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Welcome to Wiseman Institute

Thank you for rinterest in stu g at Wiseman a 0.
Advanced Learnihg Institute.

Wiseman and Co . Advanced Learning Institute enjoys a
reputation in Australia and throughout the world as a centre of
excellence and innovation in the design and delivery of quality
educational programs.

We offer an extensive range of vocational courses to students of
varying backgraéhds, with all our c@lirses being accredifed by the
Australian govefament.

MR. MD AJOY CENA  As a student at Wiseman and Co. Advanced Learning Institute you
Chief Executive Officer will experience a College characterized by an uncompromising
commitment to outstanding teaching and learning and the
development of highly motivated, work-ready, and respected graduates.

Our simulated workplaces and industry partnerships ensure our students gain the practical
skillg required for futurg employment.

OdrF commitment to ring an outstanding study experien t Wiseman and
Advanced Learning Institute for our international students also'includes the availability of a
wide range of support services

We look forward to welcoming you to Wiseman and Co. Advanced Learning Institute.
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Inférmation contained in this publication was corre€t at the time of production and is subject to change without
notice. Distribution of this publication does not guarantee that the course(s) will be offered. Availability of
courses are dependent upon student demand. All prices are quoted in Australian dollars.
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About Wiseman & CO. Advanced learning Institute

Established in 2017, Wiseman Institute is a young and innovative institution. We implement
creative, practical, current and imaginative training methods for our students who are,
coafinuing education #8r those who wouldllike their educatigffal needs and abiliti&s

i oved, or who arefSéeking preparati r career change

Our programs offer professional training that can lead to outstanding career opportunities.
Our aim is to provide quality education to enable our students to be job ready and help
build a useful society through Vocational Education & Training (VET).

The Wiseman & CO. team is made up of faculty and staff with exceptional academic and
professional credentials. We have created a learning community tailored to meet the
indigidual needs of ourgtudents, Whether gour career is alreagy on the rise or yoyg are

I ng for a change, Wiiether you are d ng career advan ent or returnin the job
market, there Is a placéffor you at Wiseman & CO.

Vision Statement
Wiseman & CO. envisions the holistic development of our students into vibrant
professionals while remaining conscious of human values and eco-friendly environment

Mission and Strategy
In plirsuance of our visi®n, our mission enddmpasses a road mfip of development@f our
high-quality tea g-learning envir ent. We

| values in our students to make them'highly

ingfitution, resources 0| build and sustai

te moral and ethi

ndeavour to incul
skilled professionals.

wil

Effgctive from 2020

I ation contained in*this publication was coft@ct at the time of prodii€fion and is subject to ge without
notice. Distribution of this publication does not guarantee that the course(s) will be offered. Availability of
courses are dependent upon student demand. All prices are quoted in Australian dollars.
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About Lakemba

Lakemba is a suburb in south-western Sydney, in the state of New South Wales, Australia.
Lakemba is located 15 kjlometers south-west of the Sydney ceptral business distrigt, in the
I government ar f the Canterburv{nkstown Counci

ThelLakemba Precinctfis located withinthe City of Canterbliry local govern t area and
approximately 16km from the Sydney CBD. The precinct borders the suburbs of Greenacre to
the north, Belmore to the east, Roselands to the south and Wiley Park to the west. Lakemba
town center comprises a retail/commercial strip running north-south along Haldon Street. The
center generally has a traditional, fine grain, built form with 1-2 story high street buildings.

Although buildings within Haldon Street are of varied architectural styling, it has a consistent

form created by building height and street width proportions. Together with its low vehicular

spegd and narrow cargageway, Haldon Sieet provides a cqgnfortable and attrgctive public
in for pedestria{

d

Thetown center is surrounded by an area'of medium density*housing. Strata titled apartment
buildings are generally concentrated within the western portion of the high-density residential
area. The outer areas of the precinct are largely occupied by single detached houses on
relatively large lots dating from around the mid-20th century.

Going out and around
Cycling

Lakemba has a pedestrian catchment which is largely
due to linear, intersecting primary roads and several
perpendicular secondary streets. There is no off-

stregt cycle infrastructurggwithin the centre or.
s unding streets

Lakemba Cycleways has all the information you'need
to get you riding on a bike, including maps, tips and many more resources. There is even a list of bike
hire options, so you don’t have to worry if you haven’t brought your own bike!
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Public transport

Our area features a comprehensive public transport network of train, bus and
ferry services. Light rail, sightseeing buses gnd taxis complemept the network.
L ba railway
stdtion is located on Bankstown Line @lithe Sydney Train
1895 and electrified in 1926.

etwork. The line W@s opened in

Lakemba Railway Station is located within the
core commercial precinct. Sydney trains will
increase service frequency and capacity of
their train services to meet the growing
demand of the area, meaning more trains and
quicker routes towards the ity from 9

minute 5 minutes by 20 uch Increase
in frequéh@ies on the existing®Bankstown to
Lidcombe rail line to accommodate growth in

the corridor prior to the operation of the
Sydney Metro.

When Sydney Metro is extended into the central business district (CBD) and beyond in 2024, metro rail
will run from Sydney’s booming West region of Lakemba and connect under Sydney Harbour, through
new underground stations in the CBD and beyond to the south west.

Thef® will be ultimate ¢ every two minuteslin each direction er the city, a

dney’s new metrogdailway will have a t t capacity of

acity for a metro t
re seen in Sydney
r hour.

lev@llof service never b
about 40,000 customers

The area has relativity good bus
access with four local and regional
bus services passing through the
precinct,  providing  frequent
services to Roseland, Greenacre,
Bankstown, Hurstville, Burwood,
and Strathfield.

Lakémba station is servediby one Night Rider

° N40: East Hills station to City
(Town Hall)
Punchbow! Bus Company operates
four routes via Lakemba station:

942: Campsie to Lugarno
S14: to Mouht Lewis

946: Bankst@wn to Hurstville
450: Sydney"®Olympic Park/Burwbood station to Hurs
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Walking

Walking is one of the best ways to get around our area. All the city’s villages are within walking
distance or just a short commute to the city centre.

T NSW governme nd their planni and
envifonment sector aréfproposing to crea ven
more spaces and infrastructure to Introduce a
shared bicycle/pedestrian path along the existing
rail corridor between Bankstown and Sydenham to
support local movements between centres.

Improve pedestrian access between the commuter
car parks and the public transport stations.
Intrgduce new local opengpace in all urban cengres as future develogments are proposedgnd provide
n&dand improved loc#¥g@ommunity faciliti®do meet the need the community a¥%the corridor
develops by 2020.

Lakemba Train Station

SBODHEEGD Public toilets

The Boulevard, Lakemba Lakemba has a large network of public toilets, some
Open: Mon-Fri 6am-10pm; Sat-Sun 6am-7pm of which are coin operated. If you are really
BP Belfield struggling, there are numerous local businesses with
ﬂn [ﬂ@mﬂ B toilets that are open to the local public for use. Be
53-57 Punchbowl road, Punchbowl warned Spitting in public, throwing garbage,
Opaine Opsn; 2§ Nours urinating in publiggle some offences are looked
Lakemba Library down upon in oufigreat society and distfacts us and
ma our society in Lakemba from living a prosperous life.
17 Colin Street, Lakemba
Open: Open daylight hours All these actions come with fines which are issued by
various government agencies, ie: Police. If you are

Wiley Park Train Stati ! . :
["l S IRGT unsure of where to find your closest public toilet
. u

have a look on: https://toiletmap.gov.a

Sy & o
e 2% ES et -y

Stanlea Parade, Wiley Park
Open: Mon-Fri 6am-7pm; Sat-Sun Bam-4pm

BP Connect Wiley Park

n ﬂ ﬂ i

24 - 42 King Georges Rd, Wiley Park
Open: Open 24 hours

Wiley Park Railway Station 13

The Boulevarde, Wiley Park

Open: Mon-Fri 9am-7pm What does the Toilet Map do?

Lakemba Railway Station The Toilet Map improves independence and quality

ﬂﬂlﬂ of life for the estinghted 3.8 million Ausigalians who

The Boulevarde, Lakemba . . .

Oxi arAGp are affected by i tinence. It provi

{slieiiba Womean's Rest Cantre ° the location'of the nearest public'toilet

° details of opening hours, accessibility,

Haldon Street, Lakemba parking, and other features

Opmnr Mon=Fri SaEopm ° the capacity to plan toilet breaks for short or
long journeys
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° the ability to save toilet information and trip plans
° access from tablets and mobile phones
It is also convenient for people with young families and those holidaying or travelling to new locations

SK¥Bpping Hours¥nd Trading ties for Busines&es
Most major shops and artment stores are'@pen 7 days a week. Li@ate night shopping t
Thursday evenings, with many stores open until 9pm. But most Grocery stores are open till late, Some
close at 12am and open back up at 7am. If you’re looking for food, most off the restaurants in Lakemba
stay open until 11pm to 12am also, so there is plenty of time to get something to eat.

s place on

Bas such as Commgwealth Bank, NA%\d Westpac are%n in Lakemba fra Monday to
Friday, 9am to 4pm. The Lakemba Post office is open from 9amto 5pm Monday to Friday ,Some

post offices open on Saturday mornings from 9am to 1pm such as Lakemba Post Office .

Most if not all businesses have halal certifications and follow all the proper procedures to
operate functional businesses in Lakemba which provide potential future employment options
for new migrants to the area. There are great locations in the area such as ALDI and Woolworths
to do daily shopping. Indian, Pakistani Bengali and Arab style grocery shops can be found in
abugdance.

P ‘_ 4
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Time zone

Lakemba is located within Australian Eastern Standard Time (AEST). Most of the residents in Lakemba
stay up late and around 10pm-11pm the streets are still safe and filled with people coming and going
coninuing on with their dhily lives, either sho@ping or having a latefhight coffee with frighds at one
o local establishm

Places Of Worship

Lakemba has many temples, churches, and mosques for the local community. There are holy places such
as the Lakemba mosque, the Wiley park Buddhist temple, Samoan presbyterian church, any many more
all cohesively involved in the community adding spirituality and faith to the community of Lakemba.

Our Sydney ‘

Sydgey is one of the worl@s most loved cities agd & e AR o™ %
it a sunny and vibr®ibuzz that makes i®the @ OEmbassy A 1
ultimate summer destination. There are al s @

plenty of things to do in Sydney during the ‘g

warmer months, from sightseeing and alfresco .mba Christian@

@
Q @ @ ( ™

dining, to fun in the sand and surf at one of iconic Feligwsnip g

Sydney beaches. Ahl Al Sunna Wal Jamah % £

Be prepared to love every second of your A %"':..
summer in Sydney. Sydney is the capital of New @ = z
So Wales, Australia. It# Australia's oldest af{d

la t city with a population of around 5 mili@n
people. Sydney is built ar@und a huge harbor and
hosts many tourist attractions as well as several
beaches, bays and a couple of national parks.

Sydney was first visited by the British in 1770
when Captain James Cook and Joseph Banks
sailed the Endeavor into “Botany Bay. The First
Fleet arrived at Botany Bay in 1788 under the
comfnand of Governor Asthur Phillip.

Shopping & sightseé@ing
Do not miss the chance to shop in the famous Queen Victoria building. This stunning shopping centres
occupies an entire city block. Sydney offers a whole range of great tourist attractions from the world-
famous Sydney Opera House and Sydney Harbor Bridge to the sandy shores of Bondi Beach.

A great way to get to see as much of Sydney as 'possible is to take part in one of the many Sydney
Tours.

mmodation
There are plenty of tourist accommodation aVailable to be booke line, including the'many Sydney
apartments which give you the 'flexibility of self-catering. or perhaps you prefer a more homely feel
of Sydney bed and breakfasts. For those of you on a budget you may like to consider one of the many
Sydney hostels, or for a more traditional holiday you can choose from the many Sydney hotels. All
these accommodation options can fill up very quickly at peak times so be sure to book early.
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Why choose Wiseman Institute.
At Wiseman institute, we are proud to offer internationally recognized courses which will help you
achieve your career goals.

rograms and
nal attitudes

i an Institute has ked closely with industry to creat ining and educati
wepromote an environment which allows o udents to develop'practical skills and p
that form the foundation for future success.

Graduates of Wiseman Institute leave equipped with skills and qualifications that are high in demand by
employers, leading to real careers and jobs. Our students feel job ready after completion of their chosen
course.

Quality career-oriented training

Wisgman & CO are alwayg working closely witla industry leaders togreate up to date ang current job-
oRgnted training and ation programs t re in high dema ith employers. Wi an & CO are
al s consulting with ous employers to erstand what theynéed from their potential employees,

which we integrate seamlessly into our training and education.

Our Campus Locations

Wiseman Institute is in the heart of western Sydney, Lakemba. With rapidly growing employment
opportunities within the area. We are located on Haldon St, 5 minutes’ walk from Lakemba station or
less than a minutes’ walk away from buses. We have access to such great outlets as the Lakemba library,
Retail and grocery shops, restaurants, Mosques, Churches and the M5 motorway.

gnition of Pri@# Learning (RPLyZcredit transferdhd National Re€@gnition
Wi an Institute recoghizes Australian qualifi€ation framework (AQF) qualifications andi§tatements of
attainment issued by other registered training organizations (RTO'S). Our team at Wiseman Institute are
committed to recognizing a student’s past experiences and knowledge and are committed to assessing
the students formal, non-formal and informal learning to determine the extent to which that individual
has achieved the competency standards.

Our Campus Facilities

Wiseman Institute provides training facilities and educational tools for enrolled students and we provide
a ralige of services to syfport both local and¥nternational studeal during their studi€$ and time at
W, an Institute

The following learning resources can be accessed by the students:

- Learning and assessment strategies

- Audio visual aids

- Commercial kitchen equipped with the required tools and equipment
- Internet access wireless internet

- Kitchen 'facilities

- Student Online Pfrtal on wisemanedudation.com.au

- Functional restddfant dining room

- Access to commefcial kitchens onsite

- Computer rooms and printing facilities
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Our main locations are in the suburb of Lakemba.

e Building 1: 157 — 171 Haldon St, Lakemba NSW 2195
e Building 2: 132 — 136 Haldon St, Lakemba NSW 2195

O\ \ ‘%'-‘STTHERESE'S'
B\ \ .0 T A

\ VL ¥5t Therose
E,% Io _ :,..St.' Therese i

-

.. St. Joseph's P

Primary School i ST JOSEP.
sL:sM O=ER%G E
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/

Our locations are centrally locatedbetween Shops
and transportation for utmost convenience.

If lost call 1800 905 091 )
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Student Services

A student orientation /induction is conducted on the first day of commencement of your course. Its
purpose is to fully inform new students of most aspects of student life at Wiseman & CO. In addition,
stafffmembers will be intgbduced; a tour of theffacilities and the surgbunding area will talg place,

a he opportunity to questions.

Important contact details for Wiseman institute and emergency services will be given to students at
orientation/induction.

We care about our students and seek to ensure your stay with us is academically rewarding. But also,
that an enjoyable one. Wiseman & CO. is committed to providing students excellent support services
as well as memorable and rewarding learning experiences.

We offer assistance with (which may include eﬁternal advice):

- Orientation ) __ sme—w i) ‘&

{

- Counselling

- Cultural adjustment

- Student accommodation

- Language & literacy support

- Career advice s all >

Opening hours Contact details & Location

Monday and Thursday: 10am-8pm 62 The Boulevarde,

Tuesday, Wednesday, and Friday: 10am-5pm Lakemba NSW 2195

Saturday: 9.30am-noon Phone: 9789 9419

Sunday and Public Holidays: Closed Fax: 02 9759 1037
Abqut
L ba Library and K ledge Centre has y different featu and of course, a | collection
of BBoks and publicationsd The library also o school holiday actidities as well.

Homework Help is available on Mondays, as part of our Homework Assistance Program. There are
computers and Internet access available for everyone to benefit from during opening hours.

You will also find plenty of other useful services, including Justice of the Peace and English as a
Second Language classes. All wiseman students will gain access to Lakemba library.
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Courses that get you qualified in Australia.

-- SIT30816 Certificate Ill in Commergial Cookery --
TRig'tourse averages 1 hours of durationgg€luding work plac t; this course is eeks
in ing holidays. This rse is designed tofprovide participants With the skills, knowlédge, and

attitudes to meet the demands of the culinary industry.

40516 Certific!e IV in Commefkial Cookery --

The course averages 1474 hours of duration including work placement; this course is 78 weeks
including holidays. This course is designed to provide participants with the skills, knowledge, and
attitudes to meet the demands of the culinary industry. It is aimed at individuals who wish to
become Head chefs and/or also be able to manage a restaurant. Therefore, it is appropriate for
students who may wish to start their career in leading a kitchen, on managing the food and beverage
division.

S nts in this course elop a broad aw ss and understa g of the hospitalitygifdustry,
wi particular emph on skills required 8 managers and supévisors.

In short, this course will provide students with:

e  Training and skills development in Commercial Cookery.

e  Training that incorporates the following key competencies: collecting,
analyzing, and organizing information.

e  Working with others; using mathematical ideas and techniques; solving

problems and ugjng technology.

A specific overgew of Commerci okery methods,g¥€eparation of foo d

kitchen mana ent.

Basic skills and knowledge for entryinto the hospitality industry as a chef.

® Interpersonal skills essential for a successful career in the hospitality industry.
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-- SIT50416 Diploma of hospitality management --

This course averages 1342 hours of duration including work placement; this course is 66 weeks
including holidays. This course is designed to provide participants with the skills, knowledge, and
attiifides to meet the denfands of the culinaryghdustry.

L

Students in this course develop a broad awareness and understanding of the hospitality industry,
with a particular emphasis on skills required by managers and supervisors.

I rt, this course wiNggfovide students wi

Training and skills development in pitality Manage t & Commercial kery.

e Training that incorporates the following key competencies: collecting, analyzing, and
organizing information.

e  Working with others; using mathematical ideas and techniques; solving problems and using
technology.

e A specific overview of Commercial Cookery methods, preparation of food and kitchen
management.

®  Basic skills and knowledge for entry into the hospitality industry as a chef & manager.
Interpersonal skifls essential for a sufcessful career in th@hospitality industr;

0416 - Diploma of hospitality managément
Course SIT50416 - Diploma of

AUD $ 19,820

Code hospitality Management el (e
Enrolment Fees
CRICOS 0101155 $ 300
Code (Non - refundable)
Duration 66 weeks Total Hours 1344
Hours (FT) ?aoceH)ours PEFUEE e e Study Mode 100% Face to Face

rse Description
ualification proVides a pathway to Work in any hospitalify industry sector
a departmental or small business manager.

The diversity of employers includes:
Restaurants, hotels, motels, catering operations, clubs, pubs, cafés, and coffee shops.
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Course Fees

430816 Certificata in Commerecial d)kery 4 4

Course SIT30816 Certificate Il in Tuition F AUD $ 15,140.00
Code Commercial Cookery uition rees
Enrolment Fees

CRICOS 098079M $ 300
Code (Non - refundable)
Duration 52 weeks (including Holidays) Total Hours 1034
Hours (FT) ?aoclt;i)ours PEP ISR (EER 2 Study Mode 100% Face to Face
Cqurse Description

qualification reMects the role of coMimercial cooks wh e a wide range ell-

eloped cookery skills and sound knowledge of kitchen opérations to preparéffood and
menu items.
Using discretion and judgement, they work with some independence and under limited
supervision using plans, policies, and procedures to guide work activities.

This qualification provides a pathway to work as a commercial cook in organizations such
as restaurants, hotels, clubs, pubs, cafes, and coffee shops.

440516 Certificati in Commercial 4kery 4 4

Course SIT40516 Certificate IV in Tuition F AUD $ 22,160.00
Code Commercial Cookery uition rees
Enrolment Fees
dilldes 098080G $ 300
Code (Non - refundable)
Duration 78 weeks Total Hours 1474
Hours (FT) ?;)CI:)ours per e (iEge 1 Study Mode 100% Face to Face

irse Description |
qualification reflécts the role of cominercial Chefs whofiave a supervisory'@f team

leading role in the kitchen. They operate independently or with limited guidance from others
and use discretion to solve non-routine problems.

This qualification provides a pathway to work in organizations such as restaurants, hotels,
clubs, pubs, cafes and coffee shops, or to run a small business in these sectors.

Possible job titles include:

Chef, chef de Partie.

Confirmation of Enfolment Forms isas

On receipt of your tuition fees Wiseman and Co. Advanced Learning Institute will forward you
an official Electronic Confirmation of Enrolment (eCOE) which will allow you to apply at
Australian Embassies and Consulates abroad for a student visa to enter Australia.
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Term Structure: Certificate Il in Commercial Cookery (only)

Training | SIT30816 Certificate 11l in Commercial Cookery 25 units

Schedule

Week Subject ‘ ‘ ‘ Kitchen & | Work

Classroom | placement
Orientation Session

1-10 HLTAIDOO3 Provide first aid 200 + 20
SITXFSA001 Use hygienic practices for food safety hours
SITXFSA0O02 Participate in safe food handling practices self-
SITHCCCOO01 Use food preparation equipment study
SITHCCCOO5 Prepare dishes using basic methods of cookery
SITXINVOQ@ Maintain the quality of perishable itegns
SITXHR 1 Coach others Wggob skills
SITHIND Source and use TAformation on the RBspitality
industry

11-12 Term break 1 (2 weeks)

13-22 SITHKOPOO02 Plan and cost basic menus 200 + 20
SITXWHS002 Identify hazards, assess and control safety hours
risks self-
SITXINVOO1 Receive and store stock study
BSBSUS201 Participate in environmentally sustainable
work pragfices
SITXWHSQ01 Participate in work practices
BSBWOR203 Work effectively®with others
SITHKOPOO1 Clean kitchen premises and equipment
SITHPATOO06 Produce desserts

23-24 Term break 2 (2 weeks)

25-34 SITHCCCOO6 Prepare appetizers and salads 200 + 20
SITHCCCOO07 Prepare stocks, sauces and soups hours
SITHCCCOO08 Produce vegetable, fruit, egg and farinaceous | self-
dishes study
SITHCC Prepare poult shes
SITHCCC Prepare seafoodidishes
SITHCCCO14 Prepare meat dishes

35-36 Term break 3 (2 weeks)

37-48 SITHCCCO18 Prepare food to meet special dietary 240 + 24
requirements hours
SITHCCCO19 Produce cakes, pastries and self-
breads study
SITHCCCO020 Work effectively as a cook
External Mfork placement service periods 200

49-52 Term 4 break (4 weeks) (Course Completion)
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Term Structure: Certificate IV in Commercial Cookery (only)

Training | SIT40516 Certificate IV in Commercial Cookery 33 units

Schedule

Week Subject ‘ ‘ ‘ Kitchen & | Work

Classroom | placement
Orientation session

1-10 HLTAIDOO3 Provide first aid 200 + 20
SITXFSA001 Use hygienic practices for food safety hours
SITXFSA0O02 Participate in safe food handling practices sl
SITHCCCO01 Use food preparation equipment Sl
SITHCCCOO5 Prepare dishes using basic methods of cookery
SITXINVQ@2 Maintain the quallty of perishable itefs
SITXHR 1 Coach others infjob skills
SITHINDOO2 Source and use information on the haspitality
industry

11-12 Term break 1 (2 weeks)

13-22 SITHKOPOO02 Plan and cost basic menus 200 + 20
SITXWHS002 Identify hazards, assess and control safety hours
risks self-
SITXINV0O] Receive and store stock study
SITHPAT Produce desse

23-24 Term bréak 2 (2 weeks)

25-34 SITHCCCOO06 Prepare appetizers and salads 200 + 20
SITHCCCOO7 Prepare stocks, sauces and soups hours
SITHCCCO08 Produce vegetable, fruit, egg and farinaceous self-
dishes
SITHCCCO12 Prepare poultry dishes ST ]
SITHCCCO13 Prepare seafood dishes
SITHCCCO14 Prepare meat dishes

35-36 Term break 3 (2 weeks) 4 1

37-48 SITHCCC Prepare food toffeet special dieta 240 + 24
requirements hours
SITHCCCO019 Produce cakes, pastries and el
breads

. study
SITHCCCO020 Work effectively as a cook
External Work placement @ 50 service periods 200

49-52 Term 4 break (4 weeks)

53-62 SITXHRMQQ3 Lead and managg people 200 + 20
SITXCCS@87 Enhance custo service experie hours
BSBDIV50d Manage diversityiin the workplace self-study
SITXMGTO001 Monitor work operations
SITXCOMOO5 Manage conflict
SITXHRMOO02 Roster Staff

63-64 Term break 5 (2 weeks)
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65-74 SITXFINOO3 Manage finances within a budget 200 + 20
SITHKOPOO04 Develop menus for special dietary hours
requirements self-study
SITXINV0O04 Control stock
SITHKOR Coordinate co g operations
SITXWHSQ03 Implement and'monitor work healthland
safety practices
BSBSUS401 Implement and monitor environmentally
sustainable work practices

75-78 Term break 6 (4 weeks) Course Completion

Term Structure: Diploma of Hospitality

4

» A A

Management (only)

Training | SIT50416 Diploma of Hospitality Management 28 units

Schedule

Week Subject Kitchen & | Work

Classroom | placement
Orientation session

1-12 SITXHRMOO03 Lead and manage people 240 + 22
SITXCCS007 Enhance customer service experiences hours
BSBDIV50) Manage diversity ip the workplace self-study
SITXMG¥91 Monitor work rations
SITXCO 5 Manage confli
SITXHRMOO2 Roster Staff
HLTAIDOO3 Provide First Aid
SITXFSA001 Use hygienic practices for food safety

13-14 Term break 1 (2 weeks)

15-26 SITXFSA0O02 Participate in safe food handling practices | 240 + 22
safety practices hours
SITHCCCOQp Prepare appetizers and salads self-study
SITHCC Prepare stocksygauces, and soups
SITHCCC Produce vegetable, fruit, egg and
farinaceous dishes
SITHCCCO12 Prepare poultry dishes
SITHCCCO13 Prepare seafood dishes
SITHCCCO14 Prepare meat dishes

27-28 Term break 2 (2 weeks)

29-38 SITXFINOO3 Manage finances within a budget 200 + 20
SITHKOPO@4 Develop menus fgr special dietary hours self-
require ts study
SITXINV Control stock

SITHPATOO06 Produce Desserts

SITXWHS003 Implement and monitor work health and
safety practices

BSBSUS401 Implement and monitor environmentally
sustainable work practices
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39-40 Term break 3 (2 weeks)

41-50 SITXCCS008 Develop and manage quality customer 200 + 20
service practices hours self-
SITXMGTQ@2 Establish and cofduct business study

Relation s

BSBMGT Manage operatiohal plan
SITXFINOO4 Prepare and monitor budgets
SITXGLCO01 Research and comply with regulatory
requirements

51-54 Term break 4 (4 weeks)

55-66 SITXHRMO0O04 Recruit, select and induct staff 240 + 24
SITHINDOO4 Work effectively in hospitality service hours self-
study
External®Mork placement u{] service period 200
(Course completion)

Course Assessment

Assessment is a combination of written assignments, tests and practical application projects.
In some courses, assessment is based on competency, i.e. the ability to perform specific skills
and is done through a combination of observation, discussion, written assignments, tests,
examinations and/or practical application/work related projects.

S nts are requir o attend in-cla ssessments as eduled by Wis n and Co.
Advanced Learning InStitute

Teaching Methods

Teaching methods may comprise supervised classroom learning, online learning, lectures,
tutorials, individual feedback sessions, supervised practical components, work
experience/practical placement, language support and field trips.

Coutse information may also be provided tg students via the uge of the intranet.

Le@rning Resourc

A list of learning resources will be provided to students on commencement of their course.
Students will be required to purchase books and other materials as part of their course.
They should allow for additional payments per year for these materials. Some materials may
be provided online and are made available through Wiseman and Co. Advanced Learning
Institute.

What students may need to bring with them to classes.
Stldents are require{bring their own Stationary such as n, electronic de such as
laptop or tablet like an"iPad, safety boots When attending practical classes. They must also

carry with them the given chef hat, apron, and chef jacket with student ID that has been
provided by the RTO to the student on orientation day at all times when attending classes.
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Entry Requirements

English Proficiency Minimum IELTS score of 5.5 or equivalent with minimum 5 in each
band Or Complete an LLN test at Wiseman institute before confirming
enrolment.

Age Minimum age is 18 years

English Course International Student who does not meet the English entry

requirement is required to register in the appropriate English course
Required documents | Original or certified copies of all documentation must be submitted
with application. Further details for these requirements can be found
at www.immi.gov.au

Intakes Hours January-February / March-April /June-July / September-October 20
(Full Time) hours per week
Study Mode 100% Face to face in a classroom

! E: International Students‘m hold a valid visa to uncake study with Wiseman an‘o. Advanced Learning Inate

Application Process

Important information to read before completing your Enrolment Application Form. Please
read this information carefully, complete all sections and ensure that certified copies of your
acagemic transcripts and English language gssessments are attached.

EMb/ment Applica Form

Before completing the Enrolment, Application Form you should have read the information
contained in this prospectus. You should ensure that you fully understand the College’s Terms
and Conditions of Enrolment and the Fee Payment and Refund Procedures.

You must attach to your application certified copies of your academic results including your
English language assessment.

You are required to copfirm and consent fo important items, at the end of the Enrolment
ication Form — r the heading “Qgtlaration”. Pleasggéad them carefu efore you
sightthe Enrolment Agplication Form.

Application Fee

Applications will only be considered when they are accompanied by an Application/ Enrolment
Fee of A$S300.

Applicants who are applying through accredited agents and IDP Education offices are exempt
from paying this application fee.

P‘j/s/ona/Accep e / Rejection
Upoh receipt of your application the College will notify you whether you have been accepted.

If you are NOT accepted, due to reason that are not the control of the RTO your application
fee will not be refunded. If you are accepted, Wiseman and Co. Advanced Learning Institute
will forward to you a Letter of Offer and the Fee Schedule.

19| Page



http://www.immi.gov.au/

< < < < <

In some courses, there are no specific learning resources except those provided by Wiseman
and Co. Advanced Learning Institute in hard and soft copy.

Coyrse Credit

Int@Fnational studentsiinay be eligible fo dit for previous §tudies they have uddertaken. In
Australia, we call this Credit Transfer (CT) or Recognition of Prior Learning (RPL).

Credit Transfer may be granted on the basis of previous study of the same or similar
modules/units of competency at Wiseman and Co. Advanced Learning Institute or at other
approved Registered Training Organisations by the Australian Skills Quality Authority.
Recognition of Prior Learning is used to evaluate qualifications gained from other formal
studies or training.

Infogmation on how tagapply for this typegof credit will be vided during the grientation
pgram. If you beli you will be m g an applicatio r course credit arrival at

man and Co. Advanced Learning Institlte, please bring With your original coplies of your
academic transcripts and a verifiable, detailed outline of each subject that you undertook as
part of the course.

If you think you are eligible for this type of credit or you wish to apply for exemptions, you
should lodge your application at with Wiseman and Co. Advanced Learning Institute before
the end of the orientation week at the latest. Applications received after that time will not be
considered.

RPLACT will be grantedfsubject to meetin® the requirements®of Standard 9 of tfle National
C —completion willin the expected dufation of study. Reféfito www.aei.gov. SOS. Until
youthave received notification that you have been granted RPL or CT, you must attend all
classes.

There is no refund of fees for any credit granted. If you are granted RPL or CT, you will be
allowed to enrol in additional subjects, subject to places being available. In this way, you may
be able to complete your course in a shorter amount of time.”

Please refer to the conditions for RPL under the Terms and Conditions of Enrolment.
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Orientation Sessions

As many students find life in Australia quite different from life in their home country,
orieptation activities hgve been designed to help students become familiar with, Australian
cyplire and customs to introduce styg€nts to the Colle nd its services.

All%students will be pF@vided with an ori@ntation informati@h pack. This informiation pack
details many aspects of living and studying in Lakemba and introduces students to life in

Australia. In the week preceding their course, students will be provided with an orientation
program that will further develop on the material supplied in the information pack.

Orientation sessions include information about enrolment, facilities and services available at
Wiseman and Co. Advanced Learning Institute, Australian culture and customs, safety in
Lakemba and how to find employment. Orientation sessions are a great way of meeting other
stugents.

Student Life

AUD AUD
Takeaway food | $8-S12 Accommodation | $120-380
Dining Out | $25-$55 (shared or single)
Instant Coffee 125gms | $5-58 Telephone/postage | $15-40
Loaf of bread | $3-S5 Food cooked at home | $70-130
1 Litre Milk | $3-S5 Transport | $20-55
1 Litre Water | $3-S5 Electricity/Gas | $35-55
Movie Ticket | $15-520 Clothes/Entertainment | S50+
Chocolate | $3-S5 TOTAL | $310-645
Bus/Train | $5-$15

| Average weekly living costs in Australian Dollars Regular purchased items in Australian Dollars

Studying in Australia
UsgXhe Studying in Auéiralia website [%/ www.studvinaugitalia.gov.au/) to make an
ia.

ini@rmed decision abalit studying in Aus

The website has information for international students studying and living in Australia,
including:

Australian education providers

courses

scholarship programs

testimonials from international students.

Sd‘dent Servie & Support‘

Colrse aadvice and enrolmentassistance

Students are introduced to the academic staff and to their Course Coordinator at Orientation.
Students will also be provided with course advice and assistance at enrolment. If you need to

contact our Student support officer, Please call our 24 Hour contact No. 1800 905 091 or drop
by or offices to book an appointment to receive some assistance
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Student Service & Support

Course aavice and enrolment assistance

Students are introduced to the academic stgff and to their Cougge Coordinator at Qgientation.
S nts will also be vided with cour dvice and assist¥i€e at enrolment.
Oriéntation Program

An orientation program is conducted before classes and is compulsory for all newly-arrived
international students. The program includes an introduction to Wiseman and Co. Advanced
Learning Institute service and facilities as well as an introduction to Australian Culture, Society
and life. Students are also introduced to academic culture and rules of the College, which are
considered necessary for successful study. Important contact details for Wiseman institute
and emergency services will be given to students at orientation/induction.

selling Services { 1
Counsellors are available to assist international students with%personal and study problems

and to provide educational and vocational counselling. Students receive full assistance to
achieve their study goals in Australia.

Wiseman & CO. is committed to providing students excellent support services as well as
memorable and rewarding learning experiences.

Counselling service charges will be determined by the service provider.

Wefare Proud to annfunce that we hay® partnered with Mreams Australia ifdmigration
seffices, who will pr e free consulta to Wiseman & students about Jfamigration
andfadmission related 1§sues.

Full support services list with contacts can be obtained through Wiseman and Co. Advanced
Learning Institute head office.
We offer assistance with: (which may include external advice)
- Orientation - Counselling
- Cultural adjustment
- Student accommodation

4 4 4
- Language & liteffacy support ;
guag ] y supp ~ Head Office
- Career advice q _
Australia
= ali@hmmkmigration.com Sydney
17 Haldon Street Lakemba 2195, NSW Australia.
LY L .
‘ L4 Saud@hmmkmigration.com
HMM[{ i'& +61430012300 +61424385485
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Accommodation Options

Several options are available for students including rental accommodation, shared
accommodation and homestay. During this time you will learn about the Australian
enyfonment, culturgglarid get help h the 'Aussie' g8@nglish languageg¥Homestay
acé@mmodation is re mended for at |€@st the first 4 weelof your stay.

Most international students prefer to share rental accommodation to reduce costs. We can
assist students to find accommodation. The beginning of each term is a busy time, students
should request assistance to find accommodation at least two weeks prior to arrival. For
further information contact us at 02 9740 4340 Students are required to make a request for
this service at least two weeks in advance.

We have many real estate agencies in lakemba, they can also assist you with all your rental

neegs. We suggest doing your research ong property before sjgning any contract
T are rental ager{; such as: { { {

Conlact Us

+61 (2) 97 400 300
+61(2) 97 594 340

Email lakemba.nsw@raywhite.com

Rﬂy wnite Address: 199 Lakemba Street

Lakemba, NSW 2195

81179999 9759 1300

Australian Homestay Network

Wegbelieve that choosigg a homestay for
c®ntry ensures a mdPealsuccessful exper®mce for internatio®al students. AHN
selécts their hosts caréfully to ensure that®@ur students are placed in
environments that are not only safe and comfortable but also warm and
welcoming. Our students can expect to enjoy a supportive, friendly home while
adjusting to Australian culture and the community they will

be living in. Our program includes: A H N

Homestay management and support throughout the entire
homestay experience Australian Homestay

Extéhsive national cripathal background chécks for hosts Network

commodation whe coming to a new

Student support services including banki nd transportatio

Comprehensive online training and orientation for hosts and students

Professionally staffed 24/7 critical incident contact centre
Management of all homestay payments for students and hosts
https://www.homestaynetwork.org/

23| Page



http://www.homestaynetwork.org/
http://www.homestaynetwork.org/
http://www.homestaynetwork.org/

< < < <

Unlike other accommodation options students don't need to search for a property, pay a
bond, find furniture or sign any long term contracts themselves. Above all, AHN hosts are

trained to ensure you have a safe and enjoyable stay. — —

ort Receptionjrvices -
The'College can make afrangements to pick you up at 4
the airport upon request. All students requiring
assistance with airport reception services MUST inform
the College of their flight details at least ONE WEEK prior to their arrival to ensure suitable

accommodation and airport reception can be arranged. Please contact the College for more
information.

Stuglent Banking
I national Studem‘an open a bank unt before the ive in Australia.
C

monwealth Banki§lone of Australia’s€ading financial inStitutions, offering
comprehensive range of personal, business and institutional banking products and services
under one roof. By choosing the bank more Australians choose, you can rest assured your
money is in safe hands. This is a free service. For further information on how to open a bank
account online, simply visit: www.commbank.com.au/movingtoaustralia

Overseas Student Health Cover

CommonwealthBank /

A international s nt, it is a conditm of your student that you have rseas
Student Health Cover(@SHC) for the entir@lduration of your Stay in Australia. O gives you
access to out of hospital and in hospital medical services to help you maintain your health
whilst studying in Australia.

For more information on Overseas Student Health Cover:

http://www.health.gov.au/internet/main/publishing.nsf/content/overseas+student+health+c
over+fag-1

Medical Services
nal Health Serviggs8 Directory is an ne search engin ereby you can i

ch the
diféctory to find healthfservices near yo e website provi information ab General

Practice Doctors, pharmacies, hospitals and emergency departments.

http://www.nhsd.com.au/ A
— IR
000

LE~ &

Emergencies -

In tige event of an emegency, where theregds a danger to life qg a crime is in progrgss, you
S Id call 000. This ber will give yo cess to Police, Fi¢elor Ambulance. TWts is a free
ca

Legal Services

International students can seek legal advice in relation to immigration (Visas), discrimination
and many other matters. Legal advice and assistance can be obtained for free or at a minimal

cost. For further information go to: http://www.legalaid.nsw.gov.au/
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Beach Safety
Be careful when swimming in Australian water. Some parts of the coast have powerful

currents and tides. Shark attacks are rare, but sometimes do occur. It is safest to swim at
beaghes that are supergised by Surf Lifegugds, these are beadfies that are marked by red
aigyellow flags.

Student Visa Obligations
Visa

If you have a problem or question about your visa talk to the Student Support Officer or the
Principal or you can talk to the Department of Human Affairs (DHA) (DIBP) about your visa

or other immigration matters. https://www.border.gov.au/Tra
r the ESOS fram{rk as an overse udentona studivisa you have r nsibilities

to™Satisfy your studentisa conditions, tain your Overseas Student Health er (OSHC)
for the period of your stay, inform your provider if you change your address, maintain
satisfactory course progress and maintain satisfactory attendance.

VEVO is a free internet service available 24 hours a day, seven days a week. It allows you, and
your employer or education provider, to view your visa details online.

Change of address

|

a hanges to your ress whilst livingdfilAustralia. This is g@8sential to ensure ¥iat your
S nt Records are trle and correct and t® enable the Colleg€ to maintain contaét with
you whilst enrolled with the College. If you have a student visa, you must also advise the
Department of Human Affairs (DHA) of the change of address.

t is% requirement of r visa to notify eman and Co. Ady@inced Learning Instfute of
tu

Tax File Number

You must obtain a Tax File Number to be able to work in Australia. This is available from the
Australian Tax Office.
httpg//www.ato.gov.augtaxprofessionals/cgntent.asp?doc=/cantent/64067.htm

Yallr workplace ri

Workers in Australia — including visa holders with permission to work — have rights under
Australian workplace law.

The Fair Work Ombudsman Pay and Conditions Tool (PACT) provides information on pay
rates, shift calculations, leave arrangements and notice and redundancy entitlements.
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Working in Australia

If you are a student visa holder, you and your dependent family members have permission
to work included with your visa. You and your family members must not breach the work
their student visag$ bmilies must not_ sk

conditions that

Permission to work

You cannot work until you have commenced your course in Australia. Once your course has
commenced you are permitted to work a maximum of 40 hours per fortnight when your
cougse is in session, angyunlimited hours wjen your course is ot in session.

that is a formal J@gistered part of y@lir course is not in ed in the limit 0 hours
perfortnight.

Voluntary, unpaid work, is not included in the limit of 40 hours per fortnight if it:
e s of benefit to thecommunity
e s for a non-profit organisation

e isgenuinely voluntary (that s, you are not paid either in cash or other—board and
lodging is acceptable).

If voluntary wor Id have been un#ertaken by an Aus#@lian resident wh@would
haVe received a wage,then this is include@in the 40 hours.

Family members granted permission to work
Family members:

e  must not start work until the primary visa holder has commenced their course in
Australia

e can work up to 40 hours per fortnight at all times unless the primary visa holder has
commenced a cgurse towards a magter's or doctoral degree and holds a Stydent visa
(subclass 500 this case there i limit on the nu r of hours a famigggmember
might work.

Additional information about student visa work conditions

More information is available about Workplace rights - for all visa holders working in

Australia. https://www.border.gov.au/Trav/Work/Work/workplace-rights

You can view your visa online using Visa Entitlement Verification Online (VEVO)
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Links

Transport Planner

Useghis website to plagyour transport usagaround sydney, sugh as when using trajns or
bUs€s the website carfdell you what time% next transport icle will arrive atyfour
location. This website can be used to plan Your trip on the day®r even weeks ahead. This

website is continuously updated so if there are time table changes or cancellations it can let

you know. www.transportnsw.info/trip#/

Australia.gov.au A Tr ansport

This website can be used to find out information on such issues as youth payments, Business
apgdndustry

ABW grants, non-protand small businesSfiprimary industry, Whport and export,"Sience and
technology, Culture and Arts, heritage, history, honors and awards, family history

Education and Training, scholarships, Environment, Family Community, Workplace health
and safety, Immigration and Visas and many more .

www.australia.gov.au

Australian Taxatio: ce
u find local hospitals and doctors practices/offices aroundithe area.
If you have any serious issues remember to call : 000.

TheéWwebsite can help

.health. .EOV. N
www.nhea NSw.gov.au i__‘i!;
Tax file No. online lodgement NSW | Health

This website can help you to obtain a Tax file number to use when working in Australia.
e S
This website can be used to find safety informationand cu rrent events around the

world and help you plan your trip safely. smartraveller gov.au
https://smartraveller.gov.au _

EVERY TRAVELLER > EVERY TRIP

Tf&@¥elling oversea

Jobs and Workplace
Careers, government jobs, employment services, disability employment, working conditions.

www.careeron m.au/
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° Public Safety and Law

Consumer protection, fraud, online safety, scams, emergency services, legislation, police,
righls. Call: 000 if in anflhazardous or life tlreatening situatiof arise.
hilg://www.police.ngll.gov.au/ :
wwW.border.gov.au/

° Id’s and Licensing

Registration and licences, roads and transport, aviation, regional development
WWW.Sservice.nsw.gov.au

erwce

° Tipping

Tipping is not the general custom in Australia, but it is your choice at any time and much
appreciated.

www.traveller.com.au
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TERMS & CONDITIONS OF ENROLMENT

1. Student Responsibilities - VET

a) Students must satisfy entry requirements for course of enrolment.

) If a student is deenfed not yet competent @h completion of trainif, they will be offered
opportunity to b®g€assessed. If a stude deemed not yet co tent a second time, ¥y will be
given a third and | opportunity for re ssment.

c) |If astudentis required to be reassessed at any time, they will be provided with further guidance from
their trainer prior to reassessment.

d) If after three attempts the student is deemed competent in some but not all the units of
competencies required, a Statement of Attainment will be issued.

e) All students will undergo an induction with the Institute, which will include the student’s rights and
responsibilities against the relevant Australian Commonwealth, State or Territory legislation and
regulatory requirements.

Students are issuedwith a Student Handbdbk & International Student Handbook, which iicludes the
Student’s rights responsibilities tha | affect their partici n in training.
The student acknoWledges that they musti@bserve the Institute’s'olicies and proceduresjaccording

to State and Federal Government legislative and regulatory requirements and the Student Visa
requirements, as set out in the Student Handbook and the International Student Handbook.

2. Visa Requirements

According to Visa requirements, all students are required to undertake full-time study workload and must
attend a minimum of at least 80% of classes in their course, as per the duration stated in their Confirmation of
Enrolment (CoE)

Failure to meet the minimum attendance requirements may result in the student being reported to the
Depaftment of Home Affaig8\(DHA) for unsatisfact@ly attendance, which padny result in the cancell@tion of
th tudent visa.

If a student does not commehce studies on the agréed commencement date, after 14 days the Institute will
cancel the student’s CoE unless a new starting date has been agreed to. Any student who does not commence
studies will be reported to the DHA, and this may result in the cancellation of the student’s visa.

Students are required to have in place, prior to commencement of studies, Overseas Student Health Cover
(OSHC) throughout the duration of their course of studies. Our organisation has agreements in place with
OSHC providers and can assist you with accessing health cover.

3. Enrolment & Selection (5.3)
a) ZJhis form is just for regigtering your initial intergst into training with thg Institute and is not cgpfirmation

f your enrolment i e Institute. The pu e of the form is to r information fro student to
etermine their suitaBiility into their course oice.
b) “All programs consist of @ minimum of 20 hoursface-to-face scheduled €ourse contact hours per week.

c) The student is responsible for notifying the Institute if they have a medical condition or disability or
require assistance in their training.
d) An Enrolment Application Fee must accompany enrolment to enable the students’ application to be
processed.
e) Itisthe student’s responsibility to note the date, time and location of the course as advertised.
f)  Courses with low enrolments may be cancelled, every effort will be made to contact students, please
ensure your contact details are correct.
g) RBequests from the studgnt to transfer or creditgheir course placementgdue to changed personal
rcumstances will b sidered and every rt will be made to e e a placement into Iternative
urse.
h) you are unable to complete your course, due'to changed personal ciftumstances, the Institute will make
every effort to ensure you are placed into an alternative pre-scheduled course.
i)  Students can only join after course commencement date if they meet all prerequisites. Full course fees are
still payable for late enrolments.
j)  The Institute reserves the right to decline admission to a course, terminate a student's enrolment in a
class or change a Trainer/Assessor at any time without notice.
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k) Students participate in courses involving physical activity; field trips, practical demonstrations etc. and do
so at their own risk. the Institute’s students are covered by public liability insurance whilst studying on
campus.

1) Airport pickup service and Accommodation arrangement/Homestay Placement fees are non-refundable

ter the arrangement #nfirmation email has feen sent to the stude

m¥4€ompleting the Enro t Application Form s not guarantee a p with the Institute.

n) Whhe Institute reserves right to decline an lication.

o) Students from assessment level 3 and 4 countries are advised to apply through the Institutes
representative (International Student Agent).

p) Applications will be processed when all required documents and the non-refundable enrolment fee are
received by the Institute.

g) Accommodation arrangement/Homestay replacement fee and airport pickup service arrangement fee is
payable every time the arrangement request is made.

r)  When the duration of studies at the Institute needs to be extended to complete the course, the student is
required to pay additional fees for this extension.

s) he student is responsijffle for keeping a copy d{the letter of offer, as ffovided by Wiseman o

dvanced Learning | ute.

4. urse Fees and Payments (5.3)

a) Please refer to the International Student Prospectus and the Letter of Offer for information on'course
fees, including any required deposit; administration fees; materials fees and any other charges (if
applicable).

b) Fees must be paid in Australian dollars by bank cheque or bank transfer to the Institute’s bank account.
the Institute will not be responsible for any monies paid to agents.

c) The Institute reserves the right to vary fees.

d) Enrolment and course fees do not cover personal costs, such as the cost of accommodation, living
expenses, social activities, stationary or other equipment that the student may like to purchase.

e) Mhe Enrolment Applicaifbn Fee is non-refundalffe in any circumstance

f) ertificates and Stat nts of Attainment a sued to students w re assessed as com nt in the

nits completed. The €05t of the certificates iSlihcluded in the course'f@es.

g) Fees not paid by the due date will incur a late fee of 5% of the total fee due.

h) The student puts at risk their CoE being cancelled if their course fees are not paid by the due date. If a
student has any problem paying fees on time, it is the student’s responsibility to discuss alternative
arrangements with the Institute administration before the due date.

i) The student is responsible for retaining a copy of the receipts received for all payments made

j)  An Enrolment Application Fee of $300 is required to be paid with this Enrolment Application Form, which
is non-refundable

k) Students are responsible for the safe storage of their Certificates and Statements of Attainment. If a

udent requires a reissfe of their Certificate of§Statement of Attain t, a certificate re-issu fee of $80
ill be charged.

) a student is require be reassessed, they™Wiill be provided with her guidance from t trainer
prior to reassessment.

m) If a student is deemed competent in some but not all the units of competencies required, a Statement of
Attainment will be issued, and the student will be given a six-month period to undertake reassessment if
required.

n) The Institute is responsible for the quality of the training and assessment in compliance with these
Standards, and for the issuance of the AQF certification documentation

5. Refund Policy

a) If astudent’s visa application is rejected the student will be refunded the full tuition fees, (this does not

clude the Enrolment Mpplication Fee, any acd@mmodation arrangem@nt fee and/or airport fickup service
e), upon evidence g provided by the s nt that their Visa h en refused.

b) udent’s are also eli for a Refund if the itute cancels the enr@lled course or the Pri al course
application has been denied.

c) Requests for withdrawal for reasons other than those mentioned above, will be eligible for a refund as
follows:

i If a student withdraws from a course more than 28 days prior to course commencement, 80% of
the initial tuition fees will be refunded.
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ii. If a student withdraws from a course prior to commencement of study, but less than 28 days prior
to the course commencement, 50% of tuition fees paid (up to 24 weeks) and 100% for the
remainder fees will be refunded.

d) There will be no refund issued following commencement of studies

e) Al Enrolment Applicatih fees, accommodatioarrangement fees and&irport pickup service f@es are non-
fundable.
f) a student breaches conditions, resultin studies being cancelléd, there will be no reflind.

g) |If the Institute cancels the course. 100% of fees paid will be refunded. (This includes the tuition fees,
accommodation fee, Overseas Student Health Cover fees, Enrolment Application Fee, accommodation
arrangement fee and airport pickup service fee)

h) The Institute is not responsible for the agency fee you paid to the Education Agency (EA).

i)  When a refund is applicable and the student has paid the course fee through an agent, the commission
deducted from the course fee by the EA will be refunded by the EA as part of the total refund.

j)  The Institute is only responsible for the refund of the commission received by the student’s EA.

k) Torequest a refund, the student will need to complete the Refund Request Form. The request will be

rocessed within 4 weefls from the date of apgjcation.

) ny arrangement fee luding arrangemen r Accommodation, ort Transfers and stay fees)

re non-refundable a the arrangement haslBeen made.

m) Tuition fees will not be transferred to other educational institutions except in exceptional circumstances
and at the discretion of Wiseman & Co Advanced Learning Institute.

n) No refund or transfer will be made to third parties.

o) This policy may be waived by the Institute in exceptional circumstances at its absolute discretion and the
decision of the Institute is final.

p) If a student disagrees with this process they have the right to submit a Complaint and Appeal Form to
appeal the decision.

g) This agreement, and the availability of complaints and appeals processes, does not remove the right of the

udent to take action hder Australia’s consuffer protection laws.

6. ferring, Suspendin Cancelling Enrolme

Studénts need written permission from Wiseman o Advanced Learninginstitute to defer their'€urse. In

cases where permission is granted, DHA will be advised via PRISMS. Student enrolments will be deferred or

temporarily suspended by the institute when there are compassionate or compelling circumstances (e.g.

illness where a medical certificate states that the student is unable to attend classes), or misbehaviour by the

student.

The full policy and procedure pertaining to the circumstances in which a student may defer, suspend or cancel
their enrolment is available within the International Student Handbook.

Wiseman & Co Advanced Legrning Institute is required to advise DHA via PRISMS when a student fails to
cQ ence a course, withdgdws before the cours ds, or changes theirgdurse, which will affeci#flis or her
st nt visa.

Studénts who are unable to arrive on time may be given up to one week to'‘commence. After one week, the
student cannot be guaranteed a place in the course. If the student arrives after the agreed date, they may be
required to return home or placed in an English language program until the next available commencement
date for the course.

Evidence of assessment of applications for deferment or suspension of enrolment will be retained on student
files.

Wiseman & Co Advanced Learning Institute will inform the student of its intention to suspend or cancel the
studgnt’s enrolment where ghe suspension or cancgflation is not initiated lig the student and notify the
st¥ent that he or she ha working days to ac Wiseman & Co Ad ed Learning Institu nternal
Complaints and Appeals pregedure.

7. Accommodation and Airport Pickup Service

If you require assistance with making arrangements for Accommodation and/or Airport Pickup Service, the
Institute will require a minimum 28 days' notice to arrange accommodation and 14 days for airport pick-up
service.
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If the student has requested an Airport Pickup Service, on arrival the student will be accompanied from the
airport by an approved delegate of the Institute.

8. Students Contact Details

All ingernational students arg required to inform thgInstitute of their Austgglian residential addresg within
s (7) days of arrival i stralia and must a any changes of ad or other contact d s such as
contact number, email addigss, etc, within five ( orking days.

9. Termination

Wiseman & Co Advanced Learning Institute reserves the right to expel a student for breaching enrolment
or/and visa conditions. Fees will not be refunded and the CoE will be cancelled immediately after the student
is notified. This may result in cancellation of the student’s visa.

10. Privacy Protection

Wiseman & Co Advanced Learning Institute respects the importance of securing any form of personal
information which is collected from the student(s) and/or other Stakeholders. Information collected from
studénts is only utilised fordhe purpose gatheringdfformation on the studéht as part of their encglinent,

tr g, assessment and ification process. Al a is kept securely within either a locked filig@tabinet or
filed*electronically within a' password protected database.

Wiseman & Co Advanced Learning Institute has an obligation under Commonwealth and State legislation to
provide information to certain government departments for the purpose of reporting data to the government.
On occasion, the government regulatory body will require access to student records for the purpose of
auditing the RTO against the Standards for RTO’s and/or the National Code. No student files will be removed
from the Institute’s site, unless a student is notified beforehand.

Students have a right to access and alter their personal information.

The [@stitute has the right tggall the media images tgken by the Institute duging the student’s studigs at the
In te, this includes ph raphs, video and D mages.

11.'Changes to Agreed Services

Where there are any changes to the agreed services that will affect the learner, including in the event of
Wiseman & Co Advanced Learning Institute closing down, the Institute will advise the learner in writing as soon
as practicable, this includes changes to any new third party arrangements or a change of ownership or any
changes to existing third party arrangements.

The registered provider will notify the designated authority (ASQA) and the students enrolled with the
registered provider of any intention to relocate premises (including the head office and campus locations) at
least@0 working days beforgthe relocation.
1 nsumer Guarantee
thellgstitute guarantees that| the services providediy the Institute will b

e provided with due care and skill

o fit for any specified purpose (express or implied)

e provided within a reasonable time (when no timeframe is set for the training).
13. Cooling Off Period

the Institute protects the rights of the learner including but limited to the Statutory requirements for cooling-
off periods.

Students are eligible to cancel their enrolment by placing a formal notice of cancellation in writing to the
Academic Manager (a lettef®r email is acceptable)8vithin 10 business dayfof enrolment, unless student
haS@lready commenced tli€training. Please referd the Refund policy fomfrocess on acquiring fund.

14. Complaints and Appea

If a student is experiencing any difficulties, they are encouraged to discuss their concerns with the Academic
Manager. the Institute’s administrative staff will make themselves available at a mutually convenient time if a
student wishes to seek assistance.
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If a Staff member or Student wishes to make a formal complaint they are required to complete a Complaints
and Appeals Form, which is included in the Student Handbook. Once the form has been completed, the form
should be submitted to the Institute for actioning.

Pleagge refer to the Student Handbook for more detgils on the complaints agd appeals process.
1 edit Transfer

Thellpstitute recognises t ustralian Qualificati Framework and Vocatjonal Education and ning (VET)
qualifications and VET statements of attainment issued by any other Registered Training Organisation.

Credit Transfer will be awarded for all units of competencies that directly align with units from the
gualification the student has enrolled. Evidence of competences achieved must be supplied for recognition to
be processed (ie presentation of original certificate or transcript).

Please refer to the Student Handbook or contact the office for the procedure on how to apply for a Credit
Transfer.

16. Language, Literacy and Numeracy (LLN)

LL pport is available to glovide students with ice and support servie8s in the provision of laflguage,

lit y and numeracy as ment services. Stud needing assistance Miith their learning is t identified
uponienrolment. Trainers and staff within the Institlte can provide students with support to assistithe student
throughout the learning process.

Language, Literacy and Numeracy skills are generally included and identified in Training Packages and
accredited course programs. In identifying language, literacy and numeracy requirements, students’ are
required to have basic skills in:

e Count, check and record accurately

e Read and interpret

e Estimate, calculate and measure
A dents are required eet English langua ills as part of their Iment, but may be ired to
u take further LLN as ment if identified as®@ing required by the Iistitute.
17.Support Services
the Institute caters to diverse client learning needs and aims to identify and respond to the learning needs of
all clients. Clients are encouraged to express their views about their learning needs at all stages of their
learning experience from the initial enrolment and induction stage to course completion, through their trainer
or Student Support Officer.

The Institute is committed to providing clients requiring additional support, advice or assistance while training.
Please see the Student Handbook on the types of support provided by the Institute.

To aghieve this and to ensus the quality delivery offtraining and educatiorf the Institute providesdlient
vo¥ational counselling to rove and extend traMig outcomes. Studen®@re advised to make

appeintment with their tr rin the first instanc required the studenti¢an then schedule an‘appointment
with the Institute for further counselling and/or assistance.

18. Legislative and Regulatory Requirements

All students will undergo an induction with the Institute, which will include the student’s rights and
responsibilities against the relevant Commonwealth, State or Territory legislation and regulatory
requirements. Students are issued with an International Student Handbook and Student Handbook, which also
includes the Student’s rights and responsibilities that will affect their participation in vocational education and
training.

The&udent acknowledgesgBat they must observedhe Institute’s policies @A8d procedures, accordif¥g to State
a deral Government [gBislative and regulato guirements, as set in the Student Handi@@ok.

19. Age Dependents

Should the student be accompanied by school age dependants, the student must accept responsibility for any
primary or secondary school fees. The dependants are not eligible to attend government schools free of
charge.
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Any school age dependant of a student must be enrolled and attending school during the period that the
student is studying with the Institute.

20. Wiseman & Co Advanced Learning Institute Contact Hours

Offieg Hours are 9:00 AM tqag:00 PM by appointm
o nd not weekends a ublic holidays. The
hoUrs, weekends and publi€holidays.

t only. Email correspogidence is made during weekdays
tute does not take or reply to emails de of office

21.Pre-Departure Information

If this is your first time studying in Australia, we recommend that you visit the following website:
https://www.studyinaustralia.gov.au/english/live-in-australia, which provides useful information regarding
travelling and living in Australia.
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