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INTERNATIONAL  
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The Polytechnic of Western Australia 
(Polytechnic West) is Western Australia’s 
largest publicly funded dual sector 
provider of Vocational Education and 
Training (VET) and Higher Education 
(HE). We offer you the choice of more 
than 70 VET qualifications and over 
five HE courses across a wide range of 
trade and para-professional study areas 
in addition to English language courses 
(ELICOS) in partnership with Education 
and Training International (ETI). 

As the only State Training Provider 
offering HE qualifications, PWA continues 
to work closely with our university 
partners to ensure we provide our 
international students with the best 
opportunities to articulate into university 
Bachelor Degree programs.

PWA is committed to providing 
comprehensive vocational and academic 
pathways regardless of whether you 
are studying VET or HE levels.  All 
current HE courses provide graduates 
with recognised pathways to study at 
university, on completion of a PWA 
Associate Degree.  These pathways 
enable entry into either the second or 
third year of a Bachelor degree in a 
similar discipline area.

Courses are delivered from one or more 
of PWA’s six major campuses in the Perth 
metropolitan area - Armadale, Balga, 
Bentley, Carlisle, Midland and Thornlie 
- and from our specialist AeroSpace 
Training Centre located in Jandakot.

Polytechnic West’s lecturers are qualified, 
possess relevant industry experience  
 

and have earned our organisation an 
outstanding reputation for excellence 
in applied education and training. In 
recognition of this excellence, we were 
awarded the WA Large Training Provider 
of the Year Award in 2011, as well 
as being a finalist in the International 
Training Provider of the Year Award 
that same year.  PWA was also part of 
the State Training Provider consortium 
which has been awarded the prestigious 
Premier’s Award 2013 under “Western 
Australian in Asia” category for the 
outstanding education and training 
being provided to international students 
particularly from Asia.

A nationally recognised/accredited 
qualification from Polytechnic West will 
open doors to a new world of exciting 
possibilities for you.  Our graduates are 
respected for their practical, industry-
relevant skills and your qualification will 
give you the chance to take your career 
anywhere you wish, worldwide.

Your achievements and success stories 
are the foundation for our long-term 
success. With this in mind, PWA provides 
a training and education environment that 
maximises your learning and interaction 
with our staff, whilst offering a number of 
support services.

This handbook is intended to assist you 
in preparing for your time at Polytechnic 
West and will serve as a reference guide 
during your time studying with us.

We wish you much success in your 
time here and hope you truly enjoy your 
experience at Polytechnic West.

Coming to study in Western Australia is an exciting experience, with 
opportunities to broaden your academic, social and cultural horizons.  
But it can also be a time of anxiety, especially when you first arrive here 
and start adjusting to a new way of living and studying.  At Polytechnic 
West (PWA), we aim to provide a high level of support to ensure that 
your time with us is as rewarding as possible.
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VOcATIONAL TRAININg (cERTIfIcATE & DIpLOmA)

Year Semester Start Finish

2015 1 February 2 July 3

2 July 20 December 11

pOLyTEcHNIc WEST ENgLISH LANgUAgE (ELIcOS)

Year Semester Start Finish

2015
Summer School January 5 January 27

Term 1 February 2 April 10

Term 2 April 20 June 26

Term 3 July 20 September 25

Term 4 October 5 December 11

HIgHER EDUcATION 

Year Semester Start Finish

2015 1 February 16 July 3

2 July 20 December 4

Term dates are correct at time of printing but are subject to change.   
For the latest information please contact the International Centre.  
CRICOS Provider Code 00020G; ETI RTO Provider No 52395; Higher Education Provider No 4385.

ImpORTANT DATES
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cOmmENcEmENT  
Of yOUR cOURSE AT  
pOLyTEcHNIc WEST 

International Student Orientation 
Australian education providers provide 
an International Student Orientation each 
semester before the commencement 
of classes. It is a requirement of the 
ESOS (Education Services for Overseas 
Students) Act 2000.  

The orientation is provided to international 
students to ensure that you, as a student, 
will be well equipped to achieve the best 
possible success in your studies. All 
students must read through a copy of 
the International Student Handbook as it 
contains valuable information which will 
assist you as your progress through your 
studies.  

Although the handbook will outline what 
you need to know, it is impossible to 
understand and recall everything. Once 
you commence your studies, you will 
feel less stressed if you are already 
comfortable with the institution, its staff 
and services.

The International Centre at Polytechnic 
West conducts International Student 
Orientations at the start of every 
semester. The schedule details are 
available from our website at:  
www.polytechnic.wa.edu.au/
international.

At these Orientations, new students are:

• Welcomed and introduced to the 
International Centre staff

• Provided with relevant information 
about Polytechnic West including the 
different campuses

• Provided with information on the 
available student support services 

• Informed of their responsibilities as 
students and Polytechnic West’s 
obligations to students

• Provided information on Overseas 
Health Insurance, Personal Safety and 
Transport services

• Enrolled into their courses, given 
timetables and taken on a tour of 
their campus of study. For students 
enrolling in campuses other than 
Bentley, course specific induction 
details are provided.

• Provided with information on 
Withdrawals and Study Plan 
Variations.

Course Specific Induction
Following the International Student 
Orientation, students will be provided 
with a course specific induction in 
week one of classes. This will cover 
information on course outlines with 
details on Delivery Assessment Plans 
(DAPs), assessment deadlines, 
scheduled term breaks, exam dates, 
academic expectations, explanation of 
resource fees & RPL (if applicable).  

Students will also be taken on a tour 
of the campus and shown around the 
facilities. 
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INTERNATIONAL  
STUDENT SERVIcES

International Centre 
Hayman Road, Bentley Campus 
Level 1, B Block 
Bentley WA 6102

Email 
InternationalCentre@polytechnic.wa.edu.au 
www.polytechnic.wa.edu.au/international

Reception  9442 8331

Opening Hours  Monday to Friday  
  8:30am - 3:30pm

International centre Staff  
– Key personnel
Judith D’Costa 
Team Leader 
Student Support Services 
International Business & Services
Phone   9267 7183
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International Student Coordinators
 
Dale Crocker 
T: 9267 7263 
M: 0407 446 373

Bentley Mon, Tues, Thurs All VET Hospitality Courses

Jandakot Wed
All VET Aviation Courses
All Higher Education 
Aviation Courses

Maria Stewart 
T: 9267 7529 
M: 0410 542 564

Carlisle Mon & Wed
Automotive Technology
Engineering

Thornlie Tue, Thur, Fri

Associate Degree of 
Network Technology
Computing & Information 
Technology
Bricklaying and Blocklaying 
(Thornlie)
Children’s Services 
(Thornlie)
Electronics & 
Communication

Elsie Davies 
T: 9267 7149 
M: 0424 094 694

Bentley Mon - Fri

ELICOS/IELTS/CSWE
Associate Degree of 
Business 
Business Studies

 
T: 9267 7182 
M: 0416 249 052

Balga 
Midland 
Bentley

Tues 
Wed 
Mon, Thurs & Fri

Animal Studies/Veterinary 
Studies
Associate Degree of 
Hospitality Management
Building & Construction
Carpentry
Fashion
Hairdressing
Health Studies 
Wall and Floor Tiling



  POLYTECHNIC WEST INTERNATIONAL HANDBOOK | 9

International Student Support 
Services
International Centre staff are available 
to assist international students across all 
Polytechnic West campuses with:

• Advice on courses and pathways 
available for international students – 
English language, vocational training 
and associate degrees

• International Student Orientations 
(at the beginning of semesters - 
details are available on our website: 
www.polytechnic.wa.edu.au/
international)

• Monitoring student class attendance 
and progress

• Working with identified ‘at risk’ 
students through an intervention 
strategy in consultation with their 
lecturers

• Continuing student enrolment 
applications

• Advice on change of course/units 
pathways

• Advice on deferral or withdrawal of 
course

• Advice on change of campus

• Request for refund of tuition fees

• Updating student contact details (e.g. 
address, email, mobile numbers). 
These updates should be provided to 
your International Student Coordinator 
(ISC)

• Overseas Student Heath Care 
Information. An OHSC representative 
visits Bentley campus every Tuesday 
from 2.30pm to 3.30pm to attend to all 
your queries

• Transperth Information on public 
transportation – buses and trains

• Payment of course tuition fees 
(not resource or material fees) via 
EFTPOS, Visa Cards and cheque at 
Bentley Campus only (cheques made 
payable to Polytechnic West). No cash 
will be accepted

• Distribution of quarterly International 
Student Newsletters 

• Providing statements required for 
students to apply for Permission 
to Work with the Department of 
Immigration and Border Protection

Services that are NOT offered by the 
International Centre are as follows:

• Advice on migration or visa categories 
(eg. Permanent Residency) other than 
student visa requirements

• Arrangement of part time work 

Services available through Referral 
services:

• Accommodation – please refer 
to information at the end of this 
handbook

• Transportation on arrival

• Counselling – please refer to 
information at the end of this 
handbook
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Emergency & critical Incident 
Report  
International students enrolled at 
Polytechnic West have a special 
duty of care extended to them. This 
acknowledges that many overseas 
students are alone in Australia without 
an extended network of friends and 
relations to assist them. Polytechnic 
West has a policy in place so that staff 
and students are guided and supported 
in dealing with a critical incident.

International students enrolled at 
Polytechnic West are provided with 
adequate support in adherence with the 
ESOS Act (2000) in the event of a critical 
incident. 

A critical incident refers to any 
circumstances in which an international 
student experiences a sudden or 
unexpected adverse event in the home 
community or on campus. This can 
include but is not limited to the following:

• Death by suicide, homicide, accident

• Serious physical or psychiatric illness

• Victim of crime including physical/
sexual assault, break in, robbery etc

• Imprisonment, arrest or detainment

• Serious injury

Polytechnic West offers a duty of care 
to all international students beginning 
and ending on the dates noted on the 
student’s Confirmation of Enrolment 
(CoE). If a critical incident occurs prior 
to or following these dates, Polytechnic 
West will relinquish primary responsibility 
and care of the student, but can assist 
others in numerous ways if and when 
necessary.

When a critical incident has been 
identified through the international 
student’s reporting:

• Staff member receiving the news 
immediately contacts the Manager 
or Team Leader from International 
Business and Services at the 
organisation

• International staff will inform the 
Director, International Business 
who will in turn inform the General 
Manager, Organisational Services and 
executive team as appropriate

• The Manager/Team Leader, 
International Business will inform staff 
at Education and Training International 
(ETI)

• The Manager, International Business 
calls an immediate meeting with the 
following staff to make a decision as to 
how to proceed:

• Director, International Business and 
Services

• Program Manager from relevant 
section

• Manager, Higher Education – 
Student Services (if the incident 
involves an international student 
enrolled in the higher education 
program)

• Team Leader – International 
Business and Services

• Manager Student Services ETI
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Underage Students
Underage students will have welfare 
arrangements in place prior to 
commencing their studies at Polytechnic 
West. Where students under the age of 
18 are not being cared for in Australia 
by parent or a suitable nominated 
relative, registered providers ensure 
the arrangements made to protect the 
personal safety and social well-being of 
those students are appropriate (ESOS 
Act 2000, National Code Standard 5). 

Classroom lecturers and ISCs will 
manage and monitor attendances of 
minors and inform the student of any 
breaches, such as low attendances or 
unacceptable behaviour during class. 
Collectively, the lecturer and ISC will 
determine appropriate action and inform 
the student of the consequences of their 
poor attendance and progress.

Education & Training International 
(ETI)
ETI’s primary mission is to successfully 
recruit international students and 
process their admissions into Western 
Australia’s public institutions, Primary 
& Secondary Schools, Tuart & Canning 
Colleges and the 10 State Training 
Vocational Providers such as Polytechnic 
West. Information on all international 
courses offered by Polytechnic West 
is available through the ETI website – 
www.eti.wa.edu.au.

ETI is a nationally Registered Training 
Organisation (RTO) within the Western 
Australian Government’s Department of 
Training and Workforce Development. 

You should approach ETI when:

• Applying for courses  
(not re-enrolments)

• Paying your course/tuition fees or 
alternatively you can now pay at PWA, 
Bentley campus. Cheques must be 
made payable to ‘Polytechnic West’ 
if paying at college. Cash is not 
accepted. International fee payments 
to PWA are accepted only at the 
International Centre, Bentley Campus

• Paying for Overseas Health Cover

• Extending your student visa

• You need to return to your home 
country during term due to personal or 
family problems. You must notify the 
International Student Coordinator at 
your PWA Campus and ETI

• You decide to withdraw from the 
enrolled course. You must notify ETI 
and your Student Coordinator at PWA.

ETI is located at:

Customer Service Centre 
Level 7 
3 Forrest Place 
Perth WA 6000

Post Address Locked Bag 16 
 Osborne Park DC  
 WA 6916

Telephone  9218 2100  
   
Fax    9218 2170

Trading Hours   Mon – Fri  
  8:30am- 4:30pm

Web   www.eti.wa.edu.au  
Email admissions.eti@dtwd.wa.gov.au
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Student ‘code of conduct’ 
(Academic & Non Academic)
The PWA Student Code of Conduct 
outlines the key responsibilities, which 
staff and students have to each other 
and acts as a baseline for expected 
standards of service and behaviour.  It 
can be used as a basis for a student 
learning contract. The Student Code 
of Conduct can be found under the 
following link:

http://www.polytechnic.wa.edu.
au/pwa/current-students/code-of-
conduct/

PWA promotes applied and practical 
learning and in doing so, seeks to form 
effective partnerships with students of all 
ages and cultures to ensure a supportive 
learning environment in which people are 
treated with respect and their learning 
and well-being are provided for.

If a student fails to behave in accordance 
with the Student Code of Conduct, a 
penalty may be imposed. For further 
information, refer to PWA’s By-Laws at:

www.polytechnic.wa.edu.au/pwa/
about-polytechnic-west/what-we-are-
about/by-laws

Students Responsibilities
In addition to the student’s 
responsibilities covered in the above-
mentioned documents, the below are 
also relevant for international students:

• Ensure you attend class at all 
times to meet the course progress 
requirements applicable to Student 
Visa holders. Arriving late to class 
causes disruption to the lecturer and 
your fellow students. This is not an 
acceptable practice in Australia.

• Ensure you attend full time classes as 
per student visa requirements. Keep 
the International Centre informed 
if you were to miss classes for 
unforeseen circumstances or due to 
illness and present the evidence for 
missing the classes.

• Ensure you update your contact 
details with the PWA International 
Centre (e.g. address, email and 
mobile phone details as per visa 
requirements).

• Abide by PWA student guidelines 
and produce Medical Certificates for 
any days taken as sick days. Hand 
these to the International Student 
Coordinator who will place a copy on 
your file. You must keep the original 
in case it is required by Department 
of Immigration and Border Protection 
(DIBP).  Any attempts to forge Medical 
Certificates for attendance will result 
in disciplinary action being taken.  
Forging of any documents is a criminal 
offence.

Acceptable Use by Students 
of Networking and computer 
Services

Underlying Principles
PWA is a responsible public agency and 
ensures its resources are not misused 
and relevant legislation is complied with.

Users are responsible for their own 
behaviour. Networking and computer 
services are provided to assist students 
in their learning within the academic 
program.

http://www.polytechnic.wa.edu.au/pwa/current-students-1/handbook-code-of-conduct/
http://www.polytechnic.wa.edu.au/pwa/current-students-1/handbook-code-of-conduct/
http://www.polytechnic.wa.edu.au/pwa/current-students-1/handbook-code-of-conduct/
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Internet Disclaimer
Polytechnic West gives no warranties of 
any kind, whether express or implied, in 
respect of the network service provided 
and accepts no liability or responsibility 
for any loss, injury, damage, cost or 
expenses suffered or incurred by 
users, including (without limitation): 
loss of data, delays, non deliveries, 
mis-deliveries or service interruptions 
whether resulting from service faults or 
defects or negligence error or omission 
of any person or body. 

The use by any person of information 
obtained via the organisation’s internet 
service is entirely at that person’s own 
risk and Polytechnic West expressly 
denies and disclaims all responsibility 
for the accuracy, fitness for purpose or 
quality of information obtained through 
its internet services.

Copyright on the Internet
When using information obtained from 
the internet or other database systems, 
users should provide information as 
to the source/originator of information/
material used. Further transmission 
of this material using the Polytechnic 
West network (copying into websites 
or re-transmitting through e-mails, 
discussion groups etc.) without the 
express permission of the author is a 
contravention of the Copyright Act 1968.

Polytechnic West Responsibilities
• Staff are to inform students of all 

relevant policies, procedures and 
guidelines relating to networking and 
computer services. Information is 
available from the library website or 
from brochures and notices available 
around the campuses.  

Polytechnic West will provide internet 
access for legitimate study purposes.

• Staff will monitor accounts to 
ensure appropriate use by students. 
Polytechnic West reserves the right 
to inspect any data stored on its 
networks or systems.

• Polytechnic West will apply filtering 
on networks to prevent access to 
unacceptable or irrelevant (to the 
academic program) Internet sites and 
certain file types.

• Polytechnic West will take remedial 
action against students who damage 
property or who use the systems 
inappropriately. Such action will 
adhere to the terms and conditions 
of the Vet Act 1997 and Polytechnic 
West by-laws.

Student Responsibilities
Users of the network are responsible 
for adhering to local, state, federal and 
international laws. Polytechnic West will 
co-operate with any authority seeking to 
enforce these laws.

points of Etiquette in the 
classroom
Whilst most Australians are relaxed and 
easy going, in the classroom it is still 
important to be polite and respect your 
teacher.  Simple things to remember 
include:

• Do not talk while your lecturer is 
talking

• Remove hat and sunglasses in the 
classroom

• No eating, drinking or smoking in the 
classroom
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• Mobile phones must be switched off 
before you enter the classroom

• Smoking is not allowed on any 
Polytechnic West campus grounds

plagiarism 
Plagiarism is when someone presents 
material without referencing that the 
ideas expressed are not one’s own. 
Students can use ideas and information 
from other sources, however this use 
must be acknowledged using the APA 
Referencing System. Students must not 
submit an assignment which is simply 
a paraphrasing of extracts from other 
authors. Assignments submitted may 
include some intellectual submission 
of previously marked work but the 
submission of the same piece of work for 
assessment in two different units by the 
student author is not acceptable.

Forms of plagiarism include: 

• Material copied from another source 
without appropriate referencing

• Assignment written by somebody 
other than the student

• Material copied from another student’s 
assignment with and/or without their 
knowledge

Reasons why students do it:

1. Cultural – due to circumstances in 
home countries, students may be 
accustomed to copying from source 
materials.

2. Writing – students find the task of 
thinking and writing in English difficult, 
especially in view of heavy assignment 
loads, therefore, they copy to alleviate 
expression and time problems.  
 

This is especially the case where 
students come from education 
systems which do not emphasize 
essay writing and rely more heavily 
on short answers and multiple choice 
activities.

3. Language – sometimes students 
lack the English skills necessary for 
essay writing; expressing their own 
ideas or expressing expert’s opinions 
differently.  Such students often resort 
to copying sentences etc. from source 
materials.

Why not do it?
Education in Australia places an 
emphasis on depth of understanding 
so that students can transfer theory 
to different applications and develop 
the capability for originality. Highly 
successful students have these abilities.

Assessment systems are designed to 
reflect what students know, not what 
is in their texts. Therefore, copying is 
not highly regarded and can incur very 
heavy penalties (including expulsion 
from the institution).

To be successful and gain most benefit 
from your time studying in Australia you 
must avoid plagiarism and develop your 
own academic skills.

Overcoming the Problem
Staff will actively discourage students 
from plagiarism. Students can help 
themselves by:

• Ensuring they understand what is 
required of them

• Working hard at developing 
appropriate English skills
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collusion (unauthorised 
collaboration)
Collusion refers to joint effort between 
students, or students and others, 
in preparing material submitted for 
assessment, except where this has been 
approved by the lecturer. Students are 
encouraged to discuss matters covered 
in units, but when writing an assignment, 
computer program, laboratory report 
or other piece of assessed work, the 
recording and treatment of data and the 
expression of ideas and argument must 
be the student’s own. Other forms of 
collusion will include: 

• Material copied from another source 
without any attribution.

• Assignments written by somebody 
other than the student.

• Material copied from another student’s 
assignment with his/her knowledge 
and material copied from another 
student’s assignment or work without 
his/her knowledge.

Dishonesty in Assessment
PWA regards most seriously any acts 
of dishonesty relating to assessment 
of its courses. Academic dishonesty 
or “cheating” means any academic act 
that is dishonest or unfair. This includes 
plagiarism, unauthorised collaboration, 
examination misconduct, theft of other 
students’ work and misconduct in 
research. 

Depending on the seriousness of the 
case, dishonesty in assessment can lead 
to:

• A requirement to undertake additional 
work

• Failure in a unit or in a part of it

• Suspension from your course 

• Permanent expulsion from Campus

• Possibility of being sent home without 
a qualification

PWA regards any form of cheating, 
including collusion (unauthorised 
collaboration), as a serious matter of 
academic dishonesty which threatens 
the integrity of the assessment 
processes and awards.

All assessment work must be submitted 
and returned to students only under 
secure conditions (e.g. in tutorials, at 
an office or by post), and not left for 
collection in public locations where 
persons other than the student could 
remove it without authority.

All cases of suspected cheating must 
be reported in the first instance to the 
Portfolio Manager and then Divisional 
Director before any penalty is imposed. 
Minor cases of plagiarism or collusion 
by students in their first year of 
enrolment may be dealt with by the 
Divisional Director. Whenever action is 
taken against a student for dishonesty 
in assessment, the student must be 
advised and be given the opportunity to 
state his or her defence.

Alcohol and Illicit Drugs
Students must be in a state of fitness 
for work/study while on campus and 
must not have consumed alcohol or 
illicit drugs. The consumption of alcohol 
or use of illicit drugs within the campus 
precincts, including the adjoining car 
parks and roadways, is not permitted. 
Any offender risks suspension and/or 
being charged under the Police Act. 
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Bullying
Bullying is unlawful and could lead to 
prosecution under the Occupational 
Safety and Health Act 1984 and 
disciplinary action by Polytechnic West.

Types of Bullying include:

• Cyber bullying
• Yelling and screaming
• Unjustified criticism and insults
• Regular humiliation, belittling or 

undermining of a person
• Loud and abusive language

Dress code
It is the student’s responsibility to ensure 
that dress standards are maintained at all 
times and these are to be in accordance 
with the study area in which he/she is 
enrolled. Clothes printed with offensive 
wording, logos or motifs are not acceptable.

Hygiene
Food and drink are to be consumed 
in designated eating areas and not in 
classrooms as this can create a health/
hygiene hazard. Spitting within the 
campus grounds is an unhygienic and 
offensive act which will not be tolerated 
and may find the offender liable to 
prosecution.

Litter
Everybody must place personal litter i.e. 
food scraps, wrappings, drink containers 
and other litter in the bins provided 
throughout the campus grounds.

mobile phones
As a courtesy to other students and 
staff, students are asked to turn off their 
mobile phones during all lectures and 
practical sessions.

Vandalism/Antisocial Behaviour
The use of offensive language on 
campus is unacceptable. Acts of 
vandalism or antisocial behaviour, 
including graffiti, carried out within the 
campus grounds or immediate precincts 
will be dealt with in accordance with our 
Organisations By-Laws or the Police 
Act. Students are to treat Polytechnic 
West property with care and will be 
held responsible for any damage that 
they cause. Help us preserve your 
environment and facilities by reporting 
such acts immediately to the Customer 
Service Centre.

Equal Opportunity
To ensure that Polytechnic West has 
a working/learning environment free 
from harassment and discrimination, 
all students must comply with the 
Commonwealth Discrimination Act, 
Racial Discrimination Act (including 
Racial Vilification provisions which 
make racially offensive behaviour 
unlawful) and WA Equal Opportunity 
(EO) legislative requirements and related 
legislation. 

Polytechnic West seeks to serve the 
diversity of the wider community by 
providing equal opportunities for all. 

The Equal Opportunity Act 1984 WA, 
related legislation and subsequent 
amendments make it unlawful to 
discriminate against people on the 
grounds of:

• Age
• Pregnancy
• Family responsibility
• Race
• Family status
• Religious conviction
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• Gender history
• Sex
• Impairment
• Sexual orientation
• Marital status
• Spent convictions
• Political conviction (or lack of)
This Act also makes sexual and other 
forms of harassment unlawful in 
employment, education and in relation 
to accommodation. It is also illegal to 
victimise someone who has made a 
complaint. Any form of harassment and/
or discrimination on these grounds will 
not be tolerated, overlooked or explained 
away.

grievance procedure for Equal 
Opportunity (EO) - Harassment 
and Discrimination
International Centre staff provides 
information on rights, policies and 
procedures and other processes related 
to equal opportunity, harassment and 
discrimination. Any person who feels that 
he/she has been subject to harassment 
can discuss the matter with International 
Centre staff. 

Sexual Harassment
Under the WA Equal Opportunity Act 
1984, sexual harassment is unlawful.  
Sexual harassment may be defined 
as any unwelcome or uninvited 
physical or verbal sexual advance.  It is 
unacceptable and degrading behaviour 
which includes the improper assumption 
of power by one person over another.

Sexual harassment can include:

• Teasing, calling names or making rude 
signs

• Making suggestive comments or 
telling smutty jokes

• Ridiculing, leering, wolf-whistling or 
making sexual comments

• Spreading rumours or questioning 
someone’s private or sexual life

• Pestering someone to go out or asking 
for sexual favours

• Kissing, embracing
• Patting, pinching and touching
• Discriminating against people on the 

basis of gender

What are its effects?

Sexual harassment reflects on the 
integrity and standing of Polytechnic 
West and can cause:

• Hostile, intimidating or oppressive 
work or learning environments

• Poor work or academic performance
• Embarrassment, stress and ill health
• Students avoiding classes or 

abandoning courses

What NOT to do:

• Think you are the problem
• Blame yourself
• Do nothing – most sexual harassment, 

rather than going away, escalates if 
nothing is done

What to do:

For confidential help, support and 
information on how to deal with sexual 
harassment contact International Centre 
staff. 
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AcADEmIc pOLIcIES  
& pROcEDURES

VET International Student course 
progress and Reporting 
Polytechnic West (PWA) endeavours 
to comply with all requirements in 
accordance with Standard 10 of the 
National Code 2007.  This includes 
systematic monitoring of international 
students’ course progress during their 
study at PWA. DIBP requires that if an 
International Student holds a student 
visa they should be attending class, 
studying and passing their units within 
the period stated on their Confirmation of 
Enrolment (CoE).

Key requirements under  
Standard 10
• The progress of each student is 

monitored, recorded and assessed

• PWA has documented course 
progress policies and procedures

• PWA International Centre assesses 
each student at the end of each 
study period as outlined in its Course 
Progress policy

• PWA International Centre has an 
Intervention Strategy that identifies 
and assists students who are at risk of 
not making satisfactory progress

• Where PWA International Centre has 
assessed that student is not making 
satisfactory course progress, they 
inform the student in writing of their 
intention to report the student. The 
student is also informed of their ability 
to access the Complaints and Appeals 

process within 20 working days

• Team Leader, PWA International 
Centre reports student to Education & 
Training International (ETI) if appeal is 
not successful

Students at Risk
PWA academic staff will monitor and 
report any student who is ‘at risk’ 
of unsatisfactory course progress 
throughout the study period to the 
International Student Coordinator 
(ISC). Academic staff will be required 
to complete the “International Progress 
Report” and forward to the ISC at their 
respective campus.

Factors to be considered in determining 
students “at risk” are:

• Lack of English language proficiency

• Non-attendance at scheduled classes

• Regularly late to class

• Misbehaviour

• Failure to submit assessments/
assignments

• Non-participation in class activities

• Failure to achieve competence in 50% 
or more of units attempted in a study 
period

The ISC will collate and review the 
progress reports provided by the 
portfolio area. If the student is deemed 
to be “at risk”, the ISC will meet with the 
respective student and place them on 
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their first Intervention. At the interview, 
the ISC will ascertain the reason/s for 
the unsatisfactory course progress and 
implement appropriate intervention 
strategies in collaboration with the 
portfolio area.  

The ISC will document the specific 
intervention strategies to be 
implemented and ask the student to 
sign an acknowledgement (Intervention 
Strategy Agreement). This document will 
be stored in the student’s file and a copy 
provided to the student.

Intervention Strategy
Students will be placed on an 
intervention strategy (Intervention 
Strategy Agreement) if they are 
identified as “at risk” or have shown 
unsatisfactory course progress. The 
aim of the Intervention Strategy is to 
enable a support program and guide to 
be established to assist the student in 
achieving satisfactory course progress. 

The intervention strategy will include 
where appropriate: 

• Attendance requirements 

• Counselling 

• Academic/Study support 

• Individual case management 

• Course change 

The ISC will discuss the details of any 
recommended intervention strategy 
with the student and ensure that he/she 
fully understands what is expected of 
them and that they are committed to the 
process. 

The ISC must document all meetings 
with the student and must include a 
description of the specific intervention 
strategy being implemented and a 
signed acknowledgement by the student. 
Copies of all paperwork and related 
notes will be recorded on the students 
file. 

In cases where the student is not willing 
to agree to the guidelines set out within 
the intervention strategy, a report must 
be written by the ISC which should then 
be forwarded to the Manager, Student 
Services at ETI. The student must 
be advised in writing (Notification of 
Intervention Strategy non-compliance) 
by the ISC that they are required to 
make arrangements within three (3) 
working days to meet with the Manager 
Student Services at ETI to discuss 
their enrolment. The student should 
also be provided with a copy of any 
documentation (e.g. report, proposed 
intervention strategy) which has been 
sent to ETI. 

The Manager Student Services will 
assess the circumstances in accordance 
with the ESOS Act and National Code 
and advise the student of the options 
available to them. Failing this, formal 
action as required will be taken.  
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The student and related parties will be 
advised in writing of the outcome of this 
meeting/assessment. 

Students who have failed to 
communicate and attend classes on a 
regular basis over a four (4) week period 
will be reported to the Team Leader 
at the International Centre, Bentley 
campus. The student must be advised 
in writing (Notification of Unjustified 
Absences) by the ISC that they are 
required to make arrangements within 
five (5) working days to meet with the 
Team Leader, International Centre to 
discuss their enrolment. The student 
should also be provided with a copy of 
any documentation (e.g. log of attempted 
communication) of their unjustified 
absences.

The Team Leader will assess the 
circumstances in accordance with the 
ESOS Act and National Code and advise 
the student of the options available 
to them. Failing this formal action as 
required will be taken.  The student 
and related parties will be advised in 
writing of the outcome of this meeting/
assessment.

This will then be followed up by 
a ‘non-compliance notification’ to 
Manager, Student Services at ETI. The 
Manager will assess the circumstances 
in accordance with the ESOS Act 
legislative framework and advise the 
students of the options available to them.  
Failing this, formal action as required 
will be taken. The student and related 
parties will be advised in writing of the 
outcome of this meeting/assessment. 
If the student is dissatisfied with this 
outcome they have the right to appeal 
externally.

Unsatisfactory Course Progress
A student that is identified as not making 
satisfactory course progress will be 
notified in writing requesting that the 
student attends an interview with the 
International Student Coordinator.  
Written notification will be sent to the 
student no later than 20 working days 
after student academic results are 
finalised and entered into the institute’s 
database system.

At the interview the International 
Coordinator will discuss the student’s 
course progress. This should include 
where appropriate:

• Advising on student suitability of the 
course in which they are enrolled 

• Assisting students by advising them 
of opportunities for re-sits in units they 
have previously failed

• Advising on the provisions of study 
support and counselling

• Advising students that unsatisfactory 
progress in two (2) consecutive study 
periods for a course could result in 
them being reported to DIBP and the 
cancellation of their visa, depending 
on the outcome of the appeals 
process. During this process students 
should continue attending their 
classes.

Appeals
Students may lodge an appeal on the 
following grounds: 

1. Inaccurate calculation or recording of 
the students marks 
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2. Compassionate or compelling 
circumstances 

3. The intervention strategy and other 
policies that have been made 
available to the student have not been 
implemented

In order to lodge an appeal, students 
must apply in writing to: 

Team Leader 
International Business and Services 
International Centre – Bentley Campus 
Polytechnic West 
PO Box 1336 
Midland WA 6936 

Students should continue attending 
classes until a decision is made on their 
appeal. The Team Leader will assess the 
grounds of the appeal and if necessary 
meet with the student. The student 
and related parties will be advised in 
writing of the outcome of this meeting/
assessment. 

If the appeal is successful due to an 
inaccurate calculation or recording of 
the student’s marks, ETI will not report 
the student to DIBP and there is no 
requirement for intervention by PWA. 

If the appeal is successful based 
on compassionate or compelling 
circumstances, the student will be 
referred to the International Coordinator 
and an Intervention Strategy will be put 
in place for the new study period. 

Incidental charges apply for academic 
assessment appeal.  The details of 
the charges can be found from the 
Department of Training and Workforce 
Development’s website under VET fees 
and charges (applicable to international 
students).

Reporting 
If a student is identified as not making 
satisfactory progress in a second 
consecutive compulsory study period in 
a course, the International Coordinator 
will notify the student in writing (Intention 
to Report Unsatisfactory Course 
Progress) that he/she is going to be 
reported to DIBP for unsatisfactory 
progress.

If the student: 

• Does not choose to access the 
complaints or appeals process within 
the 20 working day period 

• Withdraws from the process 

• Appeals the process and is 
unsuccessful 

The Team Leader at PWA will report 
the student to ETI who will cancel 
the students CoE in PRISMS within 5 
working days at the end of the 20 day 
period resulting in a cancellation of the 
student’s visa. 

Streamlined Visa processing (SVp) 
2014 was the second year in the 
Australian Government’s introduction 
of SVP (Streamlined Visa Processing) 
arrangements. 

Under the streamlined student visa 
processing arrangements introduced 
from 2013, eligible student visa 
applicants from participating universities 
are assessed as though they are a lower 
immigration risk, irrespective of their 
country of origin. The applicants will also 
have reduced evidentiary requirements 
when applying for a SVP student visa. 
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International offshore students have the 
choice of packaging their TAFE course 
with university study at the time of 
application. This package allows them 
to commence a Certificate, Diploma, 
Advanced Diploma or Associate Degree 
and on completion, transfer to university 
to complete a degree program. When 
applying for a packaged program, they 
will receive a student visa covering for 
the whole period of study. 

Courses cannot be packaged after 
students commence TAFE course and 
the packaged program should note their 
principal course in the university (eg. 
Bachelor of Commerce). 

Education & Training International 
(ETI) manages SVP negotiation with 
Curtin, Murdoch and ECU on behalf of 
Polytechnic West (PWA) with the newest 
addition of UWA in the mix. 

Monitoring SVP students 
As the SVP students have a rigid 
timeline by which they have to 
commence at their respective 
University, PWA International Centre 
carries out for the management of 
SVP students as stricter monitoring 
and reporting of academic progress 
to universities applies to this student 
cohort. Additionally, the Department 
of Immigration and Border Protection 
(DIBP) requires all international students 
on student visas to attend classes 
regularly and progress through their 
courses within the allocated time.

PWA International Centre monitors all 
SVP students in line with their Academic 
Policies and Procedures as explained 
in this Student Handbook. If an SVP 
student is highlighted as an AT RISK 
student by their lecturers, they will be 

reported to the International Centre. 
Depending on each case, the respective 
Student Coordinator will place these 
students on Interventions, alerting 
students of the conditions listed in the 
Interventions.  Any breach of conditions 
can lead to student’s enrolment being 
cancelled.  

If SVP students fail to progress in their 
course, PWA International Centre is 
required to report this to ETI.  Depending 
on each case, ETI will negotiate with the 
University requesting a deferral.  Please 
note that the University makes the final 
decision in these cases.  

There are a significant number of SVP 
students who have attempted to change 
their originally chosen courses and 
the provider once they are onshore. 
Again, there is no guarantee that this 
will be approved.  As SVP students 
obtain their visas for specific Vocational 
and Bachelor’s courses, this will again 
require the approval of ETI and the 
University.

ETI has recently consulted all metro 
State Training Providers (STPs) and 
is devising an initiative to strengthen 
the student management framework 
in order to minimise risks to its partner 
universities. The initiative involves 
providing clear communication to 
student recruitment agents, students 
at orientation and to those who are 
responsible for managing SVP students 
at each institute. 

The initiative is expected to provide a 
streamlined approach across the STP 
network that establishes a common/
accurate understanding of obligations 
with respect to SVP students.
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Higher Education course progress 
Students enrolled in Associate Degree 
courses should meet all attendance 
and course progress requirements for 
each unit.  If students demonstrate 
that they are unable to make academic 
progress, they will be classified as “at 
risk” students.  

Students At Risk
To ensure appropriate actions are 
taken to assist students who might be 
“at risk” as a minimum, at the middle 
of semester, lecturers are encouraged 
to alert their Course Coordinator/
Head of Programs of “at risk” students 
determined by:

• Less than 75% attendance, and a 
failing grade or failure to submit the 
first assessable assignment

• Lack of English language proficiency

• Regularly late to class

• Misbehaviour

• Non-participation in class activities

• Failure to demonstrate necessary 
academic performance and 
progression

Where students are identified as “at 
risk” the Course Coordinator/Head of 
Programs will:

• Interview the student to assess 
reasons for unsatisfactory course 
progress

• Implement appropriate interventions 
strategies together with the 
International Centre via the Individual 
Learning Agreement

The Individual Learning Agreement may 
include where appropriate strategies 
such as:

• Setting attendance requirements

• Providing counselling

• Providing academic/study support

• Negotiating a course change

• Negotiating a reduced study load

For further detailed information on 
Course Progress, please refer to the 
Higher Education Student Handbook or 
the Team Leader, International Student 
Services is happy to provide you with 
a copy of the Higher Education Course 
Progress Policy.
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Deferment of courses
International Students at PWA may 
request to defer or temporarily suspend 
their studies during their course on the 
grounds of compassionate or compelling 
circumstances. For example: 

• Serious illness or injury where a 
medical certificate (MC) states that the 
student is unable to attend classes

• Bereavement of close family (death 
certificates must be provided)

• Extenuating family circumstances 
requiring student’s presence back 
home (evidence will be required)

• Major political upheaval or natural 
disaster

• Financial hardship

Students will need to complete the 
following process if they wish to defer 
their studies:

• Student informs the International 
Student Coordinator (ISC) of their 
intention to defer  their course

• ISC assesses the case depending on 
the circumstance

• ISC and Team Leader make decision

• ISC informs student of decision and 
the implications this will have on 
their visa – i.e. student’s CoE will be 
cancelled and will have to leave the 
country within 28 days of the CoE 
cancellation

• ISC informs ETI of deferment 
supported by documentary evidence

• ISC organises withdrawal of student 
from the institute’s enrolment 
management system (UE) and informs 
relevant staff/lecturers

• ETI cancels student’s CoE 
and re-issues another CoE for 
recommencement of studies at a 
deferred date

• Student will have to re-apply for a visa 
with the new CoE 

PWA may also make a decision to 
suspend student’s enrolment due to 
misbehaviour, student engaging or 
threatening to endanger themselves or 
others or engaging in behaviours which 
contravenes Australian law.

• Depending on the circumstance, ISC 
will inform the Team Leader of the 
situation on possible suspension of the 
student’s enrolment

• TL will refer this case to Manager, 
Student Services, ETI

• ETI to make a decision/action 
student’s suspension

• Student has 20 working days to 
access the Appeals process

• Student attends classes until a 
decision is made

• If appeal is unsuccessful, ETI cancels 
student’s CoE and student returns 
home within 28 days of cancellation 
of CoE

• If appeal is successful, student can 
continue his studies

• If student is not satisfied with the 
outcome, student can appeal 
externally
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Recognition of prior Learning (RpL)
In line with ETI’s RPL policy, PWA 
provides opportunities for students to 
claim exemptions or RPL. Students will 
enrol in the standard program and on 
arrival in Perth can present past study 
evidence to academic staff at PWA 
who will assess the exemption request. 
Students will need to provide evidence 
of previous qualifications (including the 
detailed subject descriptions) as well as 
any relevant work experience. 

Students must apply for exemptions 
or RPL within one week of the course 
commencement date.

There is no fee reduction for students 
granted RPL or exemptions. Where 
possible, students will be encouraged 
to enrol in additional subjects/modules 
to bring them up to a full-time study 
load each semester. This may may 
lead to a reduction in the length of the 
course, in which case a new COE will 
be issued. However, in some cases 
due to non-completion of pre-requisite 
units, enrolling in additional units to bring 
study load to full time hours may not be 
possible.  Please see your ISC about 
this.

polytechnic West complaints & 
Appeals 
PWA aims to ensure all international 
students have a fair and, inexpensive 
complaints and appeals process that 
includes access to an independent 
external body if necessary.  PWA seeks 
to resolve grievances and complaints 
through a quality complaints/feedback 
management process. PWA does not 
seek to make a distinction between 
“grievances” and “complaints” when 
attempting to resolve these matters.  It is 
preferable that grievances or complaints 
are resolved wherever possible at the 
point of origin (i.e. with the person or 
area involved) either informally through 
discussion with the relevant parties or 
where this is not practical through the 
use of Customer Feedback Forms. 
These are available at Customer 
Service Centres, libraries, cafes, at each 
Campus as well as from our website. 
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Informal Complaint
If students have an informal complaint 
about their course of study they 
should first try and resolve this issue 
by speaking to their Lecturer or 
International Student Coordinator. The 
staff member will advise the student 
of the most appropriate way/person to 
resolve the problem.

Formal Complaint
A formal complaint should be written and 
is usually of a serious nature. Students 
should lodge this formal complaint with 
their International Student Coordinator. 
Below is the process for lodging this 
formal complaint:

• Students lodge complaint with ISC

• ISC provides details on how to 
register the formal complaint on 
the Complaints Management and 
Business Improvement (COMBIT) 
system

• Students who are not satisfied with 
the outcome have the right to lodge 
an appeal with the Manager Student 
Services and Compliance at ETI 

• If students are still not satisfied they 
have the right to an external appeal  
through the Department of Education 
Services and/or the Ombudsman

External Rights of Complaint or 
Appeal
The West Australian Ombudsman 
investigates complaints about problems 
that overseas students have with 
Education and Training providers in 
Western Australia. To make a complaint 
or an appeal to the WA Ombudsman 
visit www.ombudsman.wa.gov.au and 
complete the online form.  

You can write a letter and post it to:

West Australian Ombudsman 
PO Box Z5386 
St George’s Terrace 
Perth WA 6831

Phone: (08) 9220 7555  or

The International Education Conciliator, 
appointed by the Department of 
Education Services, exists to try to 
resolve disputes between international 
students and their educational 
institutions in Western Australia.  A 
student may discuss his or her concerns 
with the Conciliator at any time.

International Education Conciliator 
Department of Education Services 
22 Hasler Road 
Osborne Park, WA 6017

Phone: (08) 9441 1953 
Email: des@des.wa.gov.au

The Team Leader, International Centre 
is happy to provide a copy of the PWA 
Complaints & Appeals Policy if required 
by student.
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complaints and Appeals 

Student tries to informally resolve issue directly with person involved

If not resolved informally, student can approach the ISC who will provide  
student with information on how to lodge a formal complaint through the 

PWA COMBIT system  – www.polytechnic.wa.edu.au (refer to the “Complaint” 
section).  Student will be notified in writing of a decision in a timely manner.

If student is not satisfied with outcome of the internal appeals process,  
he/she can access the External Appeals Process.  Students can lodge  

their complaint/appeal in writing to either of the following:

West Australian Ombudsman

pO Box Z5386 
St george’s Terrace 

perth, WA 6831

phone: 9220 7555 
freecall:  1800 117 000

Email: mail@ombudsman.wa.gov.au

International Education Conciliator

Department of Education Services 
22 Hasler Road 

Osborne park, WA 6017

phone: 9441 1953

Email:  des@des.wa.gov.au or 
 conciliation@des.wa.gov.au

If not resolved at PWA level, student can approach Manager,  
Student Services at ETl and lodge their complaint. Manager will review  

case and provide student with a response in a timely manner.   
This completes the Internal Appeals process.
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Keys to Academic Success
Studying in Australia can be challenging 
and different from your home country. 
Here are some tips to manage your study 
successfully:

• Attend all classes and allocate time for 
self-study

• Plan your study and manage your time well

• Speak with your lecturer if you encounter 
problems with your studies

• If you’re experiencing personal 
problems, please speak to your 
International Student Coordinator 

• Study skills

Note making provides a framework within 
which you can think, organise and recall 
relevant points and information. Your notes 
are your personal response to a lecture or 
a text and it is important to make them as 
useful as possible.

Time Organisation
You are much more likely to be successful 
in your studies if you are well organised. 
Organising your time is more complex than 
just writing out a timetable and scheduling 
time in your diary. What is your usual way of 
getting things done? Do you work steadily 
over a long period or have one big flurry 
of activity when the pressure mounts up? 
You may need to keep this in mind when 
planning your study time. Your schedule 
must be practical and realistic. Some 
students who are not used to having large 
amounts of time available need to develop 
good organisational skills. Others who are 
adding study to an already full life may need 
to establish new priorities.

Referencing
Students at Polytechnic West are required 
to adhere to the APA Reference System for 
all assessments submitted. Information on 
referencing is available on the Polytechnic 
West library website located at: 

 http://library.polytechnic.wa.edu.au/
referencing-and-plagiarism

International Student Academic 
Support – ISAS
Standard 10 of the National Code 2007, 
Monitoring Course Progress requires 
registered providers to have a documented 
intervention strategy which specifies what 
additional support will be provided to students 
who have been identified as “at risk” of 
not meeting satisfactory course progress 
requirements.  Each Provider is required to 
develop their intervention strategy for each 
student on a case by case basis where 
the student has failed, or deemed not yet 
competent in 50% or more in the course 
or units studied in any study period.  This 
includes academic support programs.

Polytechnic West effectively provides 
academic support program as part of the 
international student intervention strategy 
to assist students to meet their satisfactory 
course progress requirement.  This applies 
to all onshore international students 
enrolled in a CRICOS approved courses at 
Polytechnic West who have been identified 
as “at risk” students by the academic staff in 
your study area and have been committed 
to an intervention strategy for academic 
support.

AcADEmIc SUppORT & 
ExpEcTATIONS



  POLYTECHNIC WEST INTERNATIONAL HANDBOOK | 29

For a full list of mandatory and 
discretionary student visa conditions 
please visit the DIBP website on:  
www.immi.gov.au/students/index.htm

Academic progress
Please refer to detailed information 
earlier in this Handbook.

Attendances
International students are required to 
attend their scheduled contact hours 
regularly in order to meet Course 
progress requirements.  Some specific 
courses have pre-requisite units that 
have to be completed by students in 
order to proceed to the next level of 
their course.  Therefore missing classes 
in these courses could hinder future 
progress and the risk of not being able to 
continue in that course.  

Contact hours for a course or for a 
period are defined as the total number of 
hours in the period for which student is 
enrolled. Please keep in mind that poor 
attendance can lead to poor progress 
which could result in you being reported 
to DIBP and your enrolment cancelled.  
In some cases, if students have missed 
too many classes, they may not be 
permitted to attempt the assessments.  
This would result in failure of that unit 
and additional fee payment to re-enrol in 
the following semester.

Approval for Special Absences
Students must notify International 
Student Coordinators and Lecturers of 
any intended leave. You MUST arrive 
in time for the commencement of each 
term and semester. Late arrivals will be 
recorded as non-attendance.  Please 
contact the International Centre Co-
ordinator on campus if you have any 
further queries.

If you have some special reason for 
being absent, you must apply for 
official permission.  Letters for ‘special 
absences’ must be in writing and handed 
to the International Centre Coordinator 
at least one month before the planned 
absence.

Granting permission is not guaranteed 
and will require a good reason.  Some 
situations may require proof of the 
reason.  Inability to book a seat on the 
desired flight is not usually considered 
as a valid reason. Forward planning is 
recommended so that you can book 
appropriate flights at appropriate times.

Please ensure you do not plan your 
overseas holidays until you have 
completed all requirements of the units 
you are enrolled in. If students have not 
met competency in some units, Re-sits 
are organised by the study area in the 
last week of semester. Therefore it is 
important to check your results before 
you make any travel plans.

INTERNATIONAL STUDENT 
VISA cONDITIONS
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I am too sick to attend my classes 
(what should I do?)
Contact  
International Centre Coordinators and 
your lecturers

When   
Before lessons begin for the day

How 
By calling the your respective ISC or the 
International Centre on 9442 8331/  
9442 8332

Why  
This gives the International Centre staff 
a chance to let your lecturers know 
that you have telephoned in and will be 
absent from class. It is very important 
that we know where you are at all times

Re-enrolling in your course
If you are continuing in your course, 
check with your lecturer when you need 
to re-enrol for the next semester.  In 
some areas, enrolment takes place 
before you go on holidays at the end of 
the semester.

• It is your responsibility to make sure 
you have handed in all assignments 
on time

• Check for your exam results on the 
student portal. The website is: http://
studentportal.swan.tafe.wa.edu.au/. 
If you require any further assistance 
on how to access the student portal 
please see the library reception.  It is 
extremely important that all students 
log on to the student portal to have full 
access to college information

• Students must pass all subjects in 
a prerequisite course to advance to 
the next stage (e.g. Certificate III – 
Certificate IV – Diploma – Advanced 
Diploma)

• If you are not sure about your 
enrolment, please see your lecturer 
or ISC

current contact Details
Students on an International Student 
Visa no longer need to keep DIBP 
informed of their home address in 
Australia as DIBP will check these 
details with your education provider if 
required.  Therefore you will still need 
to inform the International Centre of 
your CURRENT residential address AT 
ALL TIMES.  Other contact details such 
as email addresses and mobile phone 
numbers should also be provided.

You can visit the international centre and 
provide these details at the reception 
desk or your ISC at your respective 
campus. 
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payment of course Tuition fees
Tuition fees are payable entirely in 
advance or half yearly in advance.  
Payment options and methods are 
detailed on the Statement of Account 
issued with your course offer letter.  
Payment methods can also be found on 
the ETI website.  You have the option 
of paying your tuition fees by cheque, 
money order, credit card via mail or 
phone (MasterCard, Visa or Bankcard) 
or EFTPOS at the International Centre, 
Bentley Campus. No cash will be 
accepted at the International Centre.

Additional academic fees may apply 
depending on the course you have 
enrolled in.  These include fees for 
purchase of textbooks, uniforms, 
materials, resources, equipment and 
Academic Appeals lodgement.

Continuing tuition fees are due in May 
(for courses commencing in semester 2) 
and November (for courses commencing 
in the New Year in semester 1) and 
should be paid up prior to the semester 
commencing.  ETI will send out an email 
reminder to all students notifying them 
of when the next tuition fee is due for 
payment.

Refund of Tuition fees 
All requests for a refund should be 
submitted in writing (with supporting 
documentation) to the Manager,  
Students Services at ETI –  
admissions.eti@dtwd.wa.gov.au  

A refund form can also be downloaded 
from this website and submitted to 
Education and Training International:

Hand delivered:    
Education & Training International  
Level 7, 3 Forrest Place  
Perth WA 6000

Postal address: 
Education & Training International 
 Locked Bag 16 
 Osborne Park DC  
 WA 6916

Phone: 9218 2100   
Fax: 9218 2160  
Email: admissions.eti@dtwd.wa.gov.au

ETI will deduct the relevant percentage 
amount in any of the examples listed 
in the table, and will refund only the 
balance remaining of the fees paid for that 
semester.

A notice of withdrawal may be accepted 
as grounds for a partial refund of fees 
a long as supporting documentary 
evidence is provided, due to:

• Illness or disability
• Death of a close family member 

(parent, sibling, spouse, child) or
• Political or civil event that prevents a 

student continuing a program

Resource fees 
Some units contain a practical component 
that involves work within a simulated 
workplace.  There will be a resource fee 
for these units to cover the cost of the 

STUDENT  
ADmINISTRATION 
INfORmATION
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materials you will be using as a part of 
training.  This fee will be included on your 
enrolment form and needs to be paid 
upfront at respective Polytechnic West’s 
Customer Service Centres (CSCs) on 
enrolment.  In exceptional cases, where 
there is evidence of financial hardship, 
student may request the CSC officer for 
an Instalment Plan.  This is organised 
via direct debit payments.  In this case, 
students will have to provide bank account 
details.  Accounts will be debited on 
designated dates and student will be 
informed of these dates.  If there are no 
sufficient funds in the account on these 
dates, there will be a penalty charged by 
the bank.  

The PWA policy states that if a student 
has an outstanding debt of $1,200/- or 
above at the start of a semester, they will 
not be enrolled until that debt is paid off.

What happens if you don’t pay?
Unpaid fees will result in the automatic 
cancellation of a student’s enrolment. 
Possible consequences can include:

• Exclusion from lectures

• Withholding of results and award

• Refusal of enrolment for next 
semester

• Termination of enrolment

Other fees – parking fees
All staff, students and visitors must display 
a valid parking permit when parking on 
Polytechnic West campuses and sites. A 
parking permit entitles the permit-holder 
to the use of parking facilities on any 
Polytechnic West campus. It is important 
to note that a parking permit does not 
guarantee access to a parking bay. Bays 
are allocated on a “first come, first served” 
basis. 

Student parking permits can be 
purchased from Customer Service 
Centres on Polytechnic West campuses 
at time of enrolment. To apply for a permit 
a student must show proof of enrolment 
(such as a validated enrolment form) and 
complete a parking permit application 
form. Parking Permit application forms 
are available from Polytechnic West 
Customer Service Centres. 

Enrolment & Identification cards
At the beginning of each semester, 
Polytechnic West provides an 
orientation program for International 
students.  Students are enrolled into 
their respective courses by Academic 
staff at PWA.  Students will complete 
all necessary application forms which 
include your Student ID and Transperth 
IDs.  

Student ID card
The library will produce PWA Student ID 
cards, with a photo, for enrolled students 
of Polytechnic West.

Charges may apply for replacement or 
lost cards. A PWA Student ID card is 
essential for borrowing library items.  
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proof of Age card
If you don’t have an Australian drivers 
license but require a card to show 18+ 
ages you can apply for a Proof of Age 
card through your local licensing centre. 
The proof of age card is a recognised 
form of personal identity, usually used 
when entering licensing premises in 
Western Australia. The card easily fits 
into your purse or wallet and only shows 
the details considered necessary for 
identification. These include:

• Name

• Date of birth

• Signature

• Photograph

To apply for a Proof of Age card visit  
a local licensing centre or  
http://www.transport.wa.gov.au/

Results and Awards
A Statement of Academic Record is 
issued at the end of each semester.  
Statement of Attainment (Record of 
Results) is issued at the end of each 
semester or, on request.  Awards 
must be applied for by completing an 
Application for Award Form (available 
and to be lodged at CSCs).  Eligible 
awards are printed monthly.

A reprint of awards can be provided at 
a cost:

• Statement of Attainment (Record of 
Results) – $20 

• Statement of Academic record – $20 

• Testamur (Certificate) – $50

• Urgent print of Testamur – $70

Students nearing the end of their 

Certificate or Diploma should apply for 
their Award:

• Fill in the application (available from 
the CSC or International Centre)

• Submit the application form to your CSC

• You will receive a Statement of 
Academic Record (SOA) after 
completion of each semester.  This will 
be forwarded to your Perth address. 
Re-print of your SOA can be requested 
through the CSC at an additional 
charge. Please note that effective 
2013, students academic records 
and Certificates will be only posted to 
their personal home address in Perth.  
These documents will not be sent to 
their Agent’s or any other address.

Textbooks
Students will be provided with a list of 
required textbooks for their course on 
enrolment day. They will also be given 
instructions on where to purchase 
textbooks at this time. 

Incidental charges – academic 
assessment appeal
Incidental charges apply for academic 
assessment appeal.  The details of 
the charges can be found from the 
Department of Training and  
Workforce Development’s website  
(www.dtwd.wa.gov.au) under VET fees 
and charges (applicable to international 
students).
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customer Service centres (cScs)
Our friendly staff at PWA CSCs provide a 
helpful range of services to students and 
prospective students.

Information and Customer Service 
Officers can assist with non-academic 
enquiries, such as payment of Resource 
fees and parking permits. Campus 
Management Staff are available daily by 
appointment.

Balga Campus

18 Loxwood Road, Balga 
Phone: 9267 7777      

Bentley Campus

Hayman Road, Bentley 
Phone: 9267 7777       

Carlisle Campus

Cnr Oats & Bank Streets, Carlisle 
Phone: 9267 7777       

Jandakot Campus

23 Eagle Drive, Jandakot 
Phone: 9267 7777    

Midland Campus

Cnr Lloyd Street & Eddie Baron Drive, 
Midland 
Phone: 9267 7777

Thornlie Campus
Burslem Drive, Thornlie 
Phone: 9267 7777    

Armadale Campus
45 Commerce Avenue, Armadale 
Phone: 9267 7777  

Please refer to Campus maps at the end of this 
book for exact locations of our CSCs

PWA Campuses have the following 
facilities for all our students to access.  
The CSCs are open from:

Monday to Thursday 8.00am – 5.00pm 
and Friday 8.00am – 4.30pm (with hours 
extended during enrolment periods)

• Lost/Found Property – If you have 
lost any personal belongings, please 
contact the CSC at your campus as all  
lost and found items are  reported or 
handed to the CSCs.

• Public Telephones – there is a public 
telephone in the cafeteria dining room, 
the public phone only take coins.

• Parking – Designated areas are 
reserved for students to park their 
vehicles on campus. Students must 
ensure they obtain a parking sticker 
(by filling out a form at your respective 
CSC), otherwise an infringement 
notice could be issued.

• Cafeteria – the cafeterias across all 
campuses offers a variety of hot and 
cold food and drinks. The Cafeteria 
is open daily from Monday to Friday 
Opening times will be varied during 
the term break. Vending machines are 
also provided.

cAmpUS & fAcILITIES
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• Bistro & Pines Restaurant (Bentley 
Campus only) – the Bistro serves 
coffee and café style menu and is 
open to all staff and students while 
our gold plated training restaurant 
the Pines offers restaurant style meal 
(3 courses). The bistro is only open 
during school term and is located in E 
Block (Hospitality area).  

• Bakery and Butchery at Bentley 
campus

• Veterinary Surgery at Bentley 
campus. Open Monday, Tuesday, 
Wednesday and Friday between 
9.30am and 12noon. Call 9267 7125 
to make an appointment.

• Hairdressing salon at Balga and 
Midland campus.  
For appointments at Balga please call 
9207 4449 between 8am and 3.30pm, 
Monday to Thursday. 
For appointments at Midland please 
call 9374 6361 between 8am and 
2pm, Monday to Thursday.

• Internet Access – free internet 
access is available, so you can keep 
in contact with family and friends back 
home.
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All students are registered as library 
members when they enrol at Polytechnic 
West. You may have a Student ID card 
created for you at one of our libraries.  
The Student ID card is your library 
borrowing card. 

Library Website
The library website provides online 
access to the Library Catalogue, Opening 
Hours, Databases, eBook Collections, 
Referencing information, Subject Guides 
and Study Help.  The library website 
is located at www.library.polytechnic.
wa.edu.au.

Electronic Resources
The library subscribes to a number of 
online databases and has various ebook 
collections.  These include: World Book 
Online, Ebsco databases, Proquest 
databases, Emerald Engineering 
and Emerald Management, Informit 
Databases, Berg Fashion Library, Vogue 
Archive, Australian Standards, Building 
Code of Australia, Oxford Reference 
Online, Knovel ebooks and  Ebsco 
ebooks.  Access to these is via the library 
website and the Library Catalogue.

Library catalogue

The Library Catalogue lists the print 
resources held by all Polytechnic 
West libraries.  You can also access 
the majority of the library’s electronic 
resources via the Library Catalogue 

computer Services
Computers are available in the libraries 
for study purposes. These provide access 
to a variety of student-use software, the 
library website, student portal, e-Campus, 
Clickview and the internet.  Student 
computers are connected to the MFD in 
the libraries for printing.

printing and photocopying 

Printing and photocopying are available 
at all Polytechnic West libraries via a 
multi-function device (MFD). You may 
print/copy in colour or black and white as 
well as scan. 

Loans and Renewals
You may to borrow up to 6 items (books, 
magazines, DVDs, CDs) at any one time, 
for a period of up to 2 weeks depending 
on the type of item. However, some items 
in high demand may have restricted 
borrowing periods. You may borrow from 
any Polytechnic West campus library. 
Most items may be renewed twice, 
provided they are not overdue or required 
by other borrowers. This may be done in 
person, by telephone or via our Library 
Catalogue.

Returns
Borrowed items should be returned 
on or before the due date. If you fail 
to return overdue items you may be 
prevented from further borrowing. It is 
your responsibility to ensure all items are 
returned in good condition. You will be 
invoiced for lost or damaged items.  

LIBRARy SERVIcES
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Requests and Holds
You may reserve items currently on loan 
or at another campus by asking library 
staff to place a “Hold” for you. You can 
also place a request yourself via the 
Library Catalogue. 

Reciprocal Borrowing Rights
Polytechnic West students may to borrow 
resources from other WA State Training 
Provider libraries such as Central and 
Challenger, also from Murdoch and 
Edith Cowan Universities. Present your 
current Polytechnic West Student ID 
card and enrolment documents at the 
other institution to gain reciprocal rights. 
The conditions of use will vary at each 
institution so check before you borrow.

.
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Student computer Accounts
Students have accounts on the 
Polytechnic West student computer 
network created for them after 
enrolment.  Students are able to login 
to the Network using the student 
ID Number assigned to you and a 
password.

• Your student ID Number, prefixed by 
13, is your Username (9 digits long 
for login purposes so 13xxxxxxx)

• Your date of birth, in the format 
Polyddmmyyyy, is your first 
password.  For example, a date 
of birth of 7 July 1989, will be 
Poly07071989

• Please change your password to 
protect the security of your account

• To further protect your account, 
please logout when finished

• There is at least a 24 hour time 
delay between students enrolling 
and the creation of student network 
accounts

A student’s account is their personal 
property and is not for use by others.

Students will notify the college of 
any changes of account information 
and provide new account information 
when requested. Students are solely 
responsible for all action taken using 
their user ID once received. Computing 
resources are a valuable aid to teaching 
and learning. 

Once a student ceases to be an active 
student at Polytechnic West, their 
account will be closed and all data 
purged.

While you are a current Polytechnic 
West student you also have access to 
the Student Portal. By using the student 
portal you can gain access to any exam 
timetables and your recent study results. 
To access the student portal you will 
need to log in from the Polytechnic West 
webpage www.polytechnic.wa.edu.au.  
If you forget your computer password, 
you may reset it at the Student Portal 
by entering your student ID number and 
answering a series of questions.

cOmpUTER LABS
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Important Events of the year
PWA Annual Student Awards Night 
in March – Awards students for their 
outstanding achievements under 
different categories, one of them being 
the “International Student of the Year”.  
The nomination can be made by your 
lecturer.

Perth Education City International 
Student Festival in March – fun 
activities, band performances, food 
stalls and much more.  This festival 
is the celebration in recognising the 
contribution of international students to 
the cultural diversity of Perth. 

Further information is available from 
www.studyperth.com.au

PWA Higher Education Graduation 
in March - recognising graduates from 
PWA’s Associate Degree program.

Veterinary Nursing Day in October - 
raises funds for various pet associations.

PWA Annual Fashion Show in 
November – this annual event 
showcases the innovative fashion 
designs and techniques of PWA’s 
fashion students.

Social activities are also organised by 
the Council for International Students 
Western Australia (CISWA) 9451 1544.

Each year the Council for International 
Students WA organises a large number 
of activities to help international students 
to enjoy exploring our state of Western 
Australia and also meeting and mixing 
with other students and members of our 
local community.  Some examples of 
these activities are listed below:

• Annual Bush Dance (free event) in 
January

• Albany Tree Top Walk & Valley of the 
Giants Weekend

• Wave Rock Trip and Aboriginal Rock 
Cave Paintings

• Penguin Island

• Caversham Wildlife Park

• Chocolate Factory

• Pinnacles Desert Trip

• Aquarium of WA (AQWA) & Wanneroo 
Markets

• Margaret River Wine Cruise

There are many more events not listed 
here, so please contact CISWA for 
further information contact 9451 1544. 

Web: www.ciswa.com  
Email: ciswa@westnet.com.au

cALENDAR  
Of EVENTS
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personal Safety at polytechnic West
Students are to take reasonable care for 
their own health and safety on campus 
and avoid harming the health or risking 
the safety of others.  Students have an 
additional responsibility of not entering 
the campus with illegal drugs, alcohol 
or weapons or be under the influence of 
drugs or alcohol.  

Other safety tips on campus include:

• Do not bring large sums of money with 
you on campus

• Do not leave bags unattended at any 
time

• Look after valuable items very 
carefully e.g. calculators, mobile 
phones and music devices

• Appropriate clothing and footwear for 
your course of study

• Students carrying the ceremonial 
blade for religious reasons (ie. 
Kirpan) are permitted as long as 
it is accompanied by The Kirpan 
Card issued by the United Sikhs 
Association, is worn under their 
clothing, and the blade is not used to 
injure or cause any person to fear.

• Students must not ride bicycles, 
skateboards or rollerblades on 
campus

• Students who may be concerned about 
leaving the campus alone at night can 
speak to their lecturer and arrange 
to leave the class in the company of 
others or the Polytechnic West security 
guard

children on campus
Polytechnic West is community and 
family orientated, and it is understood 
that students or members of the public 
may occasionally need to have a 
child accompanying them while they 
attend to conduct brief business such 
as obtaining information, delivering 
or collecting documents etc. Children 
under fifteen years are not permitted 
to accompany students on campus for 
extended periods. e.g. while students 
attend lecturers.   Even if students have 
indicated they will take responsibility for 
children, Polytechnic West could still be 
liable in the even of an accident or injury.   

Speeding/motor Vehicle/motor 
cycle Acts
Campus speed limits must be observed. 
Any person/s endangering themselves, 
or others by driving a motor vehicle/
motor cycle dangerously (e.g. speeding, 
tyre burn outs or other unreasonable 
acts) within the campus precincts or 
adjoining roadways and car parks risks 
suspension and/or being charged under 
local council by-laws.

fire Hoses and Extinguishers
Fire hoses and extinguishers are 
provided for your safety. Please ensure 
that you know where these are located 
and that they aren’t damaged or 
vandalised.

HEALTH & SAfETy  
ON cAmpUS
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first Aid
A First Aid Room is provided on each 
major campus and trained First Aid 
Officers are available on call. In the 
event that you are injured and require 
assistance, report to your supervisor/
lecturer immediately as unsupervised 
use of First Aid facilities or boxes is not 
permitted. It is against Polytechnic West 
regulations for medication or pain relief 
products to be dispensed on campus. 
Any accidents that require medical 
attention on campus must be reported to 
the campus management.

pets
Please do not bring pets onto campus 
grounds unless you have arranged an 
appointment at the Centre for Animal 
Studies Veterinary Hospital located on 
Bentley Campus. 

Emergency Evacuation
Emergency Evacuation Procedures and 
campus maps are available from all 
Polytechnic West Customer Services 
Centres, Libraries, Bookshops and 
Student Services. Help us protect 
your well-being by knowing what to do 
in any emergency and always follow 
the directions of the Area Wardens 
appointed to guide you to safety during 
an evacuation.

Accidents/Injuries
All accidents on campus, work 
experience locations or organised 
Polytechnic West excursions must be 
reported to your Lecturer/Supervisor 
IMMEDIATELY. Any damage caused or 
faults found whilst on campus must be 
reported to the campus management 
immediately. Simulated workplace safety 
rules must be observed at ALL times.

Insurance claims
Polytechnic West does not accept 
responsibility for accidents to students 
except where legal liability arises 
due to the negligence of Polytechnic 
West. Other than students on Work 
Experience/Field Placement all students 
are responsible for their own personal 
insurance.

If injured during a field work activity or 
excursion organised by Polytechnic 
West, the student is covered for 
associated medical costs by personal 
accident insurance through Polytechnic 
West. Students can obtain a Personal 
Accident Claim Form from their Delivery 
Unit. In completing the form students 
should answer “NO” to all questions 
relating to workers compensation.

For Polytechnic West to process a 
claim, students must first pay all medical 
accounts and seek reimbursement of 
expenses from your overseas health 
cover. These accounts together with 
any receipts and statements should be 
attached to the Personal Accident Claim 
Form when it is returned to Polytechnic 
West. Once all documentation is 
received the claim will be forwarded to 
Polytechnic West insurance company for 
assessment and a refund may be paid to 
the student.

The completed form, together with 
medical receipts should be returned to:

Human Resources Officer 
Polytechnic West 
Bentley Campus 
PO Box 1336 
Midland WA 6936

Students with minor injuries may be 
taken to a doctor in a taxi or campus 
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vehicle. Students who are under 18 
years of age will be accompanied by a 
Polytechnic West staff member until a 
parent; guardian or authorised person 
can be contacted to assume control. For 
more serious injuries or life threatening 
situations an ambulance will be 
arranged for the student. The cost of the 
ambulance or taxi will be the student’s 
responsibility. We recommend insurance 
to cover such emergencies.

Safety in the community
• Avoid walking around on your own, if 

possible stay in groups

• Always walk in busy and well lit areas 
at night

• Always carry your handbag firmly 
on your inside arm when walking on 
footpaths

• Always go to well lit, busy areas to use 
ATM machines

• Do not carry large amounts of money 
with you

• Try to conceal mobile phones, MP3 
devices etc. as much as possible

• Whenever possible, travel with a friend 
or in a group

• Plan ahead – how are you going to get 
home?

• Never take shortcuts through deserted 
areas and avoid deserted bus stops

• Walk along pathways, facing 
oncoming traffic

• Walk confidently and directly at a 
steady pace so that you do not appear 
vulnerable

• Go out with your mates – go home 
with your mates

• If a driver asks directions, do not get 
too close to the car

• NEVER hitch-hike or accept lifts from 
strangers

Safety in the Home
• Security screens on windows and 

doors

• A good alarm system

• A viewing hole in the front door

• Security screens locked at all times

• Police phone numbers near you phone

• Keep valuable items out of sight e.g. 
laptops

• Keep important documents in a safe 
place

• Do not keep large amounts of money 
in the house

• Do not leave keys on benches etc

• Do not leave shoes at the front door

• Do not open the door to a stranger

• Leave an internal light on when you go 
out, preferably on a timer

• Get to know your neighbours

• Do not leave bins out on the street for 
long periods of time

• Always keep your car locked, if you 
have one, when not in use

• Do not leave valuable items in your 
car
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Safer Living
Use common sense and preventative 
measures to lessen the likelihood 
of being attacked.  Avoid potentially 
dangerous situations.  Consider your 
alternatives if confronted by an offender.  
Practice possible responses so that you 
can recall them even under the stress 
of a real encounter. Always tell your 
family, friends or colleagues of your 
whereabouts and the time you expect 
to be returning.  Ring and tell someone 
if you change your plans.  Be aware 
of your surroundings and the people 
around you.

Vehicles
If your car breaks down, open the bonnet 
and put on the hazard lights.  When 
someone stops, remain locked in the car 
and ask them to call the police, an auto 
club or some assistance specified by 
you.  A mobile phone is an investment in 
your safety.

• Check the surrounding area before 
going to your car and check your back 
seat before you get in

• Always lock your doors after entering 
or leaving your car

• Have your keys ready before you get 
to the car

Taxis
Licensed taxis are safe and reasonably 
priced.  For a great night out and a 
trouble free ride home, consider these 
tips to make your ride easier and hassle 
free:

• Before you leave book a taxi from the 
venue

• Use a secure taxi rank where available

• If you have to wait outside, choose a 
well lit area with others present

• Save money – share your ride with a 
friend (not an acquaintance you have 
just met)

• Your friends, the doorman or 
management should be happy to 
escort you to your taxi

• If you have told someone what your 
travel plans are, stick to them

• Remain at the rank until your taxi 
arrives

• Make sure you check the driver’s 
photo ID before getting into the taxi – it 
is displayed on the dash

Drivers have the right to:

• Ask for money in advance – always 
have money for your fare

• Refuse to transport you if you do not 
behave appropriately/responsibly

If a taxi is delayed, wait in a secure, well 
lit area with others.

Defending yourself
It is important to know how you will 
react if you are attacked.  Some people 
freeze, others act quickly to escape.  You 
will need to make a rapid decision about 
your attacker.

• Is he/she armed or heavily built or 
could you fight him/her off easily?

• If you feel threatened, but are not 
being attacked, try reasoning with the 
person.  Keep them talking and at the 
same time look for a chance to escape

• If you are threatened, try and attract 
attention by screaming and shouting, 
or activate your personal alarm. If you 
are actually attacked, fight back using 
anything at hand such as an umbrella, 
car keys or shoe heels.
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Your rights
• If you are attacked, you have every 

right to defend yourself.  The law does 
not allow the carrying of anything 
which could be described as an 
offensive weapon.  This does not 
include things that you normally use 
such as umbrellas or car keys

• One item you could consider is a 
personal alarm or whistle.  Remember, 
these items cannot be taken and used 
against you by an attacker.  They will 
help scare off a would-be attacker

• Careful thought should be given to the 
dangers of carrying anything which 
may be taken from you by the offender 
and used against you

• Never secure an alarm, whistle or other 
warning device around your neck.  
Always carry it in your hand ready for 
use

Reporting Assaults
• If you have been assaulted, call the 

police as soon as possible – they will 
attend and help you immediately

• If you have been physically or sexually 
assaulted, please do not wash, 
shower, change clothes or clean up in 
any way until after talking to the police 
or going to the hospital.  You could 
destroy vital evidence that could lead 
to the apprehension and conviction of 
the person who violated you

• Remember, you are the victim, you 
have nothing to be guilty or ashamed 
about

fitness for Work/Study at polytechnic 
West
Fitness for work or study means that an 
individual is in a state (physical, mental 
and emotional) which enables him/her to  

perform tasks properly and in a manner 
which does not affect the safety, health 
or well-being of themselves or others.

Fitness for work or study may be 
affected by a variety of factors, including 
tiredness, stress, medications, or the 
effects of using alcohol or other illicit 
drugs or substances. All of these factors 
may lead to a lower level of performance 
at Polytechnic West, so that a person 
may not meet the requirement of being 
fit for work/study. When a person is 
assessed as not fit for work/study, action 
will be taken to remove them from the 
work/study situation. 

If a person is ruled unfit for work/study 
on more than one occasion (without 
evidence of medical justification) action 
will be taken by Polytechnic West.

Fitness for Work while on Work 
Placement 
Students on work placement are subject 
to the rules established by the company 
with which they have been placed.  

The growing concern in industry over 
illicit drug usage has caused many firms 
to conduct random drug testing (usually 
by urine sample). Students on work 
placement with these firms would be 
included in these tests.

Action will be taken against any student 
who tests positive to drugs while 
undertaking work placement as part of 
their college qualification. If you have 
a problem with misuse of alcohol and 
or other illicit drugs please contact your 
International Student Coordinator for 
a confidential discussion on referral 
services available to help you. 
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Accommodation/Homestay 
In Australia there are various types of 
accommodation available, such as:

• Hostels
• Flats, units and share houses
• Homestay
The Australian Homestay Network (AHN) 
is a national network that manages 
homestay accommodation for many 
schools, colleges and universities 
across Australia. Students who study at 
Polytechnic West may require homestay 
accommodation. If you would like further 
information about homestay or need 
a homestay placement contact the 
Australian Homestay Network. 

Naturally the choice is yours, but the 
type of accommodation we recommend 
is either a homestay or sharing a unit/
house/flat with students of different 
nationalities. In this case you will have 
a chance to practice your English every 
evening and during weekends.

Homestay Accommodation and 
Placement Assistance
Australian Homestay Network  
1300 “MY STAY” (1300 697 829) 
+6128 905 0321 

Web: www.homestaynetwork.org or  
CISWA: www.ciswa.com for further 
information.

Temporary Accommodation
Students can choose backpacker hostels 
from $30 per night or budget hotels from 
$100 per night.  There is a large range 
of temporary accommodation offered 
in Perth which students can search for 
through the internet and book online.

Share Housing and Renting in 
Australia
Many students choose to rent an 
apartment or house with other students.  
A typical four-bedroom house in Perth 
is currently renting at around $400 per 
week. A two bedroom apartment rents 
for $300-350 per week.  Students who 
are sharing these costs need to budget 
for around $150 per week to cover their 
share of the rent plus electricity and gas.  
For more information on available rentals 
please visit the following real estate 
website: www.reiwa.com.au or  
www.realestate.com.au.

The following are some basic facts about 
Share Housing and Renting in Australia, 
a website for further information is listed 
below:

• Tenants WA – Community Legal 
Centre for Tenants. Tenancy in WA 
Brochure, Law Reforms, Shared 
Tenancies and Signing the Tenancy 
Agreement are publications printed by 
Tenancy WA. The aim of Tenancy WA 
is to provide services to assist tenants 
to resolve their own matters. Tenancy 
WA is a specialist service which 
supports Tenant Advocates across 
WA in local community services and 
undertakes law reform and community 
legal education work. 

my STUDENT  
SURVIVAL pAgE
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http://www.tenancywa.org.au/
General Advice: 9221 0088

Driving and Licenses 
1300 782 713
If you are in Perth for longer than 3 
months you need to transfer your license 
to an Australian license. To transfer 
your overseas driver’s licence you must 
personally attend a licensing centre 
(payment by cash, cheque, EFTPOS, 
credit card) or a licensing agent between 
the hours of 8.15am and 3.45pm 
Monday to Friday (excluding public 
holidays).  When you attend a centre you 
must take the following documentation 
with you: 

• Overseas drivers License

• Current passport or birth certificate 

• Credit card or student ID card 

• Proof of WA residential address e.g. 
house rental agreement or bank 
statement

• One document that shows your 
signature

Once you have presented your 
documentation you may be required to 
complete further assessments. 

For further information visit https://www.
immi.gov.au/living-in-australia/values/
book/ or CISWA www.ciswa.com

Transperth 
13 62 13
Transperth is a division of the Public 
Transport Authority (PTA). Transperth 
operates the only fully-integrated public 
transport system in Australia. This 
means that with just one ticket, you can 
ride on any bus, train or ferry in the Perth 
metropolitan area and transfer between 
services within a given period.

Transperth can provide information on 
the following services:

• Smart rider cards

• Journey planning

• Student concession fares

• Zones and time limits of tickets

For further information regarding 
Transperth services contact  
www.transperth.wa.gov.au or  
CISWA www.ciswa.com

part-time Work
Useful information on part time work can 
be found from the International Website 
and on the Student Edge website at the 
following link:

http://www.polytechnic.wa.edu.au/
international/international-student-
support/immigration-matters/  

www.studentedge.com.au

http://www.tenancywa.org.au/
https://www.immi.gov.au/living-in-australia/values/book/
https://www.immi.gov.au/living-in-australia/values/book/
https://www.immi.gov.au/living-in-australia/values/book/
http://www.polytechnic.wa.edu.au/international/international-student-support/immigration-matters/
http://www.polytechnic.wa.edu.au/international/international-student-support/immigration-matters/
http://www.polytechnic.wa.edu.au/international/international-student-support/immigration-matters/
https://studentedge.com.au/home
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USEfUL INfORmATION

Useful Bus Numbers – 13 62 13

Perth City to Bentley 
Curtin University/PWA – Bentley  
Bus – 72, 75 
Canning Bridge to Curtin University 
Bus –100
Circular Route to and from Bentley 
Bus – 98 & 99

To Midland Campus from Perth City 
Midland Gate Shopping Centre 
Bus – 324
Polytechnic West via Lloyd Street 
Bus – 314, 315, 324 325

To Thornlie Campus from Perth City
Gosnells Station 
Bus – 228
Maddington Station 
Bus – 850, 851
Carousel Shopping Centre 
Bus – 210

To Carlisle Campus from Perth City
Armadale Train Line

To Balga Campus from Perth City
Wellington Street 
Bus – 354, 373
City 
Bus – 365
Mirrabooka Ave 
Bus – 376

Emergency Contact Details

Welfare Network contacts  
(see detailed info at the end of handbook)

Crisis Care 9223 1111

Lifeline 13 11 44

Emergency Services 000 
(Police, fire, ambulance) 

Other assistance & enquiries 13 14 44

Crime stoppers  1800 333 000 
(to report suspicious behaviour)  

Sexual Assault 9340 1928

Victim Support 9425 2850

Freecall 1800 818 988 

Legal Aid Commission of WA 9261 6222
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government Contact 

DIBP 13 18 81

Australian Taxation Office 13 28 61  
(ATO) – Income Tax 

For more information on tax visit the Tax 
Office website at www.ato.gov.au

Electrical Faults (Synergy) 13 13 51

Gas Faults (Alinta) 13 13 52

Telephone Faults 13 22 03

Water or Sewerage 1313 75

Health Cover

Allianz Global Assistance –  
Overseas Student Health cover (OSHC)

Remember, to stay in Australia you must 
have current Overseas Student Health 
Cover. 

If you come to Australia on a student 
visa, you are required to purchase 
OSHC as part of your visa conditions.

Allianz Global Assistance 13 67 42

24 hour 
Emergency Helpline 1800 814 781

www.oshcallianzassistance.com.au 

Places of Worship

Anglican 
St George’s Cathedral,  
38 St George’s Tce 9325 5766

Baptist 
59 Chapman Rd, Bentley 9458 1628

Catholic 
Holy Mass in Bahasa Indonesian 
St Thomas More, Catholic Church 
100 Dean Road, Bateman  9383 1080

Buddhist 
Buddhist Society of WA  
18-20 Nanson Way, Nollamara 9345 1711 
www.bswa.org.au

Hindu 
Hindu Temple of WA 
Lot 41 Warton Rd  
Canning Vale 9455 2097 
www.hindu.org.au

Moslem  
Perth Mosque 
427 William Street, Perth 9328 8535

Sikh 
Sikh Association of WA  
123 Saddleback Grove  
Canning Vale 9256 1314 
www.sikh.com.au

http://www.oshcallianzassistance.com.au
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International Centre Reception 
9442 8331  

coordinators 
Carlisle & Thornlie
9267 7529 or 0410 542 564
Enquires on Automotive, Children’s 
Services, Electronics & Communications, 
Engineering, Computing & Information 
Technology and the Associate Degree of 
Network Technology.

Balga, Midland & Bentley
9267 7182 or 0416 249 052
Enquiries on Animal Studies/Veterinary 
Studies, Associate Degree of Hospitality 
Management, Building & Construction, 
Carpentry, Fashion, Hairdressing and 
Health Studies.

Bentley & Jandakot
9267 7263 or 0407 446 373
Enquires on all VET Hospitality and all 
Aviation courses (VET and Associate 
Degrees).

Bentley
9267 7149 or 0424 094 694
Enquiries on ELICOS/IELTS/CSWE, 
Business Studies and the Associate 
Degrees of Business.

Higher Education Student Services 
9442 8307 (Bentley)

Other useful contacts
Education and Training 
International
9218 2100 
Application for courses, queries on 
student visa, Payment of Tuition fees 
and Overseas Health Cover.

Department of Immigration & 
Border Protection  
13 18 81
All enquiries on Visa requirements. 

QUIcK gUIDE TO  
KEy pERSONNEL 
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medibank private OSHc
Students are able to access the 
counselling service by first calling the 
International SOS line to make an 
appointment.  They can choose one of 
the following methods to conduct the 
session – phone, email, real-time web 
counselling “Counselling in a click”.

Calls made from fixed lines are free.  
Call connection may apply if calling 
from a mobile.  On answering the 
call International SOS will ascertain if 
the student requires counselling and 
whether it is critical or a non critical 
incident.

CRITICAL: The call will go immediately 
to the OSA group and will be answered 
immediately.  The student is allocated 2 
hours in total counselling time.

NON CRITICAL: Students details are 
taken down and passed onto the OSA 
group and the students are contacted for 
their counselling session. The student is 
allocated one hour and 15 minutes.  For 
any long term counselling the student 
will be referred to a doctor who may refer 
them on for further counselling. 

Contact details
SOS: 1800 234 601

Hours: 24/7

Allianz global Assistance OSHc 
Counselling is available through a 
referral from the students General 
Practitioner (GP). Mental Health 
treatment is covered by their required 
insurance. The GP shall refer student 
to a counsellor or psychologist as they 
see fit. These appointments attract a 
Medicare item number which means 
it is claimable under their insurance. 
Allianz Global Assistance also has an 
emergency helpline which students 
can call for assistance in locating their 
nearest health care professional.

Contact details

Membership claims: 13 67 42 or  
1800 814 781

Hours: 24/7

WELfARE NETWORK REfERRAL 
SERVIcES AVAILABLE

fREE STUDENT cOUNSELLINg SERVIcES
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Trinity Herbert clinical  
psychologist maps
Trinity Herbert operates from a private 
practice.

$150.00p/h first session is 1.5 hours. 
$130.00 per session thereafter and they 
are usually for one hour.

Students can obtain a rebate for clinical 
psychology if they have a referral from 
their local GP and as long as Trinity’s 
invoice to OSHC includes an item 
number.  This item number reflects a 
rebate of approx $117.00 per session 
therefore the student will be out of 
pocket about $13.00.  There is a 24 
hour notice required for cancellation.  
This service includes assessment and 
treatment.  All clients receive a mail out 
before they present to their first session 
outlining how to get there, what to expect 
from the sessions, confidentiality and its 
limitations.

Please call or email to make an 
appointment. After hours appointments 
available.

Contact details
Trinity Herbert 
Clinical Psychologist 
2/56 Ley Street, Manning 
Phone: 9450 5233 
Email: trinityherbert@westnet.com.au

Hours: Tue-Sat – 9.00am-5.00pm  
(by appointment after hours)

martinovich psychological 
Services
Martinovich Psychological Services 
provide counselling to a number of 
institutions throughout Perth. The main 
college referrals are for depression, 
anxiety and not coping.   The cost for a 
college referral is:  $165.00 plus GST of 
$16.50 or $181.50 per hour.

After the initial session the student can 
then go to their GP for a Mental Health 
referral.  Depending on the counsellor 
they are referred to depend on the cost 
of the session.

Clinical Psychologist session it is 
$150.00 with a $117.65 Medicare rebate.

Psychologist it is $140.00 with an $80.20 
Medicare rebate. 

Contact details
32 Holdsworth Street, Fremantle 

Phone: 9433 6559

fEES AppLy 
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ymcA y counselling Service
YMCA Y Counselling provides 
community based counselling services 
for young people aged 12-25 years. The 
service provides short, medium and long 
term counselling for a variety of issues 
such as depression, anxiety, self-harm 
and suicidal ideation. These sessions 
are generally very affordable for students 
($25 per session) and fees are charged 
according to income and can be reduced 
or waived if required. 

Contact Details
YMCA Perth 
Lynks Counselling Service 
60A Frame Court 
Leederville WA

Phone: 9328 3221 
Web: www.ymcaperth.org.au 
Email: counselling.perth@ymca.org.au

Delma Jessup
Psychologist Clinical Hypnotherapist

Delma Jessup operates from a 
private practice. She is a registered 
Psychologist with a wide range of 
experience in providing Psychological 
Services. She specialises in assisting 
individuals, children, adolescents 
and families to deal with difficult and 
pressing issues in their personal life and 
workplace. These issues general include 
anxiety, depression, alcohol and drug 
dependencies, grief and loss, suicidal 
thinking and problems stemming from 
trauma. 

Students will need a referral from their 
GP to access this service.

Contact details
Delma Jessup 
7 Bronzewing Street 
Huntingdale WA 6110

Phone: 9394 0123

Mobile: 0450 415 529

http://www.ymcaperth.org.au
mailto:counselling.perth%40ymca.org.au?subject=
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Anxiety Self Help Association 
Incorporated (ASHA) 
Anxiety is a normal response to 
feeling threatened. People differ as to 
how vulnerable they feel in different 
situations: this can be influenced by past 
experiences as well as by the beliefs 
and attitudes they hold about these 
situations.

Contact details
Suite B/11 Aberdare Rd, Nedlands 
Phone: 9346 7262 
www.cnswa.com/asha 

Please ring for appointment and opening 
times

Anxiety Disorders Alliance
An information and referral service 
for people experiencing Obsessive 
Compulsive Disorder (OCD), 
Generalized Anxiety Disorder (GAD), 
Social Phobia, Panic Attacks, 
Agoraphobia, Post Traumatic Stress 
Disorder (PTSD), and Specific Phobias. 
Also provides information on Obsessive 
Compulsive Disorder Support Groups, 
Anxiety Support Groups, Triumph over 
Phobia and OCD Self Help Groups, 
and Small Steps – Anxiety Awareness 
Seminars in Primary Schools.

Contact details
Phone: 1800 626 055 
http://depressionet.com.au/resources/
services/nsw/ada.html 

Silver chain grief Support Service
Offers counselling by appointment, 
group support, education sessions, 
resource material and information on 
loss and grief to the community of 
Western Australia.

Contact details
6 Sundercombe St, Osborne Park 
Phone: 9242 0242 

Hours: Mon-Fri – 8.30am-3.00pm

compassionate friends
A support group for bereaved parents 
and their families who have lost a child 
at any age. Please telephone for group 
meetings and rural contact details. 
http://www.compassionatefriendswa.
org.au/ 

Contact details
City West Lotteries House, West Perth 
Rm 10, 2 Delhi Street 
Phone: 9486 8711 

Please ring for office hours

Orchard grief Support group
A support group offering activities and 
education in a social setting for anyone 
who has suffered a loss.

Contact details
c/- Murdoch Community Hospice 
100 Murdoch Drive, Murdoch 
Phone: 9366 1366

Please ring for office hours

  

ANxIETy cOUNSELLINg 
BEREAVEmENT  
AND gRIEf 

http://www.cnswa.com/asha
http://depressionet.com.au/resources/services/nsw/ada.html
http://depressionet.com.au/resources/services/nsw/ada.html
http://www.compassionatefriendswa.org.au/
http://www.compassionatefriendswa.org.au/
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mAITRI – multicultural Service 
centre
MAITRI seeks to meet the mental 
health needs of people from culturally 
and linguistically diverse backgrounds 
by adopting cultural factors in the 
management of the condition. 
MAITRI provide professional mental 
health assessment, treatment 
and management, culturally and 
linguistically appropriate counselling, 
psycho-education and psychosocial 
intervention. Our service will be 
provided by mental health professionals 
including psychologists, social workers, 
psychiatrists and nurses in the client’s 
preferred language, or with the 
assistance of interpreters. 

Contact details
AMEP 1.5 days a week or at 
64 Wellington Rd, Morley 
Phone: 9375 2224

Please ring for office hours

ISHAR – multicultural centre for 
Womens Health
ISHAR focuses on the healing of lifestyle 
related problems that detrimentally 
affect the health and well-being of 
women of all ages, particularly those 
from culturally and linguistically diverse 
(CaLD) background. Our service 
delivery is flexible and responsive to the 
needs of women who are provided with 
information, referral, advice, counselling, 
training and/or support.

Contact details
21 Sudbury Pl, Mirrabooka  
(Mirrabooka Library Building) 
Phone: 9345 5335 
Email: info@ishar.org.au 
www.ishar.org.au  

Please ring for office hours

fremantle multicultural centre
The Centre aims to provide services 
to migrants and refugees from a 
diverse range of cultural and linguistic 
backgrounds. They have a policy of 
not turning anyone away, even if their 
need is outside the range of services 
offered. If there is no appropriate 
service within the Centre, they contact 
the most relevant community service 
organisation to arrange an appointment. 
Once a referral is made to FMC they 
will organise a counsellor to contact the 
student, they will arrange a session at 
a meeting place suitable to the student. 
If transport is an issue the Multicultural 
Centre will meet the client where ever 
they feel comfortable, on campus, in the 
student’s home, or on neutral ground.

Many clients do not speak English or 
have English as a second language. The 
staff speak a variety of languages, but 
where necessary on-site or telephone 
interpreters are arranged.

Contact details
241-243 High Street, Fremantle  
Phone: 9336 8282  
Email: reception@fmcwa.com.au 
Please ring for office hours

DEpRESSION – mENTAL HEALTH cOUNSELLINg

mailto:info%40ishar.org.au?subject=
mailto:reception%40fmcwa.com.au?subject=
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beyondblue
beyondblue is a national, independent, 
not-for-profit organisation working 
to address issues associated with 
depression, anxiety and related 
substance misuse disorders in Australia. 
beyondblue aims to raise community 
awareness about depression and 
reduce stigma associated with the 
illness. beyondblue is not a health 
service or a crisis service and does not 
have the capacity to respond to urgent 
or personal requests for help or advice.  
Provides information about depression, 
the information can be translated by 
accredited translators with input from 
mental health professionals. 

Contact details
Phone: 1300 224 636 
www.beyondblue.org.au

Please ring for office hours

 

multicultural Women’s Advocacy 
Service
MWAS is available to all women from 
culturally and linguistically diverse 
backgrounds who have experienced 
or are at risk of domestic violence.  
Offer support and advocacy for women 
with high needs in terms of isolation, 
language and access to mainstream 
services are emphasized.  The service 
is provided to women in a way sensitive 
to their cultural, religious beliefs and 
practices and language needs.

Contact details
Phone: 9328 1200 

Please ring for office hours

Domestic Violence Advocacy 
Service (DVAS) 
The Domestic Violence Advocacy 
Service is a free service for women who 
are experiencing or are at risk.  Support 
provides clients with a safe and friendly 
environment to access advocacy and 
legal advice.  They operate through self 
referral or GP referral.

Contact details
Phone: 9328 1200

Please ring for office hours

DOmESTIc VIOLENcE
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cyrenian House
The Voluntary Outpatient Program has 
a family counsellor employed to work 
specifically with young people and their 
families. The counsellor is available for 
people seeking counselling for either 
drug misuse problems or compulsive 
behaviors’. The Family Program offers 
individual, couple or family counselling with 
or without the substance using member, 
where appropriate. There is no lower age 
limit.

Contact details
318 Fitzgerald Street, Northbridge 
Phone: 9328 9200 

Please ring for office hours

Salvation Army - Bridge House
Non-residential Program – This program 
offers support for people who are 
experiencing problems with their alcohol 
and other drug use. The service includes 
community outreach, group work and 
individual counseling to assist individuals 
to develop strategies and problem 
solving skills appropriate to their unique 
situation.

Contact details
15 Wright Street, Highgate 
Phone: 9227 8086 

Please ring for office hours

Swan Emergency Services

A youth and family drug counsellor and 
educator are attached to this service. 
The service also provides crisis, short 
and medium term housing for homeless 
individuals, couples or families in the 
Midland area.

Contact details
Phone: 9274 5382

Please ring for office hours

DRUg & ALcOHOL cOUNSELLINgDOmESTIc VIOLENcE
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Education conciliator 
The International Education Conciliator 
provides legal advice in relation to 
disputes grievances between students 
and their educational institutions. 

Contact details
Phone: 9441 1900  
Email: conciliation@des.wa.gov.au

Please ring for office hours

Legal Aid WA
Provide information, advice and other 
legal help. The type and amount of help 
you will get depends on your finances, 
your legal problem and our resources. 
Fee applicable.

Contact details
Phone: 1300 650 579  
Phone: 9261 6222 

Hours: Mon-Fri – 8.30am-4.30pm

Sussex Street community Law 
Society
Need a healthcare card or income under 
$26,000 to be eligible.

Contact details
29 Sussex Street, East Victoria Park 
Phone: 6253 9500

Hours: Mon-Fri by appointment  
(Wed closed)

Victim of crime Support Service
This service offers confidential 
counselling and support services to 
victims of crime.  These services are 
provided by professional counsellors and 
trained volunteers.

Contact details
Level 2 District Court Building 
500 Hay Street, Perth 
Phone: 9425 2850 

Please ring for office hours

LEgAL ADVIcE
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citizen’s Advice Bureau of WA (Inc)
Provide a free, confidential, impartial 
information and referral service to any 
individual or organisation. Citizens 
Advice Bureau also provides legal 
advice, mediation and dispute resolution 
by appointment.

Contact details
25 Barrack Street, Perth 
Phone: 9221 5711 
Email: cab@cabwa.com.au 
www.cabwa.com.au

Hours: Mon-Fri – 8.40am to 4.00pm by 
appointment

Relationships Australia
Provides counselling, mediation, courses 
and seminars on a diverse range of 
topics.

Contact details
PO Box 1206, West Leederville 
Phone: 1300 364 277 
http://www.relationships.org.au/ 

pregnancy Lifeline
Pregnancy Support provides a free, 
confidential service.  They offer a doctor 
referral for pregnancy confirmation, 
They may cover the doctor’s fee on 
consultation.  

Contact details
138 Bennett Street, East Perth 
Phone: 9221 7118 or 9221 7117 
www.pregnancylifeline.com.au

Hours: Mon-Fri – 10.00am-3.00pm

mEDIATION AND RELATIONSHIp cOUNSELLINg 

http://www.relationships.org.au/
http://www.pregnancylifeline.com.au
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BENTLEy cAmpUS
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mIDLAND cAmpUS
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cARLISLE cAmpUS 
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THORNLIE cAmpUS
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GOVERNMENT OF
WESTERN AUSTRALIA

The Polytechnic of Western Australia
International Training and Education

2015 VET Semester Dates
Semester 1 2 February - 3 July
Semester 2 20 July - 11 December

2015 Higher Education Semester Dates
Semester 1 16 February - 3 July
Semester 2 20 July - 4 December

2015 ELICOS Term Dates
Summer School 5 January - 27 January
Term 1  2 February - 10 April
Term 2  20 April - 26 June
Term 3  20 July - 25 September
Term 4  5 October - 11 December

International Centre
Phone  +61 8 9442 8331
Email  internationalcentre@polytechnic.wa.edu.au
Website  polytechnic.wa.edu.au/international

Information in this handbook is correct at time of publication, January 2015.  
For the latest information please contact the International Centre.  
CRICOS Provider Code 00020G. ETI RTO Provider No 52395. Higher Education Provider. No 4385.


