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1.0 WELCOME TO NOVA INSTITUTE 
 

FROM THE PEO  

 
 

The Ins t i tute has prepared th is handbook to 
provide you wi th an overview of  the 
Ins t i tute ‟s  pol ic ies , benef i ts ,  and ru les . I t  is  
intended to famil iar ize you wi th impor tant 
informat ion about the Inst i tu te, as  well  as 
provide guidel ines for  your  employment  
exper ience with us in  an effor t  to foster a 
safe and healthy work  environment . Please 
understand that  th is book let  only h ighl ights  
Ins t i tute pol ic ies,  pract ices, and benef i ts  for  
your  personal  understanding and cannot,  

therefore,  be construed as a legal  doc ument .  I t  is  intended to provide 
general  information about the pol ic ies , benef i ts ,  and regulat ions governing 
the employees of  the Inst i tu te, and is not  in tended to be an express or  
impl ied contract.  The guidel ines presented in th is  handbook are not  in tende d 
to be a subst i tute for  sound management,  judgment , and d iscret ion.   

I t  is  obvious ly not possible to ant ic ipate every s i tuat ion that may ar ise in the 
workplace or  to provide informat ion that answers every poss ible quest ion. In 
addit ion,  c i rcumstances wi l l  undoubtedly require that  pol ic ies , pract ices, and 
benef i ts descr ibed in th is handbook change f rom t ime to t ime.  Accordingly,  
the Inst i tu te reserves the r ight to modify,  supplement,  rescind,  or revise any 
provis ion of  th is handbook f rom t ime to t ime as i t  deems necessary or  
appropr iate in  i ts  sole d iscret ion with or  wi thout not ice to you.  

No bus iness is f ree f rom day-to-day problems, but we bel ieve our  personnel  
pol ic ies and pract ices wi l l  help resolve such problems. Al l  of  us  must work  
together  to make the  Inst i tu te a v iable,  healthy, and prof i table organisat ion.  
This is  the only way we can provide a sat isfactory work ing environment that  
promotes genuine concern and respect  for  others inc luding al l  employees 
and our customers.  I f  any statements in this  hand book are not  c lear to you,  
p lease contact  the PEO or  his  des ignated representat ive for  c lar i f icat ion.  
This handbook supersedes any and al l  pr ior  handbooks of  the Ins t i tu te.  

 
 
 
Vaneer Randhawa 
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FROM THE GENERAL ADMINISTRATION MANAGER  

 
Congratulat ions on your decis ion to work  with 
Nova Inst i tu te.  You have taken a major  step in 
your  career  to jo in a team of  dedicated and 
professional  staff  here at Nova.  Together we wi l l  
s tr ive to provide our s tudents  a meaningfu l and 
at  the same t ime an enjoyable per iod in their  
l i fe here in Austra l ia.  

 
Your manager  wi l l  take you through an induct ion 
process to fami l iar ise wi th fac i l i t ies and job 

expectat ion.  I f  you have any concerns at any t ime regarding any pol icy or 
procedure, p lease br ing th is  to the a ttent ion of  your  manager or  Campus 
Manager.  We wi l l  t r y our best  to resolve any issues.  

 

Hope you have a wonderfu l t ime here at  Nova.  We have a Cont inuous 
Improvement Pol icy in  p lace.  Your t imely feedback wi l l  help us to improve our 
systems and processes. Thank you for  your  feedback.  

 

I  wish you the best in your  career  and l i fe  here in NOVA with us.  
 

 

 

Satish Madaan 
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2.0 NOVA ENVIRONMENT 
 
AMBIENCE 

In ternat ional  students  have great  expectat ions of  Nova,  par t icu lar ly i ts  services 
and staff .  A profess ional look ing work  environment  can do much to create a 
pos i t ive impress ion and g ive conf idence in the organisat ion.  
 
AFFIRMATIVE ACTION 

Nova is  committed  to provid ing an environment which serves as a model for  
other RTO‟s  who may provide academic and assoc iated services for  
internat ional  students.    
 
Nova expects a l l  s taff  to  have a pos it ive at t i tude towards work ing in an 
organisat ion that employs and cons tant ly relates to people wi th d if fer ing 
cultura l  backgrounds and expectat ions.  

 
HARASSMENT AND BULLYING  

Harassment is  unwelcome conduct that humil ia tes,  offends or in t im idates 
people.  Nova Ins t i tute of  technology wi l l  not  to lerate harassment or  
int im idat ion of  our  employees on any bas is  prohib ited by law, inc luding race,  
color,  sex, age, re l igion,  nat ional  or ig in,  handicap,  disabi l i t y,  marita l s tatus, or  
veteran status.  
 

Harassments could be  
 
1)   Sexual harassment  such as  

 

  Sexual ly expl ic i t  or  sexual ly suggest ive posters that make people feel  
uncomfortable  

  Mak ing inappropr iate and/or  unwanted comments about  other  people 
bodies  

  Talk ing about  sex and a person in the off ice wi thout  that  person‟s 
knowledge and/or  consent  

 
2)   Non-sexual harassment which inc ludes any k ind of  behaviour that  

 

  The other person does not  want  and does not return  

  Offends (makes one feel hur t ,  upset) ,  humil ia tes (makes one feel s tupid 
or embarrassed)  or int im idates (makes one feel  smal l  and not important)  

  Targets people because of  their  race (which country someone comes 
f rom), age, re l ig ion, sex or other  character is t ic  

   

The above inc ludes racial  taunts ( teas ing someone at  because of  the colour of  
their  sk in) and disabi l i ty harassment (cal l ing names related to a person‟s 
d isabi l i t y) .  
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The Ins t i tute recognises that every employee has the r ight  to quiet enjoyment  
of  their  workplace and learning environment .  
 
Worksafe Victor ia def ines workplace bul lying as repeated, unreasonable 
behaviour  d irected towards an employee,  or group of  employee s,  that creates a 
r isk  to health and safety.  Bul lying and harassment are cons idered to be 
unacceptable behaviour that wi l l  not be to lerated under any c ircumstances and 
may resul t  in d isc ip l inary act ion against  staff  members involved.  
 
Some examples of  behaviour that could be bul lying include:  

 

  spreading mal ic ious rumours, gossip, or  innuendo that is  not  true  

  exc luding or  iso lat ing someone soc ia l ly  

  int im idat ing a person  

  undermining or del iberate ly impeding a person's work   

  phys ical ly abus ing or threatening abuse  

  wi thhold ing necessary informat ion or purposefu l ly g iving the wrong 
informat ion  

  mak ing jokes that  are 'obviously of fens ive'  by spoken word or e -mai l   

  intruding on a person's pr ivacy by pester ing,  spying or s ta lk ing  

  creat ing a feel ing of  uselessness  

  ye l l ing or us ing profanity  

  cr i t ic is ing a person persistent ly or  constant ly  

  bel i t t l ing a person's opin ions  

  tamper ing wi th a person's personal  belongings or work  equipment  

  humi l ia t ing someone through sarcasm or  insults  

 
Employees must br ing any v io lat ion of  th is pol icy to the immediate at tent ion of  
their  manager or the Campus Manager.   The Ins t i tute wi l l  thoroughly invest igate 
a l l  such c la ims with due regard for  the pr ivacy of  the individuals  involved.   Any 
employee who knowingly reta l ia tes against  an employee who has repor ted 
workplace harassment  or  d iscr iminat ion shal l  be subject to immediate 
d iscip l inary act ion, up to and inc luding d ischarge. Nova expects  a l l  employees 
to behave in a profess ional manner and to treat ea ch other wi th d igni ty and 
respect.   
 
The PEO and managers have a respons ibi l i t y to create a workplace that is  f ree 
f rom any d iscr iminat ion and harassment .  
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CODE OF ETHICAL CONDUCT 

Accept ing employment  at Nova Inst i tu te of  Technology implies  that  employees 
have agreed to accept  the organizat ion‟s  phi losophy,  pr inc ip les,  pol ic ies  and 
goals.  Vio lat ions of  th is code may lead to d iscipl inary act ion,  up to and 
including terminat ion.  

 
Al l  s taff  must  treat  a l l  informat ion f rom and about s tudents,  employees, 
management,  work  re lated mater ia ls  as conf ident ia l and must not  g ive names or 
other personal  information to anyone outs ide Nova Ins t i tute of  technology 
wi thout  the express permission of  the indiv idual  concerned.      
 
Employees have a respons ibi l i t y to:  

  represent  Nova in  a pos it ive way 

  promote a pos it ive publ ic  image of  in ternat ional s tudents  

  perform off ic ia l  dut ies  wi th sk i l l ,  care and d i l igence,  us ing author i ty in  a 
fair  and unbiased way 

  provide service and advice to students , agents and assoc iates in a 
professional  way 

  t reat  col leagues,  members of  the publ ic and Nova s tudents , s taff  and 
assoc iates with cour tesy and sens i t ivi t y to their  r ights,  dut ies  and 
aspirat ions  

  respect the pr ivacy of  a l l  col leagues and mainta in a non -disrupt ive 
behaviour  at a l l  t imes  

  behave at  a l l  t imes in a profess ional manner  that mainta ins or  enhances 
Nova‟s  reputat ion  

  respect conf ident ia l i t y of  the meet ing room  

  provide support  and tra in ing as required/requested by new col leagues  

  observe safe work  pract ices and ensure that  the workplace i s  f ree of  
bul lying & harassment  

  ensure that tak ing i l l ic i t  drugs or  in tox icat ion does not occur at  the 
workplace 

  avoid any conf l ic t  of  in terest  ( f inanc ia l or  otherwise) assoc iated wi th the 
performance of  work  at Nova Inst i tu te of  Technology.  

  behave in a profess ional way by not accept ing g if ts or favors  f rom cl ients 
in return for  an act ion or otherwise  

 
 
DRESS CODE 

Personal at t ire plays an impor tant ro le in  def ining the publ ic ‟s image of  the NIT.  
NIT s taff  has a responsibi l i t y to project  both conf idence and  professional ism.  
Staff  can have a pos it ive impact on c l ients by dress ing in a professional 
manner.   
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EMERGENCY AND EVACUATION CHART  

NIT s taff  have a respons ib i l i t y to unders tand the Emergency and Evacuation 
Procedures of  the premises where they work  and fami l iar ise themselves wi th a l l  
instruct ions.  The PEO wi l l  ensure that  the Emergency Char t is  d isplayed at  
strategic points in the organisat ion.  Reading the Emergency and Evacuation 
Procedures is a compulsory par t of  the induct ion for  each s taff  member.  S taff  
must a lso fami l iar ize themselves wi th the Emergency Char t d isplayed.  
 

OCCUPATIONAL HEALTH AND SAFETY  

Nova is  committed to protect ing the heal th and safety of  employees, c l ients,  
v is i tors and assoc iates. I t  is  committed to i ts  duty to provide and main ta in as 
far  as  is pract ica l,  an environment  that  is  safe and wi thout r isks to those who 
use i t .  This  inc ludes:  

 

  provid ing and mainta in ing safe equipment  and systems of  work  

  promot ing a safe workplace and resolut ion of  issues in a t imely manner  

  mainta in ing the workplace in a safe and heal thy environment  

  provid ing adequate faci l i t ies to protect the welfare of  a l l  employees  

  provid ing informat ion,  tra in ing and supervis ion for  a l l  employees to 
enable them to perform their  tasks safe ly  

  ongoing inspect ion and review of  the work  p lace, work  pract ices and 
procedures  

  appropr iate response in the event  of  an incident or  injury to ensure an 
invest igat ion is conducted to prevent  a recurrence  

   

SECURITY 

Nova has a number of  secur i ty systems/cameras in p lace to protect  i ts  
premises.    
 
Staff  members,  who are entrusted wi th re levant keys and passes, are not to 
lend keys to others wi thout the express permiss ion of  their  manager or  the 
PEO. This  is  looked on very ser ious ly and can resul t  in d isc ip l inary procedures 
against  a staff  member.  
 
When a staff  member res igns f rom Nova,  a l l  keys must  be returned to the 
inst i tu te off ic ia l .  
 

DRUG FREE AND SMOKE FREE ENVIRONMENT 

Nova is  a non-smoking work  p lace.  The Inst i tute a lso does not  to lerate the 
presence of  i l legal  drugs or the i l legal  use of  legal  drugs in our workplace.  
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CONTINUOUS IMPROVEMENTS 

Nova encourages staff  to suggest  changes that  may enable the organizat ion  to 
improve the qual i t y of  i ts  services cont inual ly.  A suggested change or 
opportunity for  improvement  may become a pparent  f rom exper ience,  a system 
fai lure, audi ts,  or  c l ient surveys .  The ins t i tute has a registry to record such 
requests .  This is  kept  in a shareable fo lder  and can be accessed by a l l  s taff .  An 
entry can be made in the regis ter  and/or  d iscussed with you r  manager.  The 
manager  wi l l  address the issue by in i t ia t ing suitable act ion.  
 

 
ATTENDANCE AND REPORTING TO WORK 

Each employee is  important  to the overal l  success of  our operat ion.  When you 
are not here, someone else must  do your job. Consequent ly,  you are expected 
to report  to  work  on t ime at  the scheduled s tart  of  the workday.  Repor t ing to 
work  on t ime means that  you are ready to start  work , not  jus t arr iv ing at  work , 
at  your  scheduled s tar t ing t ime.  

The Ins t i tute depends on i ts  employees to be at work  at  the t imes and 
locat ions scheduled. Excess ive absenteeism and/or  tard iness wi l l  lead to 
d iscip l inary act ion, up to and inc luding terminat ion.  The determinat ion of  
excess ive absenteeism wil l  be made at  the d iscret ion of  the Inst i tute.  Absence 
f rom work for  three consecutive days wi thout  proper ly not i f ying your 
supervisor wi l l  be considered a voluntary resignat ion.  You are required to 
provide documentat ion f rom your  doctor to support  an injury -  or  i l lness-
re lated absence, and to ensure that you may safe ly return to work .  

I f  you expect to be absent f rom the job for  an approved reason (e.g.  paid t ime 
off  or  a leave of  absence),  you should not i f y your  manager  of  your upcoming 
absence as far  in  advance as poss ib le.  I f  you unexpectedly need to be 
absent  f rom or late to work , you must  contact the recept ion and request the 
manager /campus manager  to be not i f ied of  the absence or tard iness. Fai lure 
to proper ly contact us  wi l l  result  in  an unexcused absence for d isc ip l inary 
purposes.  Your at tendance record is  a par t of  your  overal l  performance rat ing. 
Your at tendance may be inc luded dur ing your review and may be cons idered 
for other  disc ip l inary act ion up to and inc luding terminat ion.  

 
RECORDING HOURS WORKED  

You could be asked by your manager to f i l l  in  a dai ly/week ly t ime sheet.  The 
Ins t i tute wi l l  provide you wi th a t ime sheet for  repor t ing your  hours.  Only you 
are author ized to record your own t ime.  

 

PAY PERIOD and PAYDAY  

The inst i tu te transfers  pay fortn ight ly  on Thursdays.  Pay per iods s tar t  on 
Monday morning and end on Fr iday af ternoon .  
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HOLIDAYS 

The Inst i tute observes publ ic  hol idays and are declared in advance.  
Ful l- t ime employees wi l l  be paid for  these hol idays as long as the employee 
was present for  work  on the workdays immediate ly before and af ter  that 
hol iday,  or  had an acceptable excuse for  being absent  on any such days.   I f  a  
paid hol iday fa l ls  wi th in an employee's  vacat ion per iod, the hol iday wi l l  not be 
counted as a vacat ion day.  
Part- t ime employees are not  e l ig ib le for  hol iday pay.  

 
EMPLOYMENT CLASSIFICATIONS 

Upon being h ired by the Ins t i tute, a l l  new employees must  serve a n inety (90)  
calendar  day probat ionary per iod.   I t  is  especial ly important  that you make your 
supervisor aware of  any quest ions or  problems you may encounter  dur ing th is 
per iod.   Your  performance wi l l  be carefu l ly moni tored dur ing th is per iod.  At the 
end of  the probat ionary per iod, your performance wi l l  be reviewed,  and i f  i t  has 
been sat isfac tory, you wi l l  become a Ful l -Time Employee.  Sat isfac tory 
complet ion of  the probat ionary per iod does not  ent i t le  you to employment for  
any spec if ic  term, but does ent i t le  you to par t ic ipat ion in many of  the Ins t i tute's 
employee benef i ts  programs.  

For  the sole purpose of  determining the al low ance of  cer ta in employee benef i ts ,  
employees are c lass if ied as:  

Full -Time Employees  -  An employee who has sat isfactor i ly completed the 
probat ionary per iod and is  scheduled to work  an average of  for ty (38) hours  per  
week on a regular  and cont inuous bas is.  
Temporary Employees  -  An employee whose services are ant ic ipated to be of  
l im ited durat ion fa l ls  into this  c lass if icat ion.   Temporary employees are not  
e l ig ible for  part ic ipat ion in those employee benef i ts programs made avai lable 
for  the Ins t i tute Regular Ful l-Time Employees, a lthough separate benef i t  p lans 
may be avai lable for  certa in temporary employees ass igned to work  at the 
Ins t i tute.   Such employees wi l l  be separate ly not i f ied of  any such programs.  
 

MAINTAINING YOUR PERSONNEL RECORDS  

I t  is  your  responsib i l i ty to provide current  in formation regarding your address, 
te lephone number,  etc . Please use the Employee Informat ion form to note any 
changes in your  address, phone number,  emergency contact  information, 
marital  status, number  of  dependents , etc .  

 

PERSONNEL FILES 

Employee personnel f i les are the proper ty of  the Inst i tute,  and do not belong to 
the employee.  However, upon request,  the Inst i tu te wi l l  provide employees wi th 
copies of  performance evaluat ions and other  performance -re lated documents 
that  the employee has previous ly received.   

 

INDUCTION 

Al l employees of  NIT inc luding fu l l ,  part - t ime and casual employees are ent i t led 
to an induct ion into the organizat ion, i ts  pol ic ies and procedures,  resources and 
a l l  other  requirements  of  their  pos i t ion.   
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New NIT employees wi l l  receive an appropr iate and systemat ic  induct ion into 
the organizat ion.  You and your manager should ensure that  the areas in the 
Staff  Induct ion Check l ist  are proper ly covered.  

 
PERFORM ANCE EVALUATIONS 

Employees may have their  job performance reviewed on an annual bas is  by 
e ither  their  manager or by the Campus Manager  of  the Ins t i tute.   

 
TRAINING AND PROFESSIONAL DEVELOPMENT  

NIT wi l l  achieve a h igh s tandard of  sk i l l  and effec t iveness in a l l  s taff  through 
valu ing personal  and organizat ional learn ing and teamwork, and by provid ing 
general  support .  Staff  have the opportuni ty to ident i f y own profess ional 
development needs or  could be ident i f ied dur ing performance evaluat ions.  

 
Staff  who attend NOVA funded tra in ing and conferences,  need to  be aware that :  
any proceedings are the property of  the organisat ion.  
they need to act  at  a l l  t imes in the interest of  the organisat ion.  
a summary report  is  expected and needs to be submit ted to their  manager  
 
Al l  t ra in ing and arrangements  for  such must  be  approved by management  pr ior  
to i t  being under taken,  and wi th suff ic ient advance not ice.   
I f  t ra in ing is required by NOVA, s taff  wi l l  be g iven t ime in l ieu ( in other words 
paid for  their  t ime) and their  course fees wi l l  be paid.  

 
PERSONAL CALLS, VISITS AND BUSINESS    

The Inst i tute expects the fu l l  at tent ion of  i ts  employees while they are work ing.  
Although employees may occasional ly have to take care of  personal mat ters 
dur ing the workday,  employees should try to conduct such personal bus iness 
e ither  before or af ter  the workday or dur ing breaks or  meal per iods. Regardless 
of  when any personal cal l  is  made, i t  should be kept short .  

Employees should also l im it  incoming personal  cal ls ,  v is i ts ,  or  personal 
transact ions.  The Inst i tu te ‟s phones should be avai lable to serve the Ins t i tute ‟s  
customers, and non-bus iness use of  the phones can hur t the Inst i tute ‟s  
bus iness.  A pattern of  excess ive personal phone cal ls,  personal  v is i ts ,  and/or 
pr ivate bus iness deal ings is not  acceptable and may lead to d isc ip l inary act ion.  

 
BUSINESS EXPENSES     

Employees may occas ional ly incur expenses on behalf  of  the Inst i tu te.  The 
Ins t i tute wi l l  re imburse employees for typ ical bus iness expenses provided a 
val id  receipt  is  submit ted wi th in a week of  incurr ing such an expense.  

 

INSPECTION OF PERSONAL AND INSTITUTE PROPERTY  

The Inst i tute ‟s  employees use the property and equipment  the Ins t i tu te owns 
and provides, and may a lso use the Inst i tu te ‟s mater ia ls,  informat ion,  and 
other suppl ies.  While employees may decorate their  off ice wor kspaces wi th 
their  personal possess ions (such as pic tures,  p lants,  and the l ike) ,  employees 
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must remember that proper ty suppl ied by the Inst i tu te remains the property of  
the Inst i tu te.  The Ins t i tu te reserves the r ight to search any Ins t i tute proper ty 
(e.g. ,  personal computers,  desks, lockers, or  other  storage areas) at  any t ime.  
The Ins t i tute a lso reserves the r ight  to inspect personal  property (e.g. ,  tool  
boxes, purses, br iefcases) dur ing the workday or as  employees leave their  
worksi tes . Refusal  to a l low inspect ion may lead to d isc ip l inary act ion, up to 
and inc luding terminat ion.  

 
CONFIDENTIAL AND PROPRIETARY INFORMATION  

The Inst i tute cons iders i ts  conf ident ia l and propr ietary informat ion,  inc luding 
the conf ident ia l and propr ietary information of  our  cust omers, to be one of  i ts  
most valuable assets.   As a result ,  employees must careful ly protect and must 
not d isc lose to any th i rd party a l l  conf ident ia l and propr ietary information 
belonging to the Ins t i tute or  i ts  customers.   Such protected informat ion 
includes, but  is  not l im ited to, the fo l lowing:  matters  of  a technical  nature, 
such as computer  sof tware,  product  sources, product  research and des igns; 
and matters of  a bus iness nature, such as customer l is ts ,  customer  contact 
informat ion,  assoc iate informat ion, on-s ite program and resource mater ia ls ,  
candidate and recru it  l is ts  and informat ion, personnel  information,  p lacement 
informat ion,  pr ic ing l is ts,  tra in ing programs, contracts , sa les repor ts, sa les, 
f inanc ia l and market ing data,  systems, forms, methods,  procedures, and 
analyses,  and any other propr ietary information, whether  communicated ora l ly 
or in documentary,  computer ized or other tangib le form, concerning the 
Ins t i tute ‟s  or  i ts  customers‟ operat ions and bus iness.  

Employees should ensure that  any mater ia ls contain ing conf ident ial  or  
propr ietary informat ion are f i led and/or  locked up before leaving their  work  
areas each day.   Dur ing the workday,  employees should not leave any 
sens i t ive information lying about or  unguarded.  

I f  you have any quest ions about  th is information,  consult  your  manager  or  the 
Ins t i tute Campus Manager .    
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3.0 COMMUNICATIONS  

 
PUBLICATIONS 

I t  is  important  that  the NIT conveys the r ight  message which ref lec ts the 
organizat ion and i ts  v is ion.  Al l  l i terature d is t r ibuted in mult ip le copies,  such as 
brochures,  pamphlets ,  newslet ters,  etc.  wi l l  be approved by the PEO before 
being publ ished.  
  
 
MEETINGS 

Meetings are an impor tant  medium for communicat ion at  NIT. I t  is  the 
respons ib i l i t y of  staff  to at tend re levant meet ings and to contr ibute to team 
effect iveness.  

 
INTERNAL COMMUNICATION 

Staffs are g iven emai l  account  wi th Nova.  E -mails  would be the most common 
form of  communicat ion with a l l  co l leagues. However, th is  is  not to be 
subst i tuted wi th d irect  conversat ions with col leagues . Al l  employees are 
advised to use emails  wisely and conf ine to bus iness re lated issues.  
I t  is  customary to send a copy to your  immediate manager  on bus iness related 
matters .  
 
NETWORK AND ELECTRONIC RESOURCES GUIDELINES  

Network and Electronic Resources,  such as computers , other hardware,  
sof tware,  e-mai l ,  landl ine and cel lu lar  telephones, fax  machines and internet 
access, are tools that the Inst i tu te provides i ts employees to ass ist  them in 
their  work .  These Network  and Electronic Resources and related a ccess 
systems are propr ietary Inst i tu te property and subject to review or access by 
the Inst i tu te at any t ime.  

Al l  employees who use the Inst i tu te ‟s Network  and Electronic  Resources must 
fol low the guidel ines below:  

  Use Network  and Electronic  Resources for  Inst i tute business purposes 
only.  

  Messages and communicat ions sent  v ia the Ins t i tute ‟s  Network  and 
Electronic  Resources are conf ident ia l and access by persons outs ide 
the Inst i tu te may in it ia te legal  proceedings.   Please cons ider th is 
before sending any conf ident ia l messages or  mater ia l v ia the Network  
and Electronic Resources.  

  E-Mai l  is  not a subst i tute for  face - to- face communicat ion.  I f  you have 
a conf l ic t  wi th someone or need to d iscuss an impor tant issue, i t  
should be handled in person or  over  the te l ephone i f  a  meeting is  not 
poss ib le.  

  Remember that a l l  of  the Ins t i tute ‟s  pol ic ies  apply to the use of  the 
Ins t i tute ‟s  Network  and Electronic  Resources.  Employees must  not 
review or  forward sexually expl ic i t ,  profane or otherwise 
unprofess ional or  unlawfu l mater ia l  through the Ins t i tute ‟s  Network  
and Electronic Resources.  
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  Passwords protect ing the use of  the Ins t i tute ‟s  Network  and Electronic 
Resources are the Ins t i tu te ‟s property and wi l l  be ass igned to 
employees as needed.   Employees may not change passwo rds wi thout 
the consent of  the Ins t i tu te Campus Manager.  Employees must  not i f y 
the Inst i tu te Campus Manager  of  a l l  passwords and encrypt ion keys 
ass igned to or  used by them, and must not i f y the Campus Manager of  
any changes to such passwords or encrypt ion  keys.  

  Do not insta l l  any sof tware or  program on any Inst i tu te computer or  
other hardware wi thout the express consent  of  your  manager or  the 
Campus Manager.  

  The Ins t i tute expressly prohib i ts the unauthor ized use,  ins tal lat ion,  
copying or d istr ibut ion of  c opyr ighted,  trademarked or  patented 
mater ia l .  

  Employees must not  at tempt to overr ide or  evade any program or  
measure insta l led by the Ins t i tute to protect the secur ity or  l im it  the 
use of  i ts  Network  and Electronic Resources.    

  Pornography is  str ic t ly forb idden and warrants immediate d ismissal .  
Emai l  and Internet  act iv i t ies in the workplace may be moni tored.  The 
System administrator  is  able to access everyth ing in an organisat ion‟s  
network , inc luding content  of  emai l ,  of ten af ter  they have been 
deleted.  Please be aware of  the potent ia l ly „non-pr ivate‟ nature of  
computer  act ivi ty in the workplace. Internet and email  compl iance wi l l  
only be scrut in ised i f  suspected breaches occur and then wi l l  be duly 
invest igated.  

 
The Ins t i tute reta ins the r ight to review al l  communicat ions conducted and 
data saved, reviewed or accessed via the Inst i tute ‟s  Network  and Electronic  
Resources, inc luding Inst i tu te computers,  e -mail  and internet access.  The 
Ins t i tute does not permit i ts  non -management  employees to access or  use 
any Ins t i tute password, e -mai l  or  in ternet  access other than their  own.  
Inappropr iate use of  Network  and Electronic Resources may resul t  in 
d iscip l ine, up to and inc luding d ischarge.   Employees should be careful  to  
safeguard their  passwords, log off  their  t erminals  when not  in  use and not  
permit others to access Inst i tu te systems.  
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4.0 RULES OF CONDUCT AND PROGRESSIVE 
DISCIPLINARYPROCEDURE 

 
There are reasonable ru les  of  conduct which must be fo l lowed in any 
organisat ion to help a group of  people work  together effec t ive ly.   The Ins t i tute 
expects each employee to present  h im or  herself  in  a profess ional  appearance 
and manner.  I f  an employee is  not  cons iderate of  others and does not  
observe reasonable work  ru les,  d isc ipl inary act ion wi l l  be taken.    

 

Depending on the sever ity or  f requency of  the disc ip l inary problems, a verbal 
or  wr it ten repr imand,  suspens ion wi thout pay, d iscip l inary probat ion,  or  
d ischarge may be necessary.   I t  is  with in the Inst i tu te ‟s sole discret ion to 
select the appropr iate d iscip l inary act ion to be taken.   Notwi ths tanding the 
avai labi l i t y of  the var ious disc ip l inary opt ions, the Inst i tute reserves the r ight 
to d ischarge an employee at  i ts  d iscret ion, with or  wi thout  not ice.  

 

The fo l lowing is not  a complete l is t  of  offences for  which an employee may be 
subject  to d isc ipl ine,  but  i t  is  i l lus trat ive of  those offences that may resul t  in 
immediate disc ip l ine, up to and including  d ismissal ,  for  a s ingle offence:  

  Harassment/Sexual harassment , unsol ic i ted and unwanted verbal  
comments , sexual innuendo and/or  sexual conduct .  

  Any k ind of  involvement  in  pornography  

  Excessive absenteeism or tard iness.  

  Dishonesty,  inc luding fa ls i f icat ion of  Ins t i tute-re lated documents , or  
misrepresentat ion of  any fac t.  

  Fight ing, d isorder ly conduct,  horseplay,  or  any other behavior which is  
dangerous or  d isrupt ive.  

  Possess ion of ,  consumption of ,  or  being under  the inf luence of  
a lcohol ic  beverages while on I nst i tu te or customer premises or  on 
Ins t i tute bus iness.  

  I l legal  manufacture, d istr ibut ion, d ispensat ion,  sale,  possess ion, or  
use of  i l legal drugs or unprescr ibed contro l led substances.  

  Report ing for  work  with i l legal drugs or unprescr ibed contro l led 
substances in your body.  

  Possess ion of  weapons, f i rearms, ammunit ion,  explosives, or  f i reworks 
on Ins t i tute or customer premises.  

  Fai lure to promptly repor t a workplace injury or  acc ident involv ing any 
of  the Ins t i tute ‟s  employees, c l ients,  equipment,  or  proper ty.  

  W ilful neglect  of  safety pract ices,  ru les , and pol ic ies .  

  Speeding or  reck less dr iving on Ins t i tute business.  

  Commission of  a cr ime, or other conduct which may damage the 
reputat ion of  Ins t i tute.  

  Use of  profane language whi le on Inst i tu te bus iness.  

  Steal ing,  misappropr iat ing,  or  in tent ional ly damaging proper ty 
belonging to the Ins t i tute or  i ts  customers or  employees.  

  Unauthor ized use of  the Ins t i tute ‟s  or i ts  c l ients ‟ name, logo, funds, 
equipment , vehic les,  or  proper ty.  
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  Insubordinat ion,  inc luding fai lure  to comply wi th any work  ass ignments 
or instruct ions g iven by any Inst i tu te personnel  wi th the author i ty to do 
so.  

  In terference wi th the work  performance of  other employees.  

  Fai lure to cooperate with an internal  invest igat ion, inc luding, but  not  
l im ited to,  invest igat ions of  v io lat ions of  these work  ru les .  

  Fai lure to mainta in the conf ident ia l i t y of  trade secrets  or  other  
conf ident ia l informat ion belonging to the Ins t i tu te or  i ts  customers.  

  Fai lure to comply wi th the ru les of  the Ins t i tu te.  
 

5.0 GRIEVANCE PROCEDURES 
 
A gr ievance is cons idered to be a real or  perceived wrong, caus ing resentment 
and regarded as grounds for  complaint,  or  a percept ion of  resentment or  
injus t ice at having been unfa ir ly t reated.  The f irst  step is  to ta lk  to your  
immediate manager.  I f  the manager  is  unable to address th is  issue, the manger 
would consult  h igher  management for  advice.  I f  the solut ion is unsat isfac tory,  
the gr ievance could be submitted in wr it ing to the Campus Manager or  to the 
PEO.  
 
The mat ter  would be invest igated and every effor t  wi l l  be made to resolve this  
in a fa ir  and acceptable manner to al l  par t ies  concerned.   
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6.0 EXTRACTS FROM NOVA POLICIES 
 
a.  Complaints & Appeals  

 

1.Purpose  
This pol icy and procedure descr ibes the Nova Ins t i tute of  Technology‟s  (N IT) 
approach to the handl ing of  complaints  and appeals and the process to be 
ini t ia ted by NIT to address these.   
2.  Related Standards  
AQTF 2007 Standard 2.6 – Complaints and appeals  are addressed eff ic ient ly 
and effec t ive ly.  
Nat ional  Code 2007 Standard 8  
3.  Scope  
This procedure appl ies to a l l  persons enrol led wi th or seek ing enrolment  with 
NIT for  the del ivery of  tra in ing and assessment  services as wel l  as those 
employed by,  or  contracted to the NIT for the del ivery of  tra in ing, conduct ing of  
assessments,  adminis t rat ive dut ies and/or  provis ion of  support  services.   
4.  Respons ib le part ies   
The Pr incip le Execut ive Off icer  (PEO) is  respons ible for  the contro l and issue 
of  th is procedure.  
5.  Def in it ions  
Complaint :  Express d issat isfac t ion wi th an exist ing proc ess, person,  fac i l i t y or  
service 
Appeal:  A formal request  for  reconsiderat ion of  a dec is ion made on the bas is  of  
“Grounds for  Appeal”  
Grounds for  Appeal :  The reasons for  appeal  against  the dec is ion. Grounds are 
based on Compass ionate or  compel l ing c ircumst ances.  This  means unusual or  
exceptional  c ircumstances that  are not  par t  of  dai ly l i fe  exper ience the 
fol lowing are Grounds that  must be s tr ic t ly addressed in an appeals process 
wi th support ing evidence provided:  

o  Ser ious i l lness or injury,  where a medical cer t i f icate s tates that  the 
student is  unable to at tend c lasses for a s ignif icant  per iod of  t ime  

o  I f  i l lness is psychological – must  provide a psychologis ts report  
o  Bereavement  of  c lose family members such as parents  or grandparents  
o  Major  pol i t ical  upheaval or  natural  disaster  in the home country requir ing 

emergency travel  
o  A traumat ic exper ience which could inc lude involvement  in , or  witness ing 

a ser ious acc ident;  and wi tness ing or being the v ict im of  a ser ious cr ime  
The fo l lowing are not unusual  or  exceptional  c ircumstances and are not  
grounds for  appeal :  

o  Work-related pressures  
o  Dai ly l i fe  traumas and stresses  
o  Relat ionship d iff icu lt ies and break ups  
o  Minor  i l lnesses i .e.  non l i fe  threatening  
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A complaint  or  Appeal  is  deemed to be d issat isfac t ion wi th the procedures,  
outcomes or  the qual i ty of  service provided by NIT in re lat ion to the fo l lowing 
processes:   

o  course advice and enrolment  
o  t ra in ing del ivery 
o  competency assessment , inc luding sk i l ls  rec ognit ion processes  
o  overal l  academic progress  
o  non approval of  transfer  
o  suspens ion and/or cancelat ion of  enrolment  
o  issue of  results ,  cert i f icates and/or s tatements of  atta inment   
o  other act iv i t ies  assoc iated wi th the del ivery of  tra in ing and assessment 

services  
o  Issues assoc iated with personal safety, equi ty and access to or  in  the 

tra in ing and assessment  environment.   
          
A complaint  or  appeal is  deemed to be a formal complai nt  or  appeal when i t  is  
made in wr it ing to the Pr incipal Execut ive Off icer,  or  informal i f  d irected 
verbal ly and in conf idence to the General  Adminis trat ion Manager.  
 
6.  Pol icy Statement  
This pol icy requires NIT to implement  processes to deal wi th complai nts in a 
construct ive manner and to offer  appeal  processes where sat isfac tory 
resolut ion has not been achieved.  
 
The effect ive handl ing of  customer complaints is  to be managed wi th in the 
Qual i t y System. Al l  complaints are to be logged and the processes im plemented 
to achieve resolut ion are to be documented.  Al l  act ions/dec is ion made in 
re lat ion to the matter are also to be documented and feedback regarding the 
dec is ion/resolut ion agreement  forwarded in wr i t ing to re levant  par t ies.   
Al l  s tudents and staff  who have deal ings with NIT are to be advised of  th is 
pol icy and the processes avai lable to resolve complaints . Mater ia ls / informat ion 
provided on th is mat ter must demonstrate the organisat ion‟s commitment to 
manage matters fair ly and equi tably and as eff ic ie nt ly as  poss ib le.   
Al l  repor ts of  complaints ar is ing through customer d issat isfac t ion with tra in ing 
and assessment products/services or re levant organisat ional operat ions are to 
be documented,  forwarded and held by the PEO.  
 

o  NIT must  ensure through the im plementat ion of  i ts  procedures that :   
o  Encourage complaints  and appeals are resolved informal ly before 

formalizing a complaint  
o  Al l  employees/contractors and prospect ive s tudents  wi l l  be provided wi th 

a copy of  the complaints procedure.  
o  Al l  compla ints and appeals  are to be heard by a person in independent of  

the inc ident  g iv ing r ise to the complaint.   
o  Al l  d isputes or  complaints  wi l l  be handled profess ional ly and 

conf ident ia l ly in  order  to achieve a sat isfac tory resolut ion.  
o  Al l  part ies wi l l  have a c lear  understanding of  the steps involved in the 

complaints procedure.   
o  Each appel lant /complainant  wi l l  be provided wi th the oppor tunity to 

present  h is  or her case at  each s tage of  the process.  
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o  Al l  compla ints wi l l  be managed fair ly and equitably and as eff ic ient ly a s  
poss ib le.  

o  Al l  d iscuss ions re lat ing to complaints, gr ievances and appeals  are to be 
recorded in wr it ing and the appel lant/complainant  provided wi th a wr i t ten 
statement of  the outcomes, inc luding reasons for the dec is ion.  

o  NIT wi l l  provide t ra iners and/or  s tudents  with deta i ls  of  ex ternal 
author i t ies  that  they may approach wi th respect  to their  complaint  i f  
required.  

o  This pol icy provides an avenue for  most complaints  to be addressed.  
However,  in  some cases,  a l ternat ive measures may need to be explored.   

o  NIT wi l l  encourage the part ies to approach a complaint wi th an open view 
and attempt to resolve issues through d iscussion and conci l iat ion.  Where 
a complaint cannot be resolved through d iscussion and conci l iat ion.  

 
COMPLAINTS or  APPEAL PROCEDURES  

o  The complaints procedure requires a complainant to agree to:  
o  Discuss ion wi th the re levant personnel  about  the complaint in an at tempt 

to resolve the issue informally.   
o  To resolve the issue informally the f irst  point  of  contact  wi l l  be Student 

Support  Off icer,  who wi l l  ident i f y the re levant  personnel.  
o  I f  the matter is  unable to be resolved at  th is level ,  the complaint  can be 

formalized by complet ing complaint/appeal  form.  
o  Each complainant or  appel lant has an opportuni ty to formal ly present  h is  

or her case at  min imal  or  no cost to him or  herself .  
o  Each complainant or  appel lant has an opportuni ty to be accompanied 

and ass is ted by a suppor t person at any re levant meetings.  
( Internat ional  students  appeal ing against dec is ions to repor t them to DEST 
have 20 work ing days in which to lodge their  complaints)   At  th is level the 
complainant  should be g iven an opportuni ty to present  h is or her v iews in 
person to the PEO, in support  of  the appeal .  The process commences wi th in ten 
work ing days of  the formal lodgment  of  the complaint or  appeal.  The outcome is  
to be reported and forwarded in wr i t ing to the complainant  wi th in seven days of  
the hear ing.   

o  I f  the complaint  is  s t i l l  unresolved,  Pr inc ipal  wi l l  advise the s tudent  of  h is 
or her r ight to access the ACPET‟s external  app eals  process.  

o  Al l  compla ints that are substant iated must  be deal t  wi th wi th in the Risk  
Management Pol icy as means to correct  and improve the processes 
g iving r ise to complaints.  

o  Where the appeal  is  d isal lowed for internat ional  students  or the student 
wi thdraw f rom the appeal  process,  i f  required NIT wi l l  repor t them to 
DEST through PRISMS as soon as poss ib le.  

o  I f  the student chooses to access the registered provider ‟s  complaints and 
appeals  processes,  Nova Ins t i tute wi l l  mainta in the s tudent ‟s  enrolment  
whi le the complaints  and appeals  process is  ongoing.  

o  I f  the internal or  any external  complaint handl ing or  appeal  process 
resul ts in a dec is ion that suppor ts the s tudent ,  Nova Inst i tu te wi l l  
immediate ly implement any dec is ion and/or  correct ive and prevent at ive 
act ions required and advise the s tudent of  the outcome and a l l  the 
re levant  documents  wi l l  be reta ined in the student  f i le  
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b. Managing Crit ical  Incidents  

 
1.  Purpose:   
The purpose of  th is pol icy and related procedure is  to ass is t Nova inst i tu te of  
Technology (NIT) staff  and s tudents in the management  of  cr i t ica l inc idents  in  
accordance wi th the ESOS Nat ional Code 6.4  
 
2.  Scope:      
This pol icy/procedure appl ies  to a l l  internat ional s tudent  operat ions of  the RTO  
 
3.  References  
ESOS Nat ional Code 6.4  
 
4.  Relevant Standard From Austral ian Qual i t y Tra in ing Framework/ ESOS        

Act /NEAS  
ESOS Code6.4:   
“The regis tered provider must  have a documented cr i t ica l incident pol icy 
together  wi th procedures that covers  the act ion to be taken in the event of  a 
cr i t ica l inc ident ,  required fo l low-up to the inc ident ,  and records of  the inc ident 
and act ion taken.”  
 
“Under the new NEAS Standard B2.2 (Pi lo t Vers ion 1, 2006),  the col lege must  
have documented pol ic ies and procedures for deal ing wi th and fol lowing up 
cr i t ica l inc idents .  A cr i t ica l inc ident  is  def ined as “an emergency s i tuat ion where 
health and safety are endangered (such as f ire,  ser ious acc ident ,  etc)” .   
 
This pol icy a ims to cover both def in it ions. Further,  i t  is  ant ic ipated that the 
AQTF wi l l  be modif ied in l ine with the new Nat ional Code.   
                
5.  Def in i t ion:   
A cr i t ica l inc ident  is :  Any extraordinary and unpredicted traumat ic event 
affect ing s tudents that  requires the implementat ion of  spec ial  arrangements 
involv ing a number of  areas of  the ins t i tute .  
 

o  Cr i t ica l  inc idents inc lude but are not l im ited to  
o  Medical emergenc ies involv ing a s tudent  
o  Cr i t ica l  i l lness of  a s tudent  
o  Student death  
o  Traumatic  events  that  affect  students;  such as  
o  Sexual  Assault   
o  Mental  Heal th Cr is is   
o  Drug /  Alcohol Overdose  
o  Campus Dis turbance /  Riot  
o  Fire /  Explos ion wi th Injur ies or  Signif icant Damage  
o  Natura l Disasters ( in  Austra l ia  and overseas)  
o  Airplane Crashes  
o  In ternat ional  Hostage Situat ions/ Kidnappings  
o  Nat ional  Emergenc ies  
o  Hate/Bias Inc idents    
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6.  Procedure:  
NIT is  advised of  a s tudent cr i t ica l inc ident .  The PEO is  usual ly the f irst  l ine of  
contact  by students , s taff  and Emergency Services.  The PEO is avai lable for  
emergenc ies 24 hours  a day v ia te lephone on 0411245800.  
6.2 The PEO makes a dec is ion on „cr i t ical  incid ent ‟ i .e.  does the event meet the 
cr i t ica l inc ident  def in it ion?  
I f  yes, the PEO convenes the  Cr i t ica l  Inc ident  Response Team (CIRT)  
I f  no,  advises on appropr iate course of  act ion.  
 The CIRT is  chaired by the PEO and, comprises   

o  General managers,   
o  Program coordinators ,   
o  Manager  of  s tudent  services,   
o  Manager  adminis trat ion,  and  
o  Market ing/media manager  
o  Nominated tra ined s taff  member/or agency/or  counsel lor  

 The ro le of  the CIRT is to effect ive ly manage cr i t ica l inc idents  wi th c lear  
act ions and procedures that are humane, sens it ive,  and respons ive to the 
needs of  students,  staff  and the broader  NIT community.  In tervent ion 
procedures may reduce the intense react ions of  s tudents and staff  to an 
incident and assis t them in return ing to their  normal s tudies and/ or  dut ies .  
 The operat ions of  the CIRT involve act iv i t ies pr ior  to,  dur ing and af ter  per iods 
impacted upon by the cr i t ica l inc ident ,  and inc lude  

o  Prepar ing/ informing  s tudents and staff  on act ions to be taken in the 
event of  a cr i t ica l inc ident  

o  Demobi l isat ion 
o  Defus ing 
o  Debr ief ing  
o  Personal support  
o  Media management  
o  Corporate review 
o  Reports  and Records management  

 
6.6 CIRT ro le in prepar ing students/staff  for  a possib le cr i t ica l inc ident  
The ro le of  the CIRT inc ludes:   

o  Informing students and s taff  of  the ro le and act iv i t ies of  the CIRT  
o  Ass ist ing/advis ing on the development of  pos it ive work ing re lat ionships 

and morale  across the NIT  
o  Establ ish ing contacts wi th and/or  developing sui tably tra ined internal or  

external  debr iefers.   
o  Assessing NIT environment for  the potent ia l  for  cr i t ica l incidents.   
o  In  consultat ion wi th students  and s taff ,  developing agreed procedures for 

responding to cr i t ica l inc idents .  

  Medical emergenc ies involv ing a s tudent  

  Cr i t ica l  i l lness of  a s tudent   

  Student death  

  Traumatic  events  that  affect  students  

  Ensur ing that  students /staff  are famil iar  wi th these procedures  
.  
6.7 CIRT role in Demobil isat ion  
Cr i t ica l  inc idents may tr igger a wide range of  phys ical  and psychological  
symptoms, inc luding increased  hear t rate, h igh b lood pressure and anxiety.  
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Demobi l isat ion is a way of  calming s tudents and staff  fo l lowing a cr i t ica l 
incident and ensur ing that  their  immediate needs are met .  A member of  the 
CIRT, who was not involved in the inc ident,  or  affec ted by i t ,  carr ies out  the 
demobi l isat ion.  
 
A demobi l isat ion takes p lace before the end of  a shif t  or  before those involved 
in the inc ident  d isperse.  Strategies inc lude:  

o  Convene a meet ing for  those involved as soon as poss ib le.   
o  Summarise the inc ident and clar i f y  uncer ta int ies.   
o  Invi te quest ions and d iscuss issues of  concern.   
o  Show care and suppor t.   
o  Draw up a p lan of  ac t ion, tak ing into account the needs of  the 

students/s taff .   
o  Make shor t - term arrangements for  s tudy/work  respons ib i l i t ies .  
o  Offer information on defus ing and debr ief ing.  

 
6.8 CIRT role in Defusing  
Defus ing is conducted by a tra ined person and is designed to br ing the 
exper ience of  the inc ident to a conc lus ion and provide immediate personal  
support .  The aim is to stabi l ise the responses of  s tudents/s t aff  involved in the 
incident and al low an opportunity for  them to express any immediate concerns.  
This s tep should take p lace wi th in 12 hours of  the incident.   
 
Strategies include:  

o  Review the event.   
o  Clar i fy student/s taff  quest ions and concerns.  
o  Encourage student /staff  to  ta lk  about  what  happened.   
o  Ident i fy current needs.   
o  Offer student/s taff  advice,  informat ion and handouts on referra ls and 

support  agencies.  
o  Arrange debr ief ing and fo l low-up sess ions to provide addi t ional  

informat ion about the event when avai lable.  
 
6.9 CIRT role in Debrief ing  
Debr ief ing is usual ly carr ied out  wi th in three to seven days of  the cr i t ica l 
incident,  when students and s taff  have had enough t ime to take in the 
exper ience. Debr ief ing is  not counsel l ing.  I t  is  a structured volunt ary d iscuss ion 
a imed at  putt ing an abnormal event into perspect ive. I t  offers s tudents /staff  
c lar i t y about the cr i t ica l incident they have exper ienced and ass ists them to 
establ ish a process for recovery.   
 
Debr iefers help the students /staff  to  explore and  understand a range of  issues,  
including:   

o  The sequence of  events  
o  The causes and consequences  
o  Each person‟s exper ience  
o  Any memories tr iggered by the inc ident  
o  Normal psychological react ions to cr i t ica l  incidents   
o  Methods to manage emotional responses re sult ing f rom a cr i t ica l  inc ident  
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6.10 CIRT ro le in personal suppor t  
An immediate and pr imary ro le of  the CIRT is to determine how NIT can support  
the indiv idual  student(s)  and their  famil ies involved in the inc ident.  
 The PEO manages a l l  agreed communic at ions and support  mechanisms wi th 
affected s tudents and their  fami l ies .  
The CIRT through the manager  student  services arranges for par t icu lar  
students most  c losely re lated to the student(s)  involved in the inc ident to 
receive personal support .  
6.10 CIRT ro le in Media management  
Al l  media enquir ies , press re leases and NIT webs ite post ings re lated to the 
cr i t ica l inc ident  are managed by the CIRT.  
The PEO or  market ing/media manager wi l l  be the only people approved by the 
CIRT to deal wi th communicat ions wi th  the media.  
The CIRT has a respons ib i l i t y to impress upon students and staff  that there may 
be pressure on s tudents/ s taff  to provide photos to the media.  Out  of  respect  
for  the s tudents/s taff  and their  fami l ies  and to protect  the integr i ty of  NIT, no 
photos other  than those approved by the CIRT should be re leased to the media  
 
6.11 CIRT ro le in  the corporate review 
A corporate review is held a few weeks af ter  the inc ident.  The CIRT reviews a l l  
aspects of  the incident  to uncover def ic ienc ies in  the handl i ng of  the inc ident ,  
and provide correct ive solut ions.  The review looks at how the incident was 
handled,  how i t  could have been handled bet ter  and the effec t iveness of  the 
intervent ion s trategies. Related NIT pol ic ies,  safety regulat ions,  safe work  
procedures are a lso reviewed.  
 
6.12 CIRT ro le in Reports  and Records management  
The General  Administrat ion Manager /Manager respons ible for  adminis trat ion 
across the NIT who is a member of  the CIRT has the respons ibi l i t y for  ensur ing 
that   

o  Minutes and agendas of  ongoing CIRT meet ings are mainta ined  
o  A f i le is  ra ised each t ime the CIRT is  convened to deal  wi th a spec i f ic  

cr i t ica l inc ident .  This  f i le(  elec tronic and/or hardcopy) inc ludes but  is  not  
l im ited to  records of ;   

o  The incident  
o  The nature of  the inc ident  
o  The people involved in the inc ident  
o  How NIT became aware of  the inc ident   

o  Student support  measures;  
o  Communicat ions wi th  

o  external  bodies (Pol ice/emergency 
services/DEST/DIAC/OTTE/ACPET),   

o  media out lets  and  
o  par t icu lar ly members of  student  famil ies ;  

o  Reports  f rom  
o  demobi l isat ion,  
o  defusing and  
o  debr ief ing sessions;   

o  Act ion p lans;  
o  Corporate review report and  
o  Subsequent  amendments  to NIT pol ic ies  and procedures.  
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c.  Transfer Request  Assessment  

 
1.  Purpose 

The Inst i tute wi l l  assess requests f rom students f rom a transfer  between 
regis tered providers  with in the f irst  s ix months of  the commencement date of  
a s tudent ‟s  pr inc ipal  course of  s tudy,  through a documented student  transfer 
request  pol icy and procedures .  A Student has the r ight to transfer 
automatical ly af ter  a 6 month per iod i f  they have can  provide a copy of  a new 
COE f rom another Provider.  
 

2.  Related Standards 

ESOS 2007 Standard 7:  Transfer  between Regis tered Providers  
 

3.  Scope 

This Pol icy appl ies  to a l l  s tudents enrol led at Nova Inst i tu te of  Technology 
(NIT)  and must  be fo l lowed by a l l  s taff  managing enrolments or  admissions.  
Students undertak ing a packaged offer  of  Dip loma and Degree wi l l  have the 
Degree as their  pr incipal  course.  Students  who  are on th is  packaged offer,  
and who are st i l l  in the d ip loma por t ion of  th is package,  are cons idered to 
have not  yet  completed 6 months of  their  pr inc ipal course.  
 

4.  Responsible part ies  

General  Adminis trat ion Manager  is respons ib le for  the contro l  and issue of  
th is  procedure.  
 

5.  Def init ions  

COE – Conf i rmation of  Enrolment  
 

6.  Policy and Procedure  

I t  is  an Austra l ian regulatory requirement  that  students  must complete s ix  
months of  their  “pr inc ipal  course of  study” before  changing or  transferr ing 
between providers.  A Provider such as NIT must not  knowingly enrol l  the 
student wishing to transfer f rom another registered provider ‟s  course  pr ior  to 
the s tudent  complet ing s ix  months of  h is or  her pr incipal course of  study 
except where:  

  the or iginal registered provider  has ceased to be regis tered or  the course in 

which the student  is  enrol led has  ceased to be regis tered;  

  the or iginal registered provider  has provided a wr i t ten letter  of  re lease;  

  the or iginal registered provider  has had a sanct ion imposed on i ts 

regis trat ion by the Austra l ian Government or state  or terr i tory government  

that  prevents  the student f rom cont inuing h is or  her  pr inc ipal  course,  or  

  any government  sponsor of  the s tudent cons iders  the change to be in the 

student ‟s  best  in terest  and has provided  wr i t ten suppor t for  that  change.  
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NIT wi l l  not seek to enrol l  a s tudent who has not  yet completed s ix  months of  
their  pr incipal course of  study wi th another  regis tered provider.  
NIT s tudents enrol led wi th NIT, and who have not  yet completed s ix months 
of  their  pr inc ipal  course of  study wi l l  not be  author ised to transfer to another 
regis tered provider  unless i t  is  deemed by NIT management to be detr imental  
to  the student to remain at  NIT. A s tudents  Appl icat ion to transfer wi l l  be 
judged detr imental to  the student wh ere there is ;  

  Transfer to a lower level of  study  

  Increased tu it ion cost,  part icu lar ly in  cases where depos it  paid in advance 

to NIT are non-refundable  

  Increased durat ion of  studies in  Austra l ia  

  Insuff ic ient preparat ion for  fur ther  studies  

  Qual i f icat ions not  recognized by Higher Educat ion Providers as sat isfying 

their  entry requirements  

  Level of  support  services provided at  new provider not  equivalent  

  Transfer would jeopardise student ‟s progression through a package of  

courses  

  W ithin 6 months of  course beg inning student ‟s may be exper ienc ing 

homesickness and transfer to another  provider  is  not  l ike ly to overcome th is 

problem 

  NIT is  of  the view that  student is  avoid ing being repor ted to DIAC for fa i lure 

to meet  academic progress requirements  

 
Students who have not  yet  completed s ix  months of  s tudy of  their  pr incipal 
course may st i l l  request a transfer  for  cons iderat ion.  
Students who apply for  re lease  wi l l  be assessed by the General  
Administrat ion Manager.  Appl icat ions for  transfer f rom a s tudent must :  

  Be in wr it ing;  

  Relate to and provide detai ls  about the student ‟s  indiv idual c ircumstances;  

   Provide deta i ls  as  to the reasons why the applicat ion should be approved.  

Upon receipt of  the applicat ion,  the inst i tu te  must cons ider  the request wi th in 
30 work ing days.  This  per iod may be extended i f  the appl icant fai ls  to 
provide a l l  re levant  informat ion/documentat ion,  however in  such ins tances 
the Inst i tu te  wi l l  advise the  student  of  the addit ional 
informat ion/documentat ion required to make the dec is ion.  
I f  the appl ica t ion is  successfu l Nova Inst i tu te wi l l :  

  provide a let ter  of  release at  no cost to the s tudent  

 
I f  the appl icat ion is  unsuccessful  in  their  request to t ransfer  pr ior  to 
complet ing 6 months of  their  pr incipal course at NIT, NIT s tudents  can appeal  
the dec is ion.  
An appl icat ion wi l l  be refused:  
a)  Unless the student  has a val id enrolment  offer  f rom the receiv ing 

provider;  and 

b)  In cases where student is  under  18 years o ld, unless there is  wr i t ten 

evidence that  student ‟s parent or  legal  guardian suppor ts the transfe r 
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AND wr it ten  conf i rmation that  the new provider w i l l  accept  respons ib i l i t y 

for  approving a s tudent ‟s accommodat ion,  suppor t and general welfare 

arrangements .  

c)  The s tudent has any outs tanding fees, charges or accounts wi th NIT  

An appl icat ion wi l l  a lso be re fused:  
a)  I f  the appl icat ion is  made with in 3 months of  the commencement of  

course.  

b)  Where the appl icants t ransfer may jeopardise the student ‟s progression 

through a package of  courses.  

 
Notwi ths tanding the above, an appl icat ion wi l l  be accepted where:  In the v iew 
of  the General  Administrat ion Manager, the appl icant has provided evidence of  
compel l ing and compassionate reasons  for  seek ing the transfer.  Applicants  
should note that  i t  is  their  responsib i l i t y to provide appropr iate 
evidence/documentat ion.  
 
Appl icant wi l l  be informed in wr i t ing of  the outcome and a l l  re levant documents 
wi l l  be reta ined in the student ‟s  f i le .  
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d. Application Enrolment and Select ion  

 
1.Purpose 
This pol icy and re lated procedure in accordance with the ESOS Nat ional Code 
re lates to the standard 2.2.  This pol icy is  in p lace to ensure that a l l  indiv iduals  
who gain entry into a Nat ional  Accredited Program being offered at  the ins t i tute 
have the appropr iate sk i l ls  and abi l i t ies they require to successfu l ly complete 
their  s tudies wi th in the normal durat ion of  the qual i f icat ion.  
2.  Scope    
This pol icy/procedure appl ies  to a l l  internat ional s tudent  operat ions of  the Nova 
Ins t i tute.   
 
3.  Related Standards  
AQTF 2.4 
ESOS Nat ional code 2.2  
 
Procedure 
Entry Requirements  
The fo l lowing out l ines entry requirements for  in ternat ional s tudents  in tending to 
undertake s tudy at the ins t i tute.  
Entry Requirements  for  Internat ional s tudents  
An Engl ish Language prof ic iency level of  one of  the below:  
IELTS band score of  5.5 or  equivalent  in ternat ion al ly recognised exam resul t  in 
l ine with the DIAC regulat ions  
Sat isfac tor i ly complet ing ELICOS at  Upper  Intermediate level  or  
Completed secondary studies in  your  home country equivalent  to an Austra l ian 
Year 12 qual i f icat ion f rom an Engl ish – language speak ing country 

 

Other  entry requirements  for  Internat ional  students  inc lude:  

Academic  -  Complet ion of  senior  h igh school or  

equivalent  to the Austra l ian Year  12  

 

Regulatory  

 

-  A current and val id passpor t  

-  A val id s tudy v isa that  covers the 

durat ion of  study for the course  

Age at 

Commencement  

The inst i tu te wi l l  not  accept overseas students 

who would be under 18 years of  age at  the 

t ime of  proposed commencement  

 

4.1.  Appl icat ion and Enrolment process  

 

The appl icat ion and enrolment process involves the fo l lowing s teps:  
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4.1.1.  Enquiry – the prospect ive s tudent makes an enquiry d irec t ly 

to the inst i tu te or  through one of  the inst i tu te ‟s  nominated 

educat ion agents .  

4.1.2.  The inst i tu te or i ts  nominated agent suppl ies the prospect ive 

student wi th the fo l lowing informat ion:  

  Deta i led and up to date informat ion on the course of  interest ,  

including course content ,  durat ion of  s tudy,  commencement 

dates and qual i f icat ions awarded upon successful  complet ion  

  Indicat ive course re lated fees inc luding advice on potent ia l  for  

fees to change dur ing the s tudents  course  

  The requirements  for  acceptance into the course inc luding the 

minimum level of  Engl ish language prof ic iency and academic 

requirements  

  Payment  and refund pol ic ies  

  Campus locat ions and general  descr ipt ion of  faci l i t ies  

  Defer ra l ,  suspens ion and cancel la t ion pol ic ies.  

  Refer ra l  to ESOS f ramework made avai lable e lec tronical ly by 

DEST 

  Indicat ive cost  of  l iv ing in Austra l ia and accommodat ion 

opt ions  

  Deta i ls  on any col laborat ions wi th other tra in ing providers  to 

provide whole or part  of  the course  

4.1.3.  Appl icat ion  

The prospect ive s tudents  complete and sign the Inst i tu te ‟s appl icat ion form 

and provide or ig inals  or cer t i f ied copies of  the fo l lowing documentat ion:  

  Proof  of  Engl ish language prof ic iency as s tated in 4.1  

  Academic qual i f icat ions as stated in 4.1  

  Passpor t  

  Appropr iate s tudy v isa ( for  onshore internat ional s tudents)  

  Proof  of  health cover  ( for  onshore internat ional  students)  

4.1.4.  Letter  of  Offer and Acceptance Agreement  form:  

Upon receipt of  a completed appl icat ion form and a l l  the required r e levant  

documentat ion, the admissions off icer  wi l l  ensure that a l l  necessary entry 

requirements  are met as per check l is t  for  enrolment  process and author ise 

the issuing of  a Let ter of  Offer  and an Acceptance Agreement form to the 

prospect ive s tudent .  

4.1.5.  Conf irmat ion of  Enrolment  

The Ins t i tute wi l l  conf i rm enrolment of  the prospect ive student  when al l  the 

fol lowing condit ions have been met:  

  The s tudent accepts the offer,  returns the s igned Acceptance 

Agreement form to the Inst i tu te  



© Nova Institute of Technology Page 30/47 
 
 
 
 
 
 
 

  Student has paid the minimum balance payable as indicated on 

the Let ter  of  Offer,  and the Inst i tu te has conf irmed receipt of  

th is  amount  d irec t ly in to the Ins t i tute ‟s  bank account  or  Bank 

Draf t .  

Upon fu lf i lment of  the above condi t ions,  the Ins t i tute shal l  issue an 

e lectronic  Conf irmat ion of  Enrolment (eCOE) through PRISMS, which is  the 

off ic ial  document conf i rming the student ‟s enrolment  in to the Ins t i tu te for  the 

nominated course of  s tudy.  

 

4.2.  Use of Educat ion Agents  

The entry requirements as wel l  as the Appl icat ion and Enrolment  process  

remain the same whether  a s tudent is  recru i ted d irect ly by the Ins t i tu te or  

through a nominated Education agent .  

 

5.  Responsibil i t ies  

 

5.1.  I t  is  the respons ibi l i t y of  the Market ing Manager  to ensure that  a l l  

market ing informat ion provided to prospect ive s tudents  is  accurate 

and complete as per  the guidel ines of  th is pol icy  

5.2.  I t  is  the respons ibi l i t y of  the Market ing Manager  to Monitor agents 

to ensure they are act ing in accordance with the Appl icat ion 

Enrolment and Select ion pol icy of  the Inst i tu te  

5.3.  I t  is  the respons ibi l i t y of  the student  Adminis trator that  al l  entry 

requirements  are met and makes recommendat ion of  the enrolment.  

5.4.  I t  is  the respons ibi l i t y of  any off icer  ac t ing as an Admiss ions Off icer 

to issue offer  le t ters  and ensure that the guidel ines for  entry 

requirements  and issuing of  Let ters of  Offer  and eCOE‟s  are str ic t ly 

fol lowed.  

5.5.  I t  is  the respons ibi l i t y of  any off icer  ac t ing as an Admiss ions Off icer 

to ensure that  a l l  se lect ion informat ion is  mainta ined  
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e.  Refund 

 
Nova Inst i tu te of  Technology reserves the r ight to cancel or  postpone any 
courses pr ior  to their  scheduled commencement dates,  should i t  be 
necessary.  In c ircumstances where the course is  postponed by more than 
four weeks a student is  unable to enrol l  in a  s imilar  course at  NIT a l l  fees 
wi l l  be refunded. Refund of  the fees wi l l  only be granted in accordance wi th 
the refund pol icy set out  below.  
 
Full  Refund of Tuit ion Fees  
 
The Nova Inst i tu te of  Technology (NIT) has a fee refund pol icy for  s i tuat ions 
where specia l c ircumstances ex ist .  We wi l l  make a fu l l  refund of  course fees 
paid in the fo l lowing c i rcumstances:  
 

  Appl icat ion for  a student  v isa is unsuccessfu l   
 
In  th is case NIT, reserves the r ight  to reta in an adminis trat ion charge of  
A$200 and where appl icable,  any agent ‟s  fee. A completed Refund 
Appl icat ion form and proof  of  v isa refusal must be sent to NIT. A fu l l  refund 
wi l l  be made wi th in 28 days.   
 

  I f  for  any reason NIT is unable to star t  del ivery of  the course on the 
agreed star t ing date or ceases to del iver the course before i t  is  
completed  
 

 A fu l l  refund wi l l  be made with in 14 days of  the spec if ied s tart ing date or  
f rom the t ime the course ceases to be del ivered in accordance wi th the 
refund guidel ines of  the ESOS Act .   
 
Part ial  Refund  
 
NIT wi l l  make a par t ia l  refund of  tu it ion fees in the fol lowing c ircumstances:   
 

  I f  wr i t ten not ice of  wi thdrawal  is  received f rom a candidate at  least 28 
days pr ior  to the commencement  of  the term, 75% of  the tu i t ion fees are 
refundable, less an adminis tra t ion charge of  A$200 and where 
appl icable,  any agent ‟s fee.  

Or  

  I f  wr i t ten not ice of  wi thdrawal  is  received f rom a candidate less than 28 
days pr ior  to the commencement  of  the term , 25% of  the tu it ion fees are 
refundable less an adminis trat ion charge of  A$200 and where appl icable,  
any agent ‟s  fee  

 
No Fee Refund  
 

  I f  a  student  wi thdraws f rom, cancels or  fa i ls  to at tend a program or  
course af ter  the star t  of  the program, NIT wi l l  not  refund any of  the fees 
paid for  that  program or course semester.  No refund wi l l  be issued for 
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monies paid to NIT for  Overseas Student H ealth Cover  (OSHC),  ai rpor t  
p ick-up,  or accommodat ion book ing.  

 

  Refunds for  any monies received by NIT on behalf  of  the student for  
services other  than tu i t ion fees must be requested f rom the company 
del iver ing that service and s tudents wi l l  be subject  to  the respect ive 
companies refund pol ic ies.   

 

  In  the event that  an extens ion to the student ‟s v isa is  not granted and 
the course has commenced a refund wi l l  not be issued to the s tudent .  A 
student is  advised not  to enrol l  i f  they bel ieve their  v isa wi l l  not  be 
extended.   

 

  In  the event that  the s tudent seeks and is  granted approval  by NIT to 
transfer  to another  provider  pr ior  to complet ion of  s ix  months study of  
the pr inc ipal course, no refund of  any course money paid in advance wi l l  
be granted.   

   

  In  the event that  the s tudent ‟s  enrolment  is  cancel led because of  
inf r ingement wi th NIT ‟s d isc ipl inary Pol icy or  breach of  s tudent  v isa 
condit ions,  NIT wi l l  not refund any of  the fees paid.  
 

Requests for Refund of Tuit ion Fees  
A student who wishes to apply for  a Re fund of  tu it ion fees in accordance wi th 
th is  Refund Pol icy should do so by f i l l ing a Refund Appl icat ion form and 
submit t ing i t  to the General  Administrat ion Manager,  Nova Ins t i tute of  
Technology,  PO Box 89,  Col l ins  Street West,  Melbourne 8007.  
 
Payment of  Refund  
Al l  refunds for  which a student  is  e l ig ible wi l l  be forwarded,  wi th in 28 days to 
the person who paid the fees in h is or  her home country,  unless the s tudent 
is  transferr ing to another  ins t i tut ion in Austra l ia  (subject  to Visa condit ions),  
in which case any refund may be remitted to that  ins t i tut ion.  NIT wi l l  provide 
the s tudent  with a statement  deta i l ing the calculat ion of  the refund.   
 
Approvals  
Al l  refunds must be approved by the General  Administrat ion Manager. 
Exemptions to any of  the above men t ion cases may only occur  where the 
student has extenuat ing or compass ionate grounds as determined by the 
PEO. “This agreement , and the avai labi l i t y o f  complaints and appeals 
processes,  does not  remove the r ight  of  the student to take act ion under  
Austra l ia ‟s consumer protect ion laws”  
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f .  Attendance Monitoring  

 
Nova has the set up the at tendance to 80% of  the scheduled contact hours  
for  the s tudy per iod of  the course.  
 
How is attendance monitored?  
 
NIT moni tors  at tendance s tr ic t ly as  per  The Nat ional  Code requirements.  
At tendance is  based on the contact hours  attended by a s tudent dur ing a 
study per iod. Students  who intended to be absent for  more than 2 weeks and 
have compel l ing and compass ionate c ircumstances wi l l  have to apply for  
deferment  (Please see Deferr ing, suspending or  cancel l ing a s tudent ‟s 
enrolment pol icy) .  
 
Daily Attendance Monitoring Procedure  
 

  The tra iner marks the At tendance Roll  at  the beginning and end of  every 
sess ion.   

  The s tudent s igns-off  their  attendance in the At tendance Roll  at  the end 
of  the day.   

  The tra iner s igns-off  the Attendance Rol l  at  the end of  each day.  

  The Attendance Rol l  is  kept  secured in Nova premises.  

  For tn ight ly At tendance Moni tor ing Procedure  

  At  the end of  each for tn ight ,  the Student  adminis trator calculates eac h 
student ‟s  attendance and records student  tota ls on the At tendance 
Spreadsheet .   

  Students who have not  s igned ( i .e.  have been absent)  are ident i f ied.  
Student  Adminis trator generates a report  of  at tendance based on the 
contact  hours at tended by a student .  

  This is  provided to the General  Administ rat ions Manager.  

  The Student administrator a lso ident i f ies  students who have been absent  
for  3 consecut ive t imetable days.  

  A F irst  Warning let ter  is  generated and posted to the s tudent.  

  I f  the student does not  respond to the letter  wi thin two t imetable days 
f rom the date of  postage, the Student  administrator not i f ies the General  
Administrat ion Manager who takes necessary act ion as out l ined below.  

  I f  the student responds with in the t ime, the Student administrator  wi l l  
inform the Student  suppor t off icer  who wi l l  organize a meet ing a long wi th 
the program manager and the student to ident i f y and rect i f y problems.  

 
Fortnightly Attendance Monitoring Procedure by General  Administrat ion 
Manager 
 
General  Adminis trat ion Manager  reviews each s tudent ‟s  attendance on a 
for tn ight ly bas is.  
 

  General  Adminis trat ion Manager  checks the at tendance that the Student  
administrator  has entered at  the end of  every for tn ight to ensure that 
act ion has been taken ( i .e . warning letters  have been ge nerated and sent  
to students)  
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  Issues a Second warning letter  to s tudents who have not  responded to 
the First  Warning letter  

  Reports  a student who has not  commenced wi thin 14 days,  to PRISMS  

  I f  a  student ‟s at tendance is  less than 85%, a Student  wi l l  be sent  a F irst  
Warning let ter  and a copy of  the letter  is  reta ined in the s tudent ‟s f i le.  

  General  Adminis trat ion Manager  transfers  for tn ight ly at tendance to the 
Student F i le Record Sheet.  

  General  Adminis trat ion Manager  ensures an up -to-date master e lectronic 
copy of  a l l  s tudent  attendance records is  kept  off -s i te at a l l  t imes.  
At tendance backup occurs every week.  

  I f  the student ‟s attendance fa l ls  below 80%, a Second warning let ter,  of  
the intent ion to report ,  wi l l  be issued.  

  f  the s tudent  responds to the second warning letter  wi th in 2 days of  
postage,  and i f  the attendance is  above 70%, the General  Administ rat ion 
Manager  informs the Campus Manager of  the s i tuat ion.  A dec is ion may 
be made by the Campus Manager  not to report  student  for  poor 
at tendance i f  the c ircum stances are cons idered val id.  (See below for 
def in i t ion) .  

  I f  Campus Manager make a dec is ion of  report ing a s tudent ,  a f ina l  le t ter  
wi l l  be issued that  informs the student  of  the intent ion to repor t to DIAC.  

•  Students who need to be repor ted to PRISMS are done so as soon as i t  
is  pract icable.  

•  Sect ion 20 breach report  is  sent to the s tudent  by regis tered post .  

  Indiv idual  for tn ight ly attendance records are backed up e lectronical ly at 
the end of  every week and a copy made and kept off -s i te.  

 
NIT wi l l  choose NOT to repor t an at tendance is  less than 80% in a study 
per iod i f  
 

•  The student ‟s at tendance is  at  least  70%  
• The student  is  mainta in ing sat isfac tory academic performance  

Copies of  a l l  warning let ters  and Sect ion 20 breach report  generated by 
PRISMS are kept  in s tudent ‟s fo lders.  
 
Counsel ing and other support services for students at risk of low 
attendance 
 
Those students who had been issued wi th a Firs t warning letter  wi l l  be 
provided wi th counsel ing and suppor t services.  The s tudents wi l l  be in it ial ly 
invi ted to come for  a meeting wi th the program manager  of  the course and 
the Student Suppor t Off icer  to ident i f y problems leading to non at tendance.  
The reasons wi l l  be assessed and i f  needed referred to the General  
Administrat ion Manager who wi l l  recommend the  best  pract ica l  so lut ion.  This  
wi l l  be fol lowed up to see i f  pos it ive outcome has been achieved.  
The s tudent suppor t off icer  wi l l  mainta in a log book wi th deta i ls  of  students 
issued wi th warning letters,  ac t ions taken and fo l low up process.   
 
These deta i ls  wi l l  a lso be mainta ined in the student ‟s  f i le .  
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g. Deferring,  Suspending Or Cancel ling Enrolment  

 
This can be student in i t iated or NIT in i t ia ted.   
 
Procedure 
Student init iated deferral ,  suspension or cancel lation  
Students wishing to defer,  suspend or  ca ncel  enrolment  must meet one of  the 
fol lowing condit ions:  

  Unavai labi l i t y of  the course  

  Visa delay 

  Students intents to be absent  for  more than 2 weeks  

  Compass ionate and compel l ing c ircumstances – these are general ly 
beyond the contro l of  the student and have an impact on the s tudent 's  
course progress or we l lbeing.  These could include but  are not l im ited to:  

o  Ser ious i l lness or injury,  where medical  cert i f icate s tates that  the 
student was or wi l l  be unable to attend c lasses;   

o  Bereavement  of  c lose family members such as parents  or 
grandparents  (where poss ib le death cert i f icates should be 
provided) ;  

o  Major  pol i t ical  upheaval or  natural  disaster  in the home c ountry 
requir ing emergency travel  and th is  has impacted on the student 's 
studies; or   

o  Traumatic  exper ience which could inc lude: involvement in,  or  
wi tness ing of  a ser ious acc ident;  or  wi tness ing or being the vic t im 
of  a ser ious cr ime,  and th is  has impacted  on the student ( these 
cases should be supported by pol ice or  psychologis ts '  reports)  

 
Deferral prior to commencement  
Students may request  a deferral  pr ior  to course commencement .  Student  
must complete “Student  request to defer,  suspend or cancel  a cours e" form 
and submit to  Admiss ions off icer.   W hen the deferra l  is  processed the 
student wi l l  receive a revised eCOE.  
 
Suspending your enrolment  
Students wishing to suspend their  enrolment  must complete a "Student 
request  to defer,  suspend or  cancel a course " form with a l l  suppor t ing 
documentat ion attached.   Al l  appl icat ions should be submitted at  least 14 
days pr ior  to suspens ion date.  The maximum suspens ion per iod is s ix  (6) 
months.  Approval wi l l  on ly be g iven in the l im ited c ircumstances descr ibed 
above.   The student wi l l  receive not i f icat ion in wr it ing of  the resul t  of  the 
request .  
 
Cancel ling your enrolment  
Students wishing to cancel  their  enrolment must  complete a "Student  request 
to defer,  suspend or  cancel a course" form with a l l  support ing document at ion 
at tached.  The s tudent  wi l l  receive not i f icat ion in wr it ing of  the result  of  the 
request .  I f  the s tudent  has not  completed the f irst  s ix  months of  their  
pr inc ipal  course they must provide a le tter  of  offer  f rom an a l ternat ive 
provider therefore complying wi th the condit ions of  Standard 7 of  the 
Nat ional  Code.  See pol icy on Transfer  between Providers.    
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Nova Inst itute init iated deferral,  suspension or cancellat ion.  
NIT may defer commencement of  a course when a course is  not offered.  
NIT may suspend a s tudent  enrolment  for :  

  m isconduct – where behaviour  of  a student :  
o  has been in ser ious breach of  a Inst i tu te ru le  
o  is  in breach of  enrolment condi t ions  
o  is  cons idered to provide a threat  to the wel l  being of  other  

students or s taff  
 
NIT may cancel  a student  enrolment for :  

  a ser ious breach of  a Inst i tu te rule  

  breach of  enrolment condit ions  

  where a s tudent  is  considered to provide a threat to the wel l  being of  
other s tudents or  staff  

  ser ious misconduct  

  fai l ing to meet the requirements of  the course progress pol icy 

  fai l ing to meet the requirements of  the course Attendance pol icy 
(ELICOS)  

  non-payment  of  tu i t ion fees  

  Non re-enrolment  
 
Where suspens ion or cancel la t ion is  ini t ia ted by NIT, s tudents  wi l l  receive a 
not ice of  Intent  to Defer,  Suspend or cancel  Enrolm ent.   This not ice wi l l  
c lear ly ident i fy that  a student wi l l  be g iven 20 days to access the Inst i tu te ‟s 
internal complaints  and appeals  process.  When the appeals  process is  
ini t ia ted, NIT wi l l  mainta in the student 's enrolment  unt i l  the internal  appeals 
process is  complete.  NIT reserves the r ight  to not provide learning 
opportunit ies dur ing th is process should i t  be deemed appropr iate.  
 
 
Appl icants wi l l  be informed that  deferr ing, suspending or cancel l ing h is or 
her  enrolment may affect  h is  or  her  student v i sa.  
 
The suspens ion or  cancel la t ion wi l l  be not i f ied to the Secretary of  DEST via 
PRISMS as required under  sect ion 19 of  ESOS Act  where the s tudent ‟s  
enrolment is  deferred,  temporar i ly suspended or cancel led on complet ion of  
the 20 days or at  the end of  the appeals  process i f  the appeal is  not upheld.  
 
Al l  the re levant documents are kept  on the student  f i le.  
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h. Course Credit  

 
Procedure 
Pr ior to enrol l ing wi th NIT, a number of  students may have achieved 
competency in the Train ing Packages offered by other  RTOs in a number of  
ways through formal and informal tra in ing and educat ions.  These „ways ‟ 
could inc lude;  

•  Work exper ience  
• General l i fe  exper ience and/or  
•  Any combinat ion of  the above  

 
The assessment  pathways in NIT provide for the recognit ion of  competenc ies 
previous ly obtained. I t  should be remembered that Uni ts of  Competency and 
qual i f icat ions in the Train ing Packages should be recognised regardless of  
how, when or  where they were achieved.  In order to recognise pr ior  learn ing 
of  candidates, the candidates must supply evidence that  indicates that  the 
candidate is current ly competent  against the endorsed industry competency 
standards.  
These could inc lude:  

•  Course out l ines (For courses where the candidate has been deemed 
competent)  
•  A Cert i f icate  with the re levant recognised author i ty logos  
• Cer t i f icat ion of  hours  of  s tudy  
• Cer t i f ied resul ts f rom an inst i tu t ion  
• Subject  Out l ines f rom previous s tudy  
• Textbooks used in the course of  s tudy  
• Personal resume that can be ver i f ied  
• Summary of  work  exper ience that  can be ver i f ied  
• Reference f rom former employers that can be contacted  
• Test imonia ls  f rom cl ients  
•  Work samples  

 
The onus is  on candidates to provide suff ic ient evidence to sat isfy the 
requirements  of  competency that  is  current.  When ass ess ing pr ior  learn ing, 
NIT shal l  a t a l l  t imes ensure that the evidence suppl ied is:  

•  Authent ic  •  Val id  •  Rel iable  •  Current   •  Suff ic ient  
 
Assessor Quali f ications:  
NIT Shal l  a t a l l  t imes ensure that assessors  complet ing assessment for  pr ior  
learn ing wi l l  have completed tra in ing and vocat ional cpmpetenc ies.  
 
Course Credit  Process  
NIT wi l l  recognize AQF quali f icat ions and Statements  of  At tainments awarded 
by other Regis tered Train ing Organizat ions and provide s tudents equi table 
arrangements  for  the process ing and assessment of  these qual i f icat ions 
wi thin the AQTF guidel ines.  
 
Procedure:  
a) Students are advised of  Course Credit  possibi l i t ies  pr ior  to enrolment and 
encouraged to submit  documentat ion at that t ime.  
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  Students must  submit  authent icated deta i led suppor t ing documents  
including Course transcr ipts , cert i f icates, and let ters  of  reference.  

  Al l  internat ional documents must  have a cer t i f ied Engl ish translat ion.  
 
b)  Course Credi t  process ing takes a min imum of  10 work ing days f rom 
submiss ion of  appl icat ion .  

  Student to complete a Course Credit  Request  Form and at tach copies of  
support ing documents.  This appl icat ion is to be submit ted wi th Student 
administrator  who forwards th is to the re levant  Program Manager.  

  The appl icat ion is screened by the Student  admin istrator  for  accuracy 
and appropr iateness of  detai ls  and s tudent ‟s  s ignature before i t  is  
provided to the Program Manager.  

  The outcome of  the applicat ion is  provided to s tudent by the Student  
administrator.  

 

  I f  required the Student  administ rator records th e approved Course Credit  
on Student  Database and a l l  re levant documents are s tored in the 
student f i le .  

 
 

c)  Evidence of  Course Credi t  
Appl icants wi l l  need to show how they have achieved the competencies of  
each accreditat ion level and i f  they can sat isfy the performance cr i ter ia by 
submit t ing evidence that  enta i ls ,  

  Val id ity ( is  the evidence re levant?)  

  Suff ic iency ( is there enough evidence?)  

  Authentic i ty ( is  the evidence a true ref lect ion of  the candidate?)  

  Currency ( is  the evidence recent?)  
 
Fol lowing are a few examples of  the ways evidence can be provided.  
Appl icants wi l l  need to inc lude a var iety of  these in their  appl icat ion form.  
 
Educat ion and Train ing:  

  Formal,  accredi ted and informal tra ining  

  Copies of  cer t i f icates,  qual i f icat ions achieved f rom other  courses,  school 
or  ter t iary resul ts  

  Statements out l ining courses and or s tudy that  have been under taken 
and the learn ing outcomes/competencies achieved f rom these  

 
Work Related Exper ience:  

  Posi t ions descr ipt ions of  previous held employment;  

  Resume of  work  exper ience which may inc lude repor ts f rom supervisors 
or managers;  

  Copies of  any s tatements , references or  art ic les about  your  educat ion, 
tra in ing or  employment;  

  Examples of  relevant work  samples or tasks f rom previous employment.  
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Visa Implicat ion  

  Where Course Credit  is  granted before the issue of  a v isa, the net  
course durat ion (as reduced by the Course Credit)  is  indicated on the 
eCOE issued.  

  Where Course Credit  is  granted af ter  the issue of  a v isa, the result ing 
change of  course durat ion is  reported to DIAC via PRISMS.  

 
 

Course Credit  Fees  
Appl icants possess ing and present ing accredited Austra l ian quali f icat ion 
and/or  Statement of  At ta inment  for  exempt ions wi l l  not be charged wi th the 
Course Credit  appl icat ion fees,  but  no matter  what the extent Course  Credit  
granted the overal l  course fee wi l l  not be reduced.  However, appl icants wi th 
overseas qual i f icat ion wi l l  have to fu lf i l l  the Austra l ian Educat ion 
Internat ional  AEI-NOOSR qual i f icat ion recognit ion requirement  before Course 
Credit  appl icat ion can be accepted as val id.  Therefore, such recognit ion 
statement should be added to the Course Credi t  appl icat ion.  
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i .  Administrat ion and Record Management  

 

 
1.  Purpose 

 
This procedure descr ibes the processes whereby Nova Ins t i tute of  Technology 
(NIT) adminis ters and manages a l l  records and documentat ion re lat ing i ts  
del ivery train ing and assessment  services.  
 

2.  Related Standards  
 
AQTF 2007 Standard 3.3,  1.4 and COR 6  
 

3.  Scope  
 
This pol icy appl ies  to a l l  off ic ia l  records created,  col lected and held by the NIT, 
and a l l  s taff  employed or  engaged by the NIT.  
 

4.  Responsible Part ies  
 
The General  Administrat ion Manager  is  respons ib le for  the control  and issue of  
th is  procedure.  
 

5.  Def init ions 
 
Current  f i les  are those f i les  for  which the tra in ing and/or assessment  service is  
st i l l  be ing del ivered.   
Completed f i les  are those f i les for  which no further  tra in ing or assessment  
services are to be provided to an indiv idual under a service contract or  funding 
agreement . Indiv idual student  f i les  may inc lude, but  are not  l im ited to,  the 
enrolment form, copy of  any tra in ing agreement or  contract,  s igned tra in ing 
p lan,  v is i tat ion record,  attendance record,  record of  contacts,  assessment 
records, tra in ing mater ials ,  copies of  cer t i f icates/s tatements  of  atta inment 
issued,  any notes made by the tra iner /assessor about  the s tudent / t ra inee.  
Archived f i les  may inc lude, but are not  l im ited to, the enrolment  form, copies of  
cert i f icates/statements  of  at ta inment issued, assessment records,  attendance 
records and any notes made by the trainer/assessor  about  the s tudent/ trainee.  
 

6.  Policy Statement  
 
The NIT recognises i ts  respons ib i l i t y to provide for  the adequate management  
and preservat ion of  off ic ia l  and prevai l ing community standar ds of  best 
pract ice.  This pol icy a ims to ensure that off ic ial  records created by NIT s taff  
deemed to be of  endur ing evident ia l  or  informational va lue are preserved for 
future reference.  I t  a lso a ims to promote a cons is tent and coherent regime of  
records management processes and pract ices f rom the t ime of  the creat ion of  
records, through to their  d isposal or  preservat ion and use as archives.  
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7.  Procedures 
 
The fo l lowing procedures provide guidance for the effec t ive management  and 
administrat ion of  NIT records and documentat ion.  These requirements  must be 
met as a min imum operat ional ac t ivi ty and may be guided by their  support ing 
processes.  References are provided where the latter  occurs .  
 

7.1 Staff  Records  
 
Al l s taff  of  the NIT wi l l  have wi l l  have a s taff  f i le ra ised and maintained for the 
purpose of  recording their :  

  Posi t ion and duty statements  

  Terms of  contract  

  Part ic ipat ion in induct ion process  

  Profess ional  development  

  Staff  se lf  assessment of  Capac i ty to del iver/assess uni ts of  
competency  

  Qual i f icat ions,  references and awards: Or ig inal  documentat ion 
must be s ighted to ver i fy the authentic i ty of  qual i f icat ions, 
references and industry awards. Copies of  or ig inal qual i f icat ion 
must indicate the date s ighted and by whom.   

  Disc ip l inary act ion or  not ices of  complaints  may also be noted on 
th is  f i le .   

  CVs 
 
Staff  f i les are held and mainta ined by Administrat ion Manager.   
 
Staff  may access information on their  f i les  on request  to the Administrat ion 
Manager.  Third party access must  be c leared by the PEO and only for  purposes 
re levant  to the maintenance of  records, ie to update records.  
 

7.2 Student Records.  
 
Student records are to be ra ised at enrolment.  These records are to be 
establ ished e lect ronical ly and as a hard -copy record.  These records are to 
include, but  are not restr ic ted to  

  Student ident i f icat ion  

  Contact detai ls  inc luding emergency contact  

  Academic program and progress  

  Appl icat ion for  enrolment form  

  Copy of  passport  

  Evidence of  Engl ish language sk i l ls  

  Copy of  Letter  of  Offer  

  Evidence to suppor t deferra l  

  Evidence to suppor t repor t ing to DEST  

  Fees Arrangements  

  Appl icat ions of  RPL and mutual  recogni t ion  

  Letters  of  request for  t ransfer to another provider  
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Al l  s tudent records are entered and mainta ined on the NIT database by 
administrat ion.  
 
Students may request  a copy of  their  data prof i le on request  and proof  of  
ident i f icat ion.  Third party access cannot  be approved by any means other  than 
student agreement.  Enrolment  forms make provis ion for student data access by 
NIT s taff .  Al l  o ther data is  to be held securely and in conf idence.  
 
 
 

7.3 Record Privacy and Access  
 
Al l records mainta ined by NIT a re subject  to the laws of  pr ivacy (2002) .  As 
such, i t  is  a requirement  that records be held in  a secure environment,  
safeguarded against loss,  damage of  unauthor ised access.  Accordingly:   

  Staff  F i les may only be accessed by the PEO.  

  Student f i les may only be accessed by the Administrat ion 
Manager  for  the purpose of  updat ing those s tudent f i les , or  by 
the PEO for  the purpose of  reviewing train ing part ic ipat ion and 
progress.   

  Al l  Indiv idual have a r ight to v iew their  own f i les  and may do so 
upon request and proof  of  ident i f icat ion to adminis trat ion.  

Pr ivacy and access procedures are made c lear to al l  par t ies  at induct ion.  
Access to a f i le by a th ird par ty other than as above c an only be provided wi th 
the wr it ten consent of  the indiv idual .   
 

7.4 Record Award Management  
The issue of  awards by the NIT is governed by i ts scope of  registrat ion.  

  General Manager (VET) is respons ible for  moni tor ing s tudent 
progress.  

  Students who have sat isfac tor i ly completed their  fu l l  program of  
study are ent i t led to a Cer t i f icate and a Statement of  Atta inment.  
Students who wi thdraw or part ia l ly complete their  tra ining program 
are to be issued wi th a Statement  of  Atta inment or transcr ipt .  
These must inc lude:   

 

  RTO name and TO ID  

  Ful l  t i t le  of  qual i f icat ion and i ts  nat ional  or  state code  

  Name of  student and s tudent id number  

  Cer t i f icate number  

  Correct accredi tat ion phrase according to the k ind of  award issued  

  I f  a  statement of  atta inment , inc lude the cor rect  unit  names and 
codes  

  NRT and/or  VQA logo (refer  to NRT logo specif icat ions document 
or VQA Logo Use document)   

  

  The General Manager (VET) ver i f ies  the s tudent 's  ent i t lement to a 
cert i f icate or s tatement of  atta inment  f rom the s tudent records 
system and prepare their  issue.  
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  The Pr incipal Execut ive Off icer  is  to author ise the pr int ing of  AQF 
compl iant cert i f icates and statements of  atta inment  for  issue to 
each student ,  and act as author ised s ignatory in  conjunct ion wi th 
the General  Manager (VET).  

  Each cert i f icate/statement of  atta inment  issued is  to be recorded 
in the s tudent  f i le  and on a qual i f icat ions register.   

 
 

7.5 Archive Management  
 
Ongoing and Up to Date Record keeping for prospect ive s tudents  
Nova Inst i tu te wi l l  keep records of  each accepted student  who is  enrol led wi th 
the Inst i tu te or  who has paid any course money for  a course provided by the 
Ins t i tute.  
These records cons ists of  each accepted s tudent ‟s current  res ident ial  address,  
as suppl ied by the s tudent,  and any other deta i ls  prescr ibed by the regulat ions .  
Ins t i tute wi l l  reta in the records for  at  least  2 years  af ter  the person ceases to 
be an accepted s tudent.  However, the records do not  need to be kept  up to date 
af ter  the cessat ion.  
The records of  each accepted student  or who has paid a ny course money for a 
course provided by the inst i tu te must inc lude the fo l lowing deta i ls :  

  The amounts  of  course money that the student has paid to the 
Ins t i tute  

  For  an amount  of  course money that the student has paid to 
the Inst i tu te for  a course:  

o  whether the amount was paid for  the fu l l  course or  part  
of  the course; and  

o  i f  the amount  was paid for  the fu l l  course, the durat ion 
of  the course; and  

o  i f  the amount  was paid for  part  of  the course,  the 
durat ion of  that  par t  of  the course;  

  copies of  wr it ten agreem ents  to which the Inst i tute and 
student are part ies;  

  any amounts that:  
o  have become payable,  d irect ly or  indirect ly,  to the 

Ins t i tute by the student for  the s tudent to under take a 
course; and 

o  have not  been paid.  
Ongoing and Up to Date Record keeping for enr ol led students  
 Al l  s taff  and s tudent records are to be securely s tored and protected f rom loss,  
damage or  unauthor ized access for a per iod of  30 years .  To meet th is 
requirement , the fo l lowing act iv i t ies  are undertaken under the guidance of  the 
General  Adminis trat ion Manager.   

  Al l  hard-copy records are to be s tored in locked metal  f i l ing 
cabinets , and their  access supervised by the General  
Administrat ion Manager.  

  Al l  e lec tronic  records are to be maintained on the NIT 
database.   

  Al l  e lec tronic  records are t o be backed up at  the end of  each 
day,  and week ly backups s tored securely off  the premises.  



© Nova Institute of Technology Page 45/47 
 
 
 
 
 
 
 

Fi le Retent ion and Disposal  
Al l  records are to be kept for  th ir ty years or t ransferred to the Off ice of  Tra in ing 
and Tert iary Educat ion should NIT ceases to operat e as an RTO. This requires 
a l l  records that are not required for  day- to-day management or  are no longer  
current,  are to be managed as archived records.  As such:   

  Al l  c losed student  f i les are to be stored wi th Administrat ion for  
a per iod of  twelve months in  secure metal f i l ing cabinets 
marked 'completed f i les ' .   

  On the twelve month anniversary of  complet ion/c losure,  
records are to be moved into the permanent archive for  a 
per iod of  th ir ty years .  

  Fi le contents not  being transferred f rom the completed f i le to 
the archive are to be shredded and d isposed of  in  an 
appropr iate manner.   

  Electronic  records of  a l l  t ra in ing and assessment services 
carr ied out  in  each calendar year are to be p laced in the 
archive for  that part icu lar  year.  This inc ludes student  
examinat ions, record/pract icum logs and other assessment  
documents required to be held for  ver i f icat ion.   

  Record retr ieval and access f rom archive is  managed under  
the author ity of  the Adminis trat ion Manager and the pol ic ies  
and procedures governing records secur i ty and access.   
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j .  Complet ion within the Expected Duration of  Study  

 
1.  Purpose:   
The purpose of  th is pol icy/procedure is to def ine the system used to moni tor  
student course work loads to ensure complet ion wi th in the durat ion of  the CoE 
as per the requirements, of  the Nat ional  Code 2007 Standard 9.  
2.  Related Standards  
ESOS standard 9 Moni tor ing enrolment load  
3.  Scope 
This pol icy/procedure appl ies  to a l l  internat ional s tudent  operat ions of  the Nova 
Ins t i tute.   
 
4.  Respons ib le Part ies  
The Campus Manager  is respons ib le for  the implementat ion of  th is  
pol icy/procedure and to ensure that s taf f  and students  are aware of  i ts  
appl icat ion and that staff  implement  i ts  requirements .   
 
5.  Procedure 
5.1 Moni tor ing enrolment load  
o  The progress of  each student is  monitored, recorded and assessed for 

each term in which they are enrol led as per Monitor ing Course Progress 
Pol icy  for  the student ‟s progress towards complet ion wi th in the expected 
durat ion.  

o  Af ter  a l l  resul ts are avai lable, the author ised staff  member such as the 
Program Managers author ises the addit ion of  modules that have been 
fai led in the previous term to be added to the student ‟s current term 
t imetable to enable the s tudent to complete modules wi th in the expected 
durat ion and fu lf i l  pre- requis ite requirements .  

5.2 Under and overloading the t imetable:  A student may study subjects  dur ing 
a non-compulsory s tudy per iod or  by over loading in some compulsory s tudy 
per iods to compensate for  those s tudy per iods in which the s tudent was 
studying a reduced load.  Students  may be permitted to enrol  in  less than a „ fu l l -
t ime‟ load in any s tudy per iod inc ludin g when: 

o  there are compass ionate or  compell ing reasons for  reduc ing the load  
o  the reduced load is part  of  the intervent ion s trategy as per  Monitor ing 

Course Progress Pol icy  
o  the s tudent  has s tudied,  or  plans to study,  extra units  in  another s tudy 

per iod as author ised by the relevant s taff  member(s)  
o  the s tudent  has only a few units  lef t  to  complete and these do not  

const i tute a fu l l - t ime load;  
o  pre-requis i te uni ts are not  avai lable in that s tudy per iod result  in  the 

student extending their  study beyond the expected durat ion  
o  CoE changes performed by Admiss ions  
o  When the student is  required to repeat  modules in a term or s tudy 

per iod,  Admissions staff  wi l l  be not i f ied by the Program Manager.  
o  Admissions generate new CoEs for extension or  change of  course needs. 

Admissions al ter  and generate CoEs through PRISMS.  
o  Al l  a l terat ions to an ex ist ing CoE wi l l  be monitored by the PRISMS 

program to ensure that no student wi l l  s tudy beyond the expected 
durat ion and wi l l  be a lerted i f  th is is  proposed by the PRISMS user.   
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