Manager, Customer, Suppliers, Peers

• Confirmation of understanding
• Clarification of ethics, values & attitudes
• Review of portfolio for relevance, authenticity and
sufficiency.
• Establish capacity to handle unforeseen situations, predict
and evaluate

•
•
•
•

Application of enterprise procedures, eg OHS
Handling of critical incidents
Application of business goals in planning and evaluation
Reflection on personal/professional practice

• Personal statement and self-assessment using relevant
examples of performance
• Resume that outlines past work experience and
qualifications

•
•
•
•

Self-assessment against performance criteria
Outline of work experience
Personal development activities
Reflections in diary or journal nominated referees

• Verified work outputs that are relevant and current

•
•
•
•
•
•

Job cards, rosters, shift records
Minutes of meetings
Operational plans/ budgets/ processes
Recommendations and reports
Explanations of procedures, manuals.
Calculations, flow charts, project plans

• Training outcomes mapped to competency standards in the
relevant Training Package

• Workplace assessor qualifications
• Equipment supplier’s certificate
• RTO qualification

• Critical analysis of performance that is mapped to
competency standards in the relevant Training Package

• Design and implementation of new procedures
• Illustration of ethical practice

• Completion of a negotiated task to provide evidence of the
capacity to analyse, synthesize, predict & evaluate

• Marketing strategy for new product or service
• Quality improvement to a process

• Record of work roles, tasks and responsibilities,
contributions to team outputs, reflection on personal
performance, learning and training opportunities.

•
•
•
•

• Independent confirmation of personal performance
• Memberships

• Solicited letters from customers
• Company/industry awards for innovation, excellence,
achievement

Workplace
Documents

Training
Records
Case Study
Work Project
Journal / Diary
Entries

Testimonials
Awards

EXAMPLES
Operating complex equipment
Troubleshooting equipment faults
Presentation at a meeting
Video of inducting new staff

Organisation and time management
Operational planning, budgeting
Analysis of critical incidents and contingency management
Reflection on personal performance and development

Students who wish to apply for Recognition of Prior Learning (RPL) should see the Training Co-ordinator (VET) for full
details of the RPL policy and procedures.
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CREDIT TRANSFER AND
COURSE CREDIT
CREDIT TRANSFER: If you have a previously completed course or subject
at a Recognised International Institution, see if it provides equivalent
learning or competency outcomes to those required within your current
course of study.
Students are required to submit their application with supporting evidence
as required and outlined in the applications. An application must be
accompanied by Certified International Academic Transcript (in English)
with detailed Statement of Attainments indicating the units successfully
completed including unit codes and titles and dates of completion.
RECOGNITION OF PRIOR LEARNING: Allows you to count relevant,
successfully completed studies achieved at TAFE institutes, accredited
private providers, professional organisations or enterprises, universities
and other Australian Training Organisations toward your current course
of qualifications.
To apply for credit transfer or recognition of prior learning for unit(s)
of competency, please submit a certified copy of your qualification or
statement of attainment to the Training Co-ordiantor. You will be required
to complete a form depending on where your training has been achieved.

POSSIBLE EVIDENCE SOURCES
If at any stage a student wishes to Appeal a decision made they may
complete and submit the ‘Student Complaint and Appeals Form’ to the
Student Support Team. The student will receive a written outcome by the
required time frame.
For more information regarding submitting an appeal please refer to our
website – www.shafston.edu
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APPLYING FOR RPL, CR OR CT
Complete the Application Form
Provide supporting evidence

Submit application to the Training Co-ordinator
vocational@shafston.edu – att: Training Co-ordinator

Notification of unit/s that have suitable evidence for RPL
assessment will be emailed to you within 7 days (additional
evidence may be requested)

If you are unsuccessful in gaining credit in your RPL application, you can
appeal the decision. See RPL appeal process chart.

SUCCESSFUL QUALIFICATION
GRADUATES
If you have successfully achieved competency in ALL the Units required
for your course you will be eligible for your Record of Results showing
all of the Units with Competent results and your Testamur (Certificate
of Qualification).
If you have not achieved Competency in ALL the required Units you are
eligible for a Statement of Attainment which will show the Units you
achieved a Competent result.
To receive your Official Academic Results you must have provided with
your Unique Student Identifier (USI), this will be requested at orientation.

USI – UNIQUE STUDENT IDENTIFIER
The Unique Student Identifier (USI) scheme gives a learner access to an
online record of the training they have done since 1 January 2015. The
learner is also be able to produce a comprehensive transcript of their
training. This can be used when applying for a job, seeking a credit
transfer or demonstrating pre-requisites when undertaking further
training.
Shafston will assist new student to VET with creating their USI at
orientation. If a student has previously studied VET in Australia they will
need to obtain their USI and provide this to Shafston at orientation.
Student information on the USI can be found at:
https://www.usi.gov.au/students
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HEALTH AND SAFETY
FIRE EVACUATION PROCEDURE
If there is a fire on the premises, you will be notified by your Trainers and
given instructions to evacuate to an area clear of danger. Please ensure
you follow the direction of your Instructors and do not return to buildings
or areas of danger. Fire extinguishers are available and will be accessed
by Shafston staff. DO NOT leave the evacuation area unless you have
advised your trainer you will not be returning to class this is to ensure
that you have been accounted for exiting the building.

INJURIES, ACCIDENTS AND INSURANCE
• Accidents sometimes happen, or you may get sick. If you need
medical help, speak to your homestay, your teacher or to the
Shafston staff.
• Students on a student visa must have OSHC (health cover)
.Students may have OSHC provided by OSHC Bupa.
• Ask at main reception for more information.
In the event of a critical incident, Shafston recognises that appropriate
infrastructure must be in place to ensure the provision of all necessary
support services. Please refer to the Critical Incident Policy for further
information.
1. Preamble
Under Standard 6 of the National Code 2018, Student Support Services,
Registered providers must support Students to adjust to study and life
in Australia, to achieve their learning goals and to achieve satisfactory
academic progress towards meeting the learning outcomes of the course.
The intention of standard 6 is to ensure that appropriate support services
are available to international students to ease the transition into life
and study in Australia and allow access to appropriate assistance for
the student as needed. In addition, registered providers must support
students to adjust to study ad life in Australia, to achieve their learning
goals and to achieve satisfactory academic progress.
2. Principles
Shafston recognises the duty of care owed to its students and that
planning for the management of a critical Incident is essential.
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3. Definition
A critical incident is defined by the National Code as a ‘traumatic event,
or the threat of such (within or outside Australia) which causes extreme
stress, fear or injury’.
Critical incidents are not limited to, but could include:
• Missing students;
• Severe verbal or physiological aggression;
• Death, serious injury or any threat of these;
• Natural disaster; and
• Issues such as domestic violence, sexual assault, drug or alcohol
abuse
Non life-threatening events could still qualify as critical incidents.
4. Critical Incident Team / Coordinating Group
When a critical incident occurs the General Manager will call a meeting
with the appropriate staff to form a CriticalIncident Team.
The Critical Incident Team is responsible for:
• Assessing risks and response actions
• Liaison with emergency and other services
• Contact with students relatives and appropriate contacts
• Liaison with other external bodies, such as homestays, carers or
foreign embassies, and
• Counselling and managing students not directly involved in the
incident
5. Action Plan
The Critical Incident Team will set in motion, a critical incident action
plan to manage various aspects arising from the incident, including
communication strategies.
The General Manager or nominee will call a meeting with the following
staff or their nominees as a Critical Incident Team:
• Director		

• General Manager

• Director of Studies

• Heads of School

• Marketing Manager

• Course Coordinator(s)

• Counsellor(s)
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At the initial meeting, the task of the group is to:
• Create for themselves a clear understanding of the known facts;
• Plan an immediate response;

• Those directly involved

• Plan ongoing strategies;

• Personal friends/family of those involved

• Allocate individual roles/responsibilities for ongoing tasks.

• Others who have experienced a similar past trauma

6. Immediate Response
Issues to be considered:
1. Contact with next of kin/significant other(s) – what is the most
appropriate manner of contact?
2. Arrangements for informing staff and students
3. Guidelines to staff about what information to give students
4. A written bulletin to staff if the matter is complex
5. Briefing staff and delegating a staff member to deal with telephone/
counter inquiries
6. Managing media/publicity
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7. Identification of those students and staff members most closely
involved and therefore most at risk

• Other students, staff, supervisors, etc.
8. Arrange a time and place for an initial group/individual debriefing
session with Counsellor(s). In this session, an opportunity is given
to share the impact of the event, discuss various interpretations
of the event in cultural/ethnic terms, the resulting sense
of vulnerability, the experience of painful emotions and the
normalization of reactions.
9. Organise a tasks timetable for the next hour(s), day(s), etc
10. Plan ongoing feedback and regular meetings so that the
coordinating team is continuously in touch and working together.
11. Confirm access to emergency funds if necessary.
12. Ensure one member of the team is the scribe for all meetings to
keep records of content and decisions.
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TEACHING & LEARNING IN
AUSTRALIA
KEYS TO ACADEMIC SUCCESS
Time Management: Plan your days and weeks out in a diary once
assessment tasks have been advised. Managing your studies and work
are essential to achieve a good academic result. Remember you are on
a STUDENT Visa so your first priority is attending college and achieving
academic success!
Developing Self Discipline: For many students this will be your first
time away from Family and the chance to live independently. As an adult
student/learner in a foreign country it is important that you understand
your responsibilities under your student visa and adhere to them.
Ask Questions, Think Critically, Become involved in your classes: Get to
know your trainer and ask for additional information that they think may
be of help to your learning. This study/training opportunity that you have
embarked on will give you skills that may change your life.
Attend all your Student Assessment Feedback sessions: You will have
an assessment feedback opportunity with each assessment task you
complete. Your trainer will discuss your performance in any or all of the
assessment activities to either identify additional actions (if necessary)
to address your lack of academic performance, or may praise you for
your academic success. As the student, you should use this opportunity
to discuss with your trainer any questions or concerns related to your
studies. This is also your opportunity to appeal an unsatisfactory result
you may have achieved.
To be able to achieve academic success you MUST satisfy all assessment
tasks throughout your study plan. Academic success can only be achieved
by attending and participating in class.

CLASSROOM ETIQUETTE
The classroom should be a learning-centered environment in which
faculty and students are unhindered by disruptive behavior. You are
expected to act in a mature manner and to be respectful of the learning
process, your instructor and your fellow students. Faculty members have
the authority to manage their classrooms to ensure an environment
conducive to learning. This is what you should do:
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• Take responsibility for your education.
• Attend every class
• Get to class on time
• Greet your teachers and classmates
• Use your manners, ‘please’ and ‘thank you’ go a long way in
maintaining respectful relationships
• Do not have private conversations
• Turn mobile phones off.
• Do not dominate other students’ opportunity to learn by asking too
many questions.
• Respect your instructor
• Your classmates deserve your respect and support.
• Come to class prepared.
• Ensure your personal presentation, hygiene and laundry practices
are of a quality standard
• Aim to submit in a timely manner to ensure a competent outcome
for your unit by your due date

STUDY SKILLS
Scheduling and setting Realistic Study Goals: The best goals in study
are realistic goals. Set time frames and arrange how you will achieve
your goals. To Do Lists will help you to achieve. Learning to set goals and
achieving your goals is a key element to success in the workplace and this
is the perfect time to fine tune this skill.
Finding the right study environment: Researching and study as a group
may be helpful, however when writing assessable items to be submitted
for grading this is best done on your own to ensure your work is in your
own words. Having all the required items for example pens, highlighters,
textbooks etc ready and having a good seat and desk/table will help to
make study easier.
Effective Research: Try and use multiple sources to reference such as
books, journals and the internet. This will help you to have a broad range
of opinions and ideas about any topic you are learning.
Use Formal Language: The more formal study sources that you read the
better your vocabulary and ability to use formal language will become.
As English is not your first language you will need to spend the time
improving this skill
Key Points for Essay Writing: The essential approach to writing essays
is:
• Analyse the question
• Consider what you already know about the topic
• Read background information and then narrow down your reading
to suit your topic
• Highlight important information and write dot point notes. Gather
useful quotes you want to incorporate, noting reference/source
details as you go.
• Plan your essay before you begin to write.

Key Points for Report Writing: Essays and reports have very different
structures. The text of an essay should flow and develop ideas logically,
whereas reports are broken into separate sections:
• Reports can vary in structure so check with your trainer exactly
what is required of you
• An example of a report structure is:
o Introduction – introducing the reader to the topic,
provides purpose and objectives of the report
o Main Body – Presents finding/data in detail. Analyse,
interprets and evaluates results
o Conclusion – Conclusions are drawn from the evidence
and discussion provided in the body of the report
o Recommendations – Detailed statement of actions
recommended by the author to overcome problems
mentioned in the main body and highlighted in the
conclusion.
o Reference List – Lists all sources referred to in the text of
the report
o Appendices – Provides supporting data which is too
bulky or complicated for the text. (eg. statistics, maps
questionnaires etc) you will have referred to these
Appendices throughout your Main Body.
• It is most logical to approach writing the above structure of a report
by writing the Main Body of the report first, then the conclusions,
the recommendations (which are tied closely to the conclusions),
and then the Introduction.
Key Points for Case Studies: A case study is a brief story about a real-life
situation. You usually answer specific questions in order to demonstrate
your ability to integrate theory and practice. Below is a simple approach
to working with case studies:
• Scan the case to get a general idea of the problem
• Read the questions that you have been asked to answer
• Re-read the case study with the questions in mind. Identify the
information in the case which will help you to answer the questions
• Review the models and theories you have learnt that relate to the
topic
• Relate the theories and models you have chosen to the case.
Explain how they help to solve the problem(s) in the case study
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PLAGIARISM
Plagiarism is the use of other people’s work, ideas, theories, diagrams,
tables etc without acknowledging the original author (presenting it
as your own original work). Plagiarism is also failing to acknowledge
someone else’s exact words, i.e. not using direct quotation marks.
If you are found to be Plagiarising, the assessment that contains the
Plagiarism will be marked ‘Unsatisfactory’ and you will be required to resubmit the assessment piece. Charges may apply to do a resubmission
or exam resit. If you again hand in the assessment piece containing
plagiarism this will again be marked ‘Unsatisfactory’. As per Shafston’s
Resubmission Policy students have the opportunity to hand in a single
piece of assessment twice. If a Satisfactory result has not been reached
after the students second attempt the student may be required to reenrol in the Module and receive the learning again. Charges will apply if
you are required to repeat a module.
Avoiding Plagiarism: Participate in class and research your topic. If
you research your topic and have a good understanding of your topic you
should be able to then make notes and begin to plan your assignment.
From your dot point notes you have made while researching, begin to
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construct your assignment/essay in your own formal words. Remember
if you are using another person opinion, point of view or research to
support your topic you must reference the source. If using wording from
a particular source you must ‘quote’ the words, sentence or paragraph
and reference the source. If you are using words or phrases that seem to
be plagiarised you may be verbally quizzed on the meaning of the words
or phrases to determine your underpinning knowledge regarding your
writing. Remember if you have access to Google so does your trainer!
Paraphrasing: Paraphrasing is when previously published or spoken
information is rewritten in your own words without changing the
original meaning. Paraphrasing is most often used in conjunction with
summarizing, in which only the original author’s main points are used.
The most common mistake that students make is to change only a few
words in the original sentence or paragraph and think that this is OK, if
they reference the source. An adequately paraphrased piece of writing
should be in your own writing style but contain the original author’s idea
or information, with referencing to indicate the source of the information.

REFERENCING GUIDELINES
You will be required to use referencing in many of the subjects you study.
You will have to research different topics and collect information from a
variety of sources. All of these sources, including Internet sources such
as web pages, blogs and emails need to be acknowledged appropriately.
You need to acknowledge other people’s work which you have used to
create your own work. Referencing helps you to avoid plagiarism and
shows your readers what you have researched and how you have used
the information.
This can include many things, such as exact words (quotes), ideas,
diagrams, tables and other images that you use. These may have been
compiled from paper sources such as books, multimedia such as
television broadcasts, or from internet based sources such as websites.
If you have used web based sources you must remember to also provide
the date you accessed them.
There are different referencing styles you can choose to use, one of the
most frequently used is the Harvard referencing system, you will find the
Harvard Referencing guide in the student portal.
Whichever style you choose, the most important thing is for the style to
remain constant throughout your work.
• Reference List and/or Bibliography
• Footnotes and Endnotes
• In-text Acknowledgment
• Web addresses and link sources

ENGLISH AS A SECOND LANGUAGE
Shafston is committed to enabling students every opportunity to achieve
academic success. If you feel that your English language skills are making
study more difficult for yourself then please speak to your trainer. You will
be counselled by a member of our English Academic Staff and offered
an opportunity to attend a customised LLN program via the English
Department free of charge.
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