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About this Handbook

Thisstudenthandbookis your émust hawe¢ guide studyingwith Zenith Busiress
Academy.lt providesinformation on Zenith BusinessAcademypolicies and on your
opportunities,rightsandresponsiblities asa ZenithBusnessAcademystudent.

Youwill find information about the two ZBA Campuses (one in Sydney and the
other in Melbourne),how the collegeworks,information on enrolment procedures,
fees and payments,courses, assessmentind appeals,student services, classroorand
other facilities.

It providesinformation on how to resolveproblemsandfind assistane with acacemic
and personalquestions.It alsoprovides you with essentialinformation on your rights
and responsibilitiesas student visaholders,includingyour attendanceand academic
progressequirementsandyour rightsto work while studying.

Information on how to behaveas a student with Zenith Business Academyis also
provided:the codeof conduct for studentsandfor trainers,andthe consequencesf
breakingthe code.

Last,you will find information of what to do in the event of a personalor family
emergencyand crisis, your rights to making an Internal Appeal aganst decisions
made by Zenith Busines Acadeny and your right to make Externd Apped if your
internalappealisrejected.

Disclaimer

Thecollegeattemptsto ensurethat the information distributed is accurae and up to
date, but sectiors may be amended without notice. Personsntendingto act on any
information containedin the Handbookshouldfirst checkthe ZenithBusines®\cademy
website http://www.zba.nsw.edu.auand with the Zenih Busines Acadeny staff to
makesureyou havethe mostup to date accurate informatioravailable The Website
providesmore detailedinformation on manyareasthanthis handbook.

ZenithBusinesAcademy jts agentsand employeeswill not be liable for anylossor
damage arising directly or indirectly fromthe posses®n, publication or use of
relianceon information obtained from distributed information. It is providedin good
faith without expressorimpliedwarranty.

The Keys tduccess

Perhapghe mostimportant messages that the amountyou get out of your time with
Zenith BusnessAcademydependsa lot on how the Zenith BusinessAcademyteam
(Principal Trainers, Administrationand StudentServicesStaff)worksfor you. It
dependson ZenithBusiressAcademyprovidingthe learningfacilitiesandresourcedo
makeyourlearning sucessful. But mostof allit depends orhow much youcontribute.
If you work hard, cooperateand work well with your fellow studentsand the Zenth
BusiressAcademyteam, and respecteveryonefor their strengthsand cultural
differences youwill getthe maxinmum benefitfrom your stay.
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Welconmeto Zenith Busines Academy

Welcometo ZenithBusnessAcademywhere new and exciting experienca and
adventuresawait you. The Chief Executive Officetrainers and staff welcomeyou to
join our schoolfamily. Zenith BusinessAcademyis a distinctive andvery successful
institution, which maintains a high profile and an excellentreputation locally,
nationally and internationaly. Our experiencedstaff andtrainers are dedicated to
providing every student with the best educationalopportunity possible.

Zenith BusinessAcademyis a comprehensivemulticultural, vocationaleducation
college whose missia is to anticipae and respondto the educationalneedsof
students,employersand communitiesin an advancingtechnologicalworld. The
collegeprovidesstudentswith an effective teachingand learning envronment
designel to raise educatin standards enhan@ economc developnent andenrich
personallives.

| askyou to join usin continuing to focus on the missionand vision that hasbeen
establishedat Zenith BusiressAcacemy. With continued suppot and cooperation,we
canpursueexcellencen the academe achievemens of all our students.

Bestwishes,Rupesh Singh
Chief Executive Officer
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Zenith Business Academy isegisteredvocational training collegeperating from two
campuses: onéocatedclose to the central business district of Sydnayd the other

close to the central business district in Melbourftas committed to professionalism

and excellence, offering a supportive learning environment. Its Certificate, Diploma and
Advanced Diplom courses provide sound vocational queétionsoffering pathways to
university courses ardr professional career opportunities.

ZBA Sydney is located at 55 Regent Street Chippendale in a wonderful part of the city. It
is close to trains and buses, autil and entertainment venues, shops and parks.

1 5 minute walk from Central railway and light rail station
1 5 minute walk from Central bus interchange

1 5 minute walk from international award winning Central Park residential and
retail precinct

1 5 minute walk from Powerhouse Museum (technology and decorative arts) and
White Rabbit Gallery (contemporary Chinese art)

1 5 minute walk from University of Technology Sydney

1 10 minute walk to Darling Harbour, IMAX cinema and nightclub precincts
10 minute valk to Chinatown

1 10 minutes by bus to the University of Sydney

1 20 minutes by bus to Circular Quay, Opera House and Sydney harbour
1 30 minutes by bus to Bondi Beach

ZBA Melbourne is also centrally located on level 7, 399 Lonsdale St, Melbourne: and
close toall CBD amenities, entertainment and sporting venues

1 Tram stop outside the building

2 minute walk from Melbourne Central station

2 minute walk to Bourke Street Mall shopping district

5 minute walk to Chinatown

15 minute walk to Federation Square art piect

15 minutes by tram to the National Gallery of Victoria

20 minutes from Southbank theatres, restaurants and casino

= =4 A a4 -a -a -

20 minutes by tram to St Kilda Beach
1 20 minutes by tram to the world famous Melbourne Cricket Ground

20K %. 1 Qa {eR)/Se FYR aStoz2daNyS OflaaNerz2yvya |
with air conditioning, spacious classrooms and computer labs, wifi and all the necessary
audio visual equipment for effective classroom learning. All students havesaices
individual computers.

Thestudent library facilitiesand comfortable student relaxation arease located on the
ground floor There area wealth of different ethnic foods available nearby, and there
are facilities for students to bring their own foo@ihe student lounge includes kitchen
facilities, microwave ovens, refrigerator, snack vending machines, etc. and areas for
students to socialize and relax outside of study time.
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The ZBA Facebook site and Noticeboards in the halls and classrooms prod&igst
with updates on student services, activities and information about recreational events
and facilities in Sydney.

Tohelp makeyour time studyingin Australia enjoyabk and succesful it is important to
knowwhereto goto getkeyinformation andto meetall the requirementsof your
studentvisa.

EssentialWebsiteand IT services

While you are a student your key sourceof information will be the Zenith Business
Acadeny website http://www.zba.nsw.edu.auand your main contact for student
serviceswill be the Student ServicesOfficer at the reception desk on Level 2.
Youshouldalsocheckthe Notice Boardson Level2 for keyinformation.

Aswell asbeingyour key information point, the Zenith BusinessAcademyWebsite,

http://www .zba.nsw.edu.aprovideslinksto:

1. Coursedor information on all Zenith BusinessAcademyCertificate, Diploma
and Advancediplomacourses,and the VictoriaUniversitySydneyPathway
Program.

2. StudentSupportfor Applicaton Formsand all other forms you may need to
use while a student, information student visg and a place to update your
personaland contactdetails.It alsoprovidessub linksto Accommodatiorand
Airport Pickup Services, the Form Library, all 8B8O3Policies andProcedures,
information on OverseaStudent Health Coveriad Visa information.

3. ProspectiveStudentsfor information on Livingin SydneyCostof Lving, Workin
AustraliaandZenithBusines#\cademyAgents.

4. Howto Enrolfor informationon entry requirements and procedures,datesand
fees.

5. TheZenithBusines®\cademyStudentHandbook

While you are studyingat Zenith Busiress Academyyou will need to have ready
accesshe ZenithBusinesg®\cademyStudentPortal to:

1. Accesgourpersonalandacademiaetails;

2. Updak your addresand contad details assoonasthey change;

3. Viewcommunicationrelating to reasgssmens and late fee warnings and to
4. Checki S I O fe&ibakkan youracademiagesults.

To log onto the Zenith BusinessAcacemy Student Portal go to the

http://www .zba.nsw.edu.a home page and click on & fudent t 2 NJYkufwal then
haveto log on with your student ID and Passwordwhich will be givento on your
orientationday.

StudentVisarequirements

It isessentiafor youto meetall of your visarequirements:

1. Maintain your fulltime enrolmert and attend classedor at least20 hoursper
week;

Ensureyouattend at least80%of all your clases;
MaintainsatisfactoryAcademid®rogress;

Maintain Oversea$tudentHealthCover{OSHChroughout the visaduration;and
Notify uswithin 7 daysof anychangeof addressand/or contactdetails. If you fail

o~ b
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to meet these requiremensyourvisamay be affected.(SeePp3941.)

Otherthingsyou must know

Thereare a number of other things you should remembe to make your time with
ZenithBusiressAcademyrewarding:

1. If you wish to apply for CourseCredit for your previous studies, you must
apply within two weeksof your coursecommencemat date;

2. Do not leave valuableshattended. Weare not responsiblefor anydamaged]ost
or stolenitems;

3. In caseof emergencypleasefollow the instructionsgivenby your trainers or by
the floor warden;

4. Alwaysfollow the rulesdisplayedon notice boards,in classrooms, computer
labs,andnearfacilitiessuchasprinters, photocopiersyendingmachinesetc.

And remember, if you need any assistace or have any enquiries, please ask at
Receptionlf you needto talk to any staff memberpleasesee the lists of Sydney
and Melbourne Campus staff contacts on PagessB7

Living in Australia and Studyingas an International
Student

Sydneyand Melbourne araecognisedas safe, cleancities with fresh air and
numeroustrees, parksand green spaces complemented by the rich diversity of peoples
and cultures which make up their populatiorfsach city is stunningly beautiful in its
own way: the majesty of the harbor and beaches in Sydney andrttfetecture,
culture, cafésociety and trams of Melbournéf sport appeals to you, there is a great
variety from which to choose. Australians love sport aitber participatein their
favourite sportor watchit regularly.Within easy public transport trips frordenith
BusiressAO | R S ¥ity €adpuses in both Sydney and Melbouthere are many
cultural, historical commercial, retail, entertainment and sporting venystgceswhich
form the veryheart of the city: rich architectural heritagérom the colonialpast,
Chinatown shopping precincts art galleries and museums

TheCostof Living

UsingAustrlian governmentestimatesthe cogsof livingfor internationalstudents the
costsfor anindividualstudentlivingin Sydneg or Melbournewill be approximatey
AUD$18,00@0 21,000peryear.Thiscostdoesnot includetuition fees.Theadditional
costsfor yourpartner will be from $6,500to $7,500.

Theaveraganternational studentin Australiaspendabou $375 per week on:
1 Accommodaion, electricity and gas
1 Fod and clothing
1 Transport
1 Telephoneandinternet
1 Entertainmentandincidentalcosts
Foramore updated estimateof livingcostspleaserefer to
http://www .studyinaustralia.gov.aulgbal/live-in-australia/livingcosts

Whilethisisarealisticguide,it isimportant to remembe that individud circumstances
will varyby location,courseandlifestyle.
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Whenyouare strucduringyour budgetalsotake into accountthe following:

1 tuition fees
9 healthinsurance
1 workingwhile you study

Weather

The climate in Sydney is mild, and the seasons are distinguishable from each other. For
those of you who live near the Equator, you will notice a distinct difference between
summer and winter, and thawe have no Wet Season. For those of you who come from
countries higher up in the Northern Hemisphere, you will notice that our summers and
winters happen at the opposite times of the year to what you are used to.

Melbourne generally has a Mediterraneamudite but it has been known to have
unpredictable weather; warm one day and cool the next. The weather in summer tends
to warm up around late January with temperatures rising to 40° on some occasions.

Winter temperatures range from 7 to 15 degrees C in Malbe, and from 12 to 18 in
Sydney. In the summer months from December to February temperatures generally
range from 17 to 27 degrees in Melbourne and from 20 to 30 in Sydney.

Transport

As an international student you will need to travel from your homedtiege and also

to work if you find employment. Most students live in residential areas away from the
central cities and use public transport and ZBA campuses are located close to major
transport hubs.

ForSydney studentsvisitwww.transportnsw.infofor information on buses, trains, light
rail and ferries, timetables and maps.

{eRySe dpaSaOlBKRBR a2 LI & FT2N) LdzofAO GNIFyaLlLk2NIO
card which you tap against the receiver whgsu enter the train station/tram/bus or

ferry, and tap again as you get off. Opal cards can be purchased at major train stations

and many newsagents and some local stores. You can buy your opal card and put money

on it onwww.opal.com.au

ForMelbourne students visitwww.ptv.vic.gov.ador information on trams, trains and
busses, timetables and maps.

aSto2dz2NyS dzaSa GKS ayeéeliAaé OFNR G2 LI & F2N L
card which you tap against the receiver when you enter the train station/tram/bus, and _ 5
ul L3 F3FAYy a e2dz 3Su 2FFPd aelAQ@QdocaDlr y 0S LIdzNID
Eleven stores. You can buy or put money on your myki card on

www.ptv.vic.gov.au/tickets/myki

Visas

If youhavea problemor questionaboutyour visatalk to the Departmentof Immigration
andBorderProtection(DIBP aboutyour visaor other immigration matterson their
Websitewww.border.gov.au

DIBPOffices:

SYDNE(NSW)

26 LeeStreet,Sydney2000
Ph 131881

9am ¢ 4pm Monday to Friday

MELBOURNEIctoria)
2 Lonsdale Street, Melbourne 3000
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Ph 131881

Underthe ESO&ameworkasanoverseastudenton a student visayou have
responsibilitieqo:

1 satisfyyourstudentvisaconditions

maintainyour Overseas$tudentHealthCover(OSHCjor the periodof your stay
meetthe termsof the written agreementwith your educationprovider

inform your providerand DIBRf you changeyouraddress

maintan satisfactoy course progress

= =4 4 -4 -4

if attendanceis recorded for your course,follow your providS Naiténdancepolicy,
and

1 if youareunder18, maintainyourapproved accommodation suppot andgeneral
welfarearrangements.

Fa moreinformation pleaserefer to:

https://internationaleducation.gov.au/reqgulatory
information/pages/requlatoryinformation.aspx

Changeof Address/ContacDetalils

Pleasemakesurethe collegealwayshasarecordof your currentresidentialaddress,
emailaddressandtelephonenumber.

ThisisESSHTIALto helpkeepthe studentrecordsup-to-date, sothat if the college
needsto sendanythingto you, it will be sentto the correctplace.

Anystudentvisaholderwho movesto a new addressamustnotify DIBPandthe college
immediately.lt isarequirementof your visathat you inform both. A change of contact
detailsform isavailableat StudentServicefkeception.

Work Rightsasan International Student

Studying at ZBA more than just a classroom experienBesides providing valuable
income a job can provide students witha of useful experience outsiddeir college
and home life. But remember, it is important to read and comply with the work
conditions on your student visa.

If youare on a studentvisayou are permitted to work up to 40 hoursper fortnight (2
weeksweekduringthe term. Youwill bein breachof your visaif youwork morethan
that. Additionally, you arerequiredto makestudyyour priority. Althoughthe college
endeavourdo be asflexibleaspossiblewith yourtimetable,the collegemaybe unable
to work yourtime around all of yourwork hours. Pleaseensurethat you restrictwork to
shiftsthat R 2 yedhflict with your studycommitments.

Duringholidaysyou canwork full time, with no restrictionon hours.Youcanfind the
scheduledZBAholidayson yourtimetableon the Studentnotice board.

You can find more information here:

http://www.border.gov.au/Trav/Stud/More/Workconditionsfor-Studentvisaholders

PublicHolidays

ZenithBusines®Academyis closedon publicholidays.Publicholidaysare postedon the
Studentsnotice board nearthe StudentServiceseception.
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StudentApplications,Enrolmentand Fees

Applicationand Enrolment

Zenith BusinessAcademyand its' approved agents select students in accordance

with the requirements of Australianlegislation and regulatory authorities, by the

criteria and procedures laidlown in the ZenithBusinessAcademywebsite, o
http://www.zba.nsw.edu.a andin full complianceof Zenith. dza A y S& a néonOl RSY& Qa
discriminatoryaccesandequity policy.

Youare advisedto use one of ZBl QapprovedAgentsto guide you through the
application and enrolmert processe and procedures,but you maydo it by yourself
without an Agent.

Step 1: Find a suitable courseby goingto the Zenith BusinessAcademyWebsite,
http://www.zba.nsw.edu.a and clickingon the Courseslink for information on all
ZenithBusines®\cademyCertificate Diplomaand AdvancedDiplomacourses.

While doingthis read the information on living and studyingin Sydney Australia by
clickingonthe ProspectiveStudentslink.

Step 2: Checkthe entry requirements_to find out if you meet both the Englishand
Academicrequirements by going to the Zenith BusinessAcademyWebsite,
http://www .zba.nsw.edu.a andclickingonthe W1 zasnrolQink to for entry
requirementsfor all Zenth BusnessAcademycourses.

Duringthesesteps, prospectivestudentswill be givenelectronicacessto information
on coursedetailsand pathways learningand assesment methods,fees charges and
refund policies,the AustralianQualiications Framewok and gualifications,recognition
of prior learning, campusfacilities and services,legislation andregulationsrelating
to internationalstudentsandinformation on living and studyingin Australia.

Step 3: Completeyour Online Zenith BusinessAcademyApplication Form, or one
downloaded from the ZBA WebsitédHow to EnrdQlink or one collected from
your educationagent.Make sureyou complete all relevantsectionsand makesure the
informationis accurate Attach certified copiesof any certificates, academic
transcripts or resultsnotices(if thesetranscriptsand certificates are notn Englishthen
they must be accompanie by certified translationg and a copy of your English
languagetest results that show you meet the entry requirementsof your selected
course. Submit your applicatian form along with a photocopy of your passportidentity
page(overseasstudents)andif required, Credit TransfeApplicationForm.

Sendthe applicationform and attached documentsto PostalAddress:ZenithBusiness
AcademylLeve 2, 55 Regem St,ChippendaldNSW 2008

If submitting the electronic StudentApplication Formthrough the website, email the
abovedocumentgo admin@zba.nsw.edu.au

Step4: Reeive a Letter of Accefgance/Offer Letter. Successfiapplicantswill receivea
letter of acceptancethat includesthe name and details of the course they have
appliedfor andthe detailsof the coursefees.It will alsohavean attacheddocument
that includesall the terms and conditions of enrolment at Zenith BusinessAcademy,
includingthe refund policy, so it should be read carefully. Theletter of acceptance
should be signed by the student and returned to Zenith BusinessAcademywith the
first payment. Signingthe letter of acceptancealso indicates that the student has
read and accepted all the attached termsand conditionsof enrolment.

Step5: Make First Payment of CourseFees.The letterof acceptance will include all the
paymentdetails. Yourfirst paymentshould consistof minimum requestedtuition
fees,anapplicationfee andcompulsoryhealthinsurance.
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Step6: Reeive a Conformationof Enrolment.Uponreceivng your signedletter of
acceptanceand your first payment,Zenith BusiressAcademywill sendyou a
Confrmation of Enrolment(CoE)Youcanthen take this CoBo anyAustralan Embassy
or Consulateandapplyfor astudentvisa.

Step7: Apply for andreceiveyour Visaandarrangeyour travel details.

Step 8: Attend Orientation Day, complete your Enrolment Form and beginyour
studies.

Orientation

Studentsshall be inductedinto the coursea day beforeor on the day of course
commencementand studentswill be notified of the date, time and locationof the
orientation. Its purposeis to inform new students of most aspectsof Zenith
BusinessAcademy Studentswill havethe opportunity to askquestions.

Useof EducationalAgents

ZenithBusinessAcademyhasa number of approvededucationalagentsto promote
ZenithBusiness O R Scéwrs@so prospectivestudents. Agentsare responsiblefor
providing prospectivestudents with information outlined in the ZBAwebsite about
studyingin Australia, policies and proceduresdacourse information including
Selection criteria prior to enrolment. Thelist of agents approved by Zenih Business
Acadeny is availabé on the Zenih BusnessAcademyAgentssub-link on the
Prospective Students link on the Zenith Busiress Academywebsite

http://www .zba.nsw.edu.au

Changeof Providerand Cancellation of Enrolment

Students studying at ZBA amet eligiblewithout the collegeQ @pprovalto transfer to
anotherregisiered provideruntil | havecompletedsixmonthsof their principleprogram
of study. If they haveenrolledin only one course that courseistheir principalcourseof
study.If they haveenrolledin andhaveCoEdor a packagd sequence of courses
providedby ZenithBusines#\cademyand anyof its as®ciatedregisteredprovider
partners,their PrincipalCourseof studyisthe coursewith the highestAustralian
Qualifications Frameworkevelevenif that courseis not providedby ZenithBusiness
Academy. Thisusuallya BacheloDegree.

Oncethey havecompletedsixmonthsof studyin their principal Cairsethey will be
eligible totransferto another registeredproviderwithout a Zenith Busines®\cademy
Releas Letter.

Beforethey havecompletedsixmonthsof studyin their principalCoursethey arenot
eligibleto transferfrom ZenithBusinesg\cademyto anotherregisteredproviderwithout
aZenithBusines®\cademyReleasd etter. If they applyfor releaseto transferfrom a
Zenith Busines®\cademynon-principalcourseto anotherregisteredproviderbefore
they havecompletedsixmonthsof studyin their PrincipalCourseapprovalwill not be
granted and a Releaseletterwill not be issuedif:

1 theyhawe not been granted approvdto transferfrom their principalcourse;
and/or

1 the courseto whichtheyare seekingo transferwill providealower level
AudralianQualificationd~=rameworkqualificationthantheir principalCourse;
and/or

1 the courseto whichthey are seekingo transferis providedby ZenithBusiness
Acadeny or oneif itsassociate partners; and/or

1 theyhavenot exhaustedpportunitiesfor accesto ¥2. !stdentsupport
services designetd helpwith persoral and academe problems and/ or
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1 itisdeterminedthat suchatransferisnotin their bestinterests.

Approvalfor transfer to anotherregstered provider will not be grantedin the following
circumstances:

1 claimsof financialhardship;
1 difficulty in finding suitableemployment;and/or
1 claimsof accommodatio and/or transportdifficulties;
TheyeCd=will be cancellel and they will not be eligible for areleaseletter if they:

1 providefraudulent,forged or deliberatelymisleadingdocumentationin any
circumstanesrelatingto their statusasaninternational student;

1 failto enrolbythe requireddate without approveddeferment,suspensin or
cancellatiorof their studies;

1 discontinuetheir studieswithout approveddeferment, suspensia or cancellatio
of their studies;

fail to maintainsatisfactoryattendance;
fail to maintainsatisfactoryacademigrogress;

= 4 -

fail to maintaintheir scheduledee payments;and/or
1 arequilty of seriousmisbehaviair andbreach of the StudentCodeof Conduct.
Notification of cancellatiorof an eCoEdoes notconstitutea Releasd etter.

FeesChargedMethodsof Payment
Fees

Up-to-date information on coursefeesis avaibble on the How to Enrd link on the
ZenithBusines#®cademywebsite,http://www.zba.nsw.edu.au

In additionto coursefeesthere are anumber of AdministrationFeesand Chargeyou
will haveto pay (seebelow).

Zenith BusiessAcademywill accepta numberof paymentmethods. Detail®f how to
paywill be includedin your Letter of Offer, but there are a numberof waysyou canpay:

1 Bpay

1 Credit/Debit Card (2% surcharge applies,students must complete payment
authorisatian form)

1 Telegraphid@ransfer(TT)
1 PayOnlinethroughour Onlinepaymentoption (1%surchargeapplies)
However,cashpaymentswill NOTbe accepted.

Oncewe have received your payment and signed enrolment agreement,we will
forward your electronicconfirmation of enrolment (e-COE}o you. Youwill then need
to submit the e-COEtogether with all the required documentsmentioned on the
studentvisaapplicationto the Audralian or Enbassy/Conslate in your country. For
more details on how to apply, visa and contact details of Australianor
Embassy/Consulaia your courtry visit http://www.border.gov.au.
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ZenithBusinesAcademyAdministration Feesand Charges

In additionto your coursefeesthere are anumber of Administration Feesand Charges
asinthetable below.

Applicationsforms for any of the fees and charges listed below are availabé at
reception.

Documentprocesing time is normally 5 working days minimum. However, urgent
processingcan be done if studentrequestscertificates to be issued within two weeks
of their coursefinish date. In suchcasesthe minimum processingime is 3-4 working

days.
Typeof Fee or Charge Fee
Laie Fee 1 day to lessthan 7 days $110.00
Late Fee 7 daysto lessthan 14 days $220.00
Reassessmerfee (per Unit Fee) $100.®
Repeatingan entireunit of competency (per Unit Fee) $33334
Change otourse pathways $200.00
CoEExtension $83.00
Defermentof Enrolment $50.00
Readnissian Fee $100.00
Qualificaion reissie fee $100.00
StudentID Grd replacement $10.00

Refunds

The ESOS National Code Part D, Standard 3.1.c requires that

The registered provider must enter into a written agreement with the student (which) )
Ydzald X LINRPGDARS AYTF2NNIGAZ2Y Ay NBfFGA2y (2 NB

The policy applies to all ZBA commencing axdnrolling students and to students

seeking to and withdrawing from a course or courses for which they have paid fees. It
also applies to those students whose CoEs for courses for which they have paid fees are
cancelled.

This policy applies tdlauition fees paid including those collected by education agents
on behalf of ZBA and its associated registered providers; plusuitbon Materials Fees
and Overseas Students Health Cover fees.

Other ron-tuition fees are excluded and thereby noafundable. They are the
Enrolment Fee, the CoE Processing Fee, the Change of Course Fee, and the Aiport Pick
up Fee.
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The statement should be read in relation to policies and procedures relatidgtmnal
Standard Code 8Complaints and AppeajsandNational Code Standard 1®eferment,
Suspension or Cancellation of Study During Enrolmanelation to Compassionate and
Compelling Circumstances.

bSAGKSNI GKA& LIt AOE y2NJandextérnzRts tididverseash I K G G 2
{GdzRSyda hYodzZRaYlLyo O2YLXLAyda yR FLLISEEa N
 OGA2Y dzy RSNJ ! dzZAG NI £ Al Qa O2yadzySNI LINRGSOGAZY

Refund Policies

If an applicant accepts a place offered by ZBA, pays the stipulated fesggasdhe
Acceptance Agreement, and is subsequently issued with a Confirmation of Enrolment
(CoE), a binding contract has been created between the student and ZBA.

Refunds and Visa Issues

If a student's visa application is rejected the student will betksatito a Full Refund of
CourseTuition Fees OR CoE Security Deposit plustiiton Fees, minus the lesser of
5% of the amount of Course Fees received before the visa application refusal date or
$500; and a Full Refund of the Overseas Student HealtleGese.

The student will need to notify ZBA, apply for a refund of Fees and send a verified copy
of the original visa rejection letter from the Australian Embassy/Consulate or
Immigration Office.

ZBA will process the application and refund the approvedwarhto the student.

If a student withdraws their visa application on request from ZBA, the student will be
entitled to a Full Refund of Cour3eition Fees OR C&ecurity Deposit plus Nemition
Fees, minus the lesser of 5% of the amount of Course Fees received before the visa
application refusal date or $500and a Full Refund of the Overseas Student Health
Cover Fee.

The student will need apply for a refundfeées, and ZBA will process the application
and refund the approved amount to the student.

If a student cannot start their course on time because the Visa Application processing is
delayed by circumstances beyond the student's control ZBA will deferdz®S vy (i Q &
enrolment and provide documentation for the next commencement date if an
Application for Deferral of Enrolment is submitted before the Census date with
documentary evidence relating to the delay in visa processing.

ZBA will provide no refund if thetudent fails to submit an application for deferral of
enrolment by the required date.

If a student cannot start their course on time because the Visa Application processing is
delayed by circumstances beyond the student's control: ZBA will defer th& stud Q a
enrolment and provide a new CoE for the next commencement date if an Application for
Deferral of Enrolment is submitted before the Census date with documentary evidence
relating to the delay in visa processing. ZBA will provide no refund if therdttaits to
submit an application for deferral of enrolment by the required date.

If a student's visa is cancelled because they fail to comply with enrolment conditions or
breach their visa conditions: there will be no refund of unspent tuition fees and
materials fees for their current course and any subsequent package course for which
tuition fees have been prpaid.

Refunds and Provider Default

If ZBAor one of its associated providers cancels a course for which it has issued a CoE
and does not offer anguivalent alternative course the affected student will be entitled
to a Full Refund of Course Tuition Fees or CoE Security Digpdak# cancelled course
and any subsequent package courses plus associateduiton fees, minus the lesser
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of 5% of the enount of Course Fees received before the default date or $50@ a Full
Refund of the Overseas Student Health Cover Fee.

If ZBA or one of its associated providers cancels a course for which it has issued a CoE,

offers an alternative equivalent coursemab extra cost to the student, and a student

accepts that offer, the student will be issued with a LoO for the alternative course; and

the pre-paid tuition fees will be fully refunded and the student will be invoiced for the )
alternative course fees,oran K S a U dzR Sy U Q apaid\igel witSoa tiabsfelield S LIND
from discontinued course to alternative course; and the student will be issued with a

CoE for the equivalent alternative course.

ZBA will notify the student of the default and offer the alternatcourse. Student will
notify ZBA of decision to accept the offer. ZBA will issue a new LoO for the alternative
course at no ext cost to student, and issueGoE for that course upon transfer or
payment of the fees.

If ZBA or one of its associated petis cancels a course for which it has issued a CoE,

offers an alternative equivalent course at no extra cost to the student, but a student

rejects that offer and seeks a release to pursue an equivalent alternative courses with

another provider, therewild S y2 NBFdzy R 2F dzyalLISyd GdzAaGA2y -
current course nor of any prpaid tuition fees for any subsequent courses in their

course package, subject to Appeal.

Refunds and Student Withdrawal, Package Courses

LT | addzRSy ( Qsiaresult 6f thairenrdment CafideltBridwithdrawal

before or after the commencement date of a course which is part of a package program,
they are entitled to no refund of Course Tuition Fees or CoE security deposit, nor the
Materials Fee for the courseithdrawn from and any subsequent package courses; and

a full refund of their Overseas Student Health Cover Fee if the cancellation/withdrawal is
before the course commencement date.

The student will submit their Discontinuation/Withdrawal Application &efund

Application, and ZBA will process application and complete all processing and reporting

of cancellation.

LF | &aGdzRSyidQa /29 A& OFyOStftSR F2NJ I 06NBI OK
enrolment and/or National Code Standards (Unsatigfey Attendance, Unsatisfactory

Academic Progress, Ngrayment of Fees, etc.), they are entitled to no refund of Course

Tuition Fees or CoE security deposit, nor the Materials Fee for the course withdrawn

from and any subsequent package courses; and funckof their Overseas Student

Health Cover Fee.

LF | &dGdzRSyidQa /29 A& OFyOStfSR RdzS (G2 RSY2Yy
circumstances, they are entitled tofall refund of Tuition Fees OR CoE Security Deposit

for the cancelled course and asybsequent package courses plus associated non

tuition fees, minus the lesser of 5% of the amount of Course Fees received before the

default date or $500if the withdrawal is before course start date; apart refund of

Unspent Tuition Fees for currenbarse at time of withdrawal, if the withdrawal adter

the commencement date of their initial package course).

The student will receive a full refund of their Overseas Student Health Cover Fee if they
withdraw before the commencement date of their firshgkage courses; or no refund of
their Overseas Student Health Cover Fee if they withdraw after the commencement
date of their first package course.
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Refunds and Student Withdrawal, Nepackage Courses

L¥ + adGdzRSydiQa /29 A arol@énycénellatiof/Rithdradval I NI & dzf
more than 8 weeks (56 days) before the commencement date of thekpamkage

course, they are entitled to a full refund of their ppaid course tuition fees or CoE

Security Deposit plus Enrolment and Materials Fees, nthmitesser of 5% of the

amount of Course Fees received before the default date or $500; and a full refund of

their Overseas Student Health Cover Fee.

L¥  adGdzRSyidiQa /29 A& OlFlyOStftSR Fa | NBadz d
more than 4 week$28 days) but less than 8 weeks before the commencement date of

their nonpackage course, they are entitled to a 75% refund of theirgaiel course

tuition fees or CoE Security Deposit plus Enrolment and Materials Fees, minus the lesser

of 5% of the amounof Course Fees received before the default date or $500; and a full

refund of their Overseas Student Health Cover Fee.

L¥  adGdzRSyidiQa /29 A& OFIyOStftSR Fa | NBadz d
more than 2 weeks (14 days) but less than 4 vgdedfore the commencement date of

their nonpackage course, they are entitled to a 50% refund of theirgaiel course

tuition fees or CoE Security Deposit plus Enrolment and Materials Fees, minus the lesser

of 5% of the amount of Course Fees received teetbe default date or $500; and a full

refund of their Overseas Student Health Cover Fee.

L¥  aGdzRSyidiQa /29 A& OFIyOStftSR Fa | NBadz d
than 2 weeks (14 days) before, or after the commencement date of thekpackage

course, they are entitled to no refund of their ppaiid course tuition fees or CoE

Security Deposit and Materials Fee a full refund of their Overseas Student Health Cover

Fee if cancellation is before the official commencement date; or no reddrnieir

Overseas Student Health Cover Fee if cancellation is after the official commencement

date.

LF | &aGdzRSyidQa /29 Aa OFyOStftSR Fa | NBadzZ
conditions of enrolment and/or National Code Standards (Unsatisfagtttendance,
Unsatisfactory Academic Progress, Nmyment of Fees, etc.), they are entitled to no
refund of their prepaid course tuition fees or CoE Security Deposit and Materials Fee;
and no refund of their Overseas Student Health Cover Fee

LT | addzRSydQa /29 A& OFyOSttSR RdzS G2
circumstances, they are entitled tofall refund of Tuition Fees OR CoE Security Deposit
for the cancelled course plus associated #oition fees, minus the lesser of 58bthe
amount of Course Fees received before the default date or $6@t withdrawal is
before course start date.

0«
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If the withdrawal isafter the course commencement date, the student is entitled to a
part refund, being theJnspent Tuition Fees at tined withdrawal,a full refund of their
Overseas Student Health Cover Fee if they withdraw before their course
commencement date; or no refund of their Overseas Student Health Cover Fee if they
withdraw after their course commencement date.

Accommodation Refnds

If a student cancels their accommodation more than two weeks (14 days) before their
arrival date they are entitled to a full refund of their ppaid rent for both Homestay
and CossyStay accommodation.

If a student cancels their accommodation morenhavo days (48 hours) but less than
two weeks (14 days) before their arrival date they are entitled to: a part refund of their
pre-paid Homestay rent (they forfeit their Placement Fee and 2 weeks rent); and a part
refund of their CossyStay rent (they faitf§350.00).
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If a student cancels their accommodation less than 2 days (48 hours) before their arrival
date they are not entitled to any refund. (they forfeit all their gvaid rent).

OSHC Refunds

If a student cancels or withdraws from a course after commencement date they may
submit a refund application directly to the OSCH fund.

1 3SyGaQ CSS wSTdzyRa
Agents will forfeit all rights to Agent Commission payment for courses students fail to
commence.

Refund Procedures

Onshore students may apply forrafund by completing and submittingn-line Refund
application form

Refund/Withdrawal Form

If the applicant is enrolled in a package course the application for withdrawal will be
UNJ YAaFSNNBR U2 UKS LINEYARSNI 27T i@nKfShea U dz
t NAYOALI £ [/ 2dzNBES LINPYJARSNIRE RSUSNIXYAYLF U
withdrawal from the ZBA feeder courses will similarly be rejected and the student will
be notified, such natification including advice relating to the right to aratle of
submitting an Internal Appeal.

LT GKS t NAYOALIf /2dz2NAES t NPFARSNNE RSIGSN¥YAYL
application for withdrawal from the ZBA feeder courses will be approved and the
student will be informed.

>+ T
N ()

Applications for withdrawal fnm the ZBA courses and refunds will be processed within
two weeks (ten working days) and, if successful, progressed with recommendations to
the Accounts Manager for determination of the refund application.

Applications may be made for the refund of fees ahdrges on the ground of
exceptional circumstances which providempassionate and compelling reasofs
withdrawal from a course. Such applications will be considered on a case by case basis.

All Applications for a Refund will be determined by the AateManager and will
normally be processed within twenty working days (four weeks) of the Application being
made. Where this is not possible the student will be informed.

On determination of the application the student will be informed in writing andyef t
determination rejects a full refund, information will be provided informing the student
of their right to make annternal Appealagainst the decision and the means of
submitting such an appeal.

If a student is not satisfied with the outcome of an apalion for a refund of fees, the
student may appeal within 20 working days (four weeks) by submitting a completed
Student Appeal Form with full supporting documentation to the Accounts Manager.

All Internal Appeals relating to the refund of fees, will natiybe processed by the
Accounts Manager within twenty working days (four weeks) of the Appeal being made.
Where this is not possible the student will be informed.

On determination of an Internal Appeal the student will be informed in writing and, if
the determination rejects the Internal Appeal, the student will be informed of their right
to, and the means of submitting dfxternal Appeato the Overseas Student
Ombudsman.

All Approved Refunds will be paid within two weeks (10 working days) of their being
approved.

Refunds will be made in Australian dollars and the College reserves the right to make
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refunds payable in the country of origin. Agency fees, if applicable, will not be refunded.

Where an international student requests that the refund is madgable to a relative or

other person in Australia, this will only be granted if documentary evidence proves that

the relative or other person paid the tuition fees.
This agreement, and the availability of complaints and appeals processes, does not

removell KS NRAIKG 27
laws.
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ZBA REFUNDS POLICY, PROCEDURES AND ACTIONS: Student Guide

Schedule A, Visa Issuééisa Application Rejection or Processing Delay; Visa Cancellation or Breach; Change of

Status

Student's visa application is rejected. (We will need to
sight a verified letter from the Australian
Embassy/Consulate rejecting tapplication).

Student withdraws their visa application on rectie
from ZBA

Student cannot start their course on time because the
Visa Application processing is delayed by circumstances
beyond the student's control.

Student's visa is cancelled because they fail to comply
with enrolment conditions or breach their visa conditions.

Full RefundTuition Fees * for cancelled course/s
Full RefundOSHC Fee.

Full RefundTuition Fees* for cancelled course/s
Full RefundOSHC Fee.

No RefundZBAwill defer enrolment and provide new
documentation for the next Commencement Date if Application
for Deferral of Enrolment is submitted.

No Refundof Unspent Tuition and Materials Fees for current
course and any subsequent package course for which fees have
been prepaid.

No RefundOSHC Fee.

Schedule B. Provider DefaullBA Fails to Start the Agreed Course or is Unable to Deliver it in Full

ZBAcancels a course and does not offer an equivalent
alternative course at no extra cost.

ZBA Cancels th&greed Course but offers an alternative
equivalent course at no extra cost to the student.

Student chooses to Accept the offer of the alternative
course.

ZBA Cancels the Agreed Course but offers an equivalel
alternative course at no extra cost to the student.
Student Rejects Offer.

Student chooses to pursue an alternative course with
another provider.

Full RefundTuition Fees *
Full RefundOSHC Fee.

No Refund:Student issued LoO for the alternative courdee T
pre-paid tuition fees will be fully refuded and the student will be
AY@2A0SR FT2NJ GKS It GSNYIFGADS
request, the prepaid fees will be transferred from discontinued
course to alternative course

Student issued CoE for the equivalent alternative course.

No Refundof Unspent Tuition Fees for current coarand any
subsequent package course for which fees have beempaie
subject to Appeal.

Schedule C, Student Defaulf:.ourse Withdrawal/Releageackage Program Courses

Cancellation/Withdrawal before or after the
Commencement Date of@urse which is part of a
package program.

Cancellation of Coéhd Reporting for breach of student
visa conditions, conditions of enrolment and/or National
Standards (Unsatisfactory Attendance, Unsatisfactory
Academic Progress, Ngrayment of Fees, etc.)

Cancellation/Withdrawal due to demonstrated
Compassionate and/or Compelling Circumstances, and
approved by ZBA.

ZBAR4.1H-9.032016.06

Refund

No RefundPaid Course Tuition and Nawmition Fees for the
course withdrawn from and any subsequent package courses.

Full RefundOSHC Fee is withdrawal is before course
commencement date.

No Refund:OSHC Feéwithdrawal is after course
commencement date.

No RefundPaid Course Tuition and Nauition Fees for the
course withdrawn from and any subsequent package courses.
No RefundOSHC Fee

Full Refund(if withdrawal is before course start datd8juition
Fees *

Part RefundUnspent Tuition Fees for current course at time of
withdrawal if withdrawal is after course commencement date.

Full RefundOSHC Feéwithdrawal is before course
commencement date.

No Refund:OSHC Feéwithdrawal is after ourse
commencement date.
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Schedule D, Student DefaulCourse Withdrawal/Releagéon-Package Courses

Cancellation/Withdrawal more than 8 weeks (56 days)
before the commencement date for a ngrackage course
CoE.

Cancellation/Withdrawal more than 4 weeks (28 days)
but less than 8 weeks before the commencement date fo
a nonpackage course CoE.

Cancelition/Withdrawal more than 2 weeks (14 days)
but less than 4 weeks before the commencement date fo
a nonpackage course CoE.

Cancellation/Withdrawal less than 2 weeks (14 days)
beforeinitial course start date or after the official course
commencement date.

Cancellation of Cohd Reporting for breach of student
visa conditions, conditions of enrolment and/or National
Code Standards (Unsatisfactory Attendance,
Unsatisfactory Academic Progress, Nmyment of Fees,
etc.)

Cancellation/Withdrawal due to demonstrated
Compassionate and/or Compelling Circumstances.

Schedule E, Accommodati Problems

Full RefundTuition Fees *
Full RefundOSHC Fee.

75% RefundTuition Fees *
Full RefundMaterials Fee and OSHC Fee.

50% RefundTuition Fees *
Full RefundMaterials Fee and OSHC Fee.

No Refund:Tuition Fees OR CoE Security Deposit & Materials
Fee

Full RefundOSHC Fee if cancellation is before official
commencement date.

No Refund OSHC Fee if cancellation is after official
commencement date.

No Refund:Tuition Fees OR CoE Security Deposit & Maseria
Fee.

No Refund:OSHC Fee.

Full Refundiif withdrawal is before course commencement
date): Tuition Fees *

Part Refund(if withdrawal isafter course commencement date)
Unspent Tuition Fees for course at time of withdrawal,

Full Refund OSHC Fee if withdrawal is before course
commencement date.

No Refund OSHC Fee if withdrawal is after course
commencement date..

Cancellation more than 2 weeks (10 working days)
0STF2NBE aGdRSydQa I NNR QI ¢

Cancellation from 2 days (48 hours) to 2 weeks before
dGdzRSy i Qa FNNAGIE RIGSo

Cancellation less than 48 hours before or after
dGdzRSy i Qa FNNAGIE RIGSo

Full RefundPrepaid rent for Homestay and CozzyStay.

Part RefundHomestay forfeits Placement Fee and 2 weeks
Rent.

Part RefundCozzyStay: forfeits $350.00.

No Refund.

* Tuition Fees OR C&&ecurity Deposit plus Enrolment and Materials Fees for the cancelled course/s minus the lesser of 5% of
amount of Course Fees received before the default date or $500.

Facilities
Computerfacilities

All studerts at Zenith BusiressAcademyhaveaccesdo computerlaboratories
equippedwith moderncomputersand visualaid devices Enrolled studentsare given
accesdo free Internet facilities, a variety of software, printing and email facilities.
Individualnetwork accountsare givento studentsimmediatdy uponthe processingf

the enrolmentform.
Wirelessinternet

Studentshavea free accesgo wirelessinternet. Sudentscanbring their own laptops
and use WIFIfor researchpurposes.Passwordis similar with WIFluser name.
JustchooseZBAStudentsamongthe network optionsand you will be automatically

connected.
Printing

ZBAR4.1H-9.032016.06
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A& ( dzR Priyfitér & @vailablein ComputerLab5 for studentsto print their classand
assignmentwork. Pleasesee W{ U d4R S NIdto puschaQecredit for printing your
documents.

Kitchenette

Thereis a commonkitchenette where students canhavea snackbetween classesilt is
equippedwith a snackvendingmachine,a coffee machne, a microwaveaswell as
kitchensuppliesand a LCDTVandit is locatedon Level3 (Sharedservicewith APIC
Sydney).

Suggestions

Zenith BusinessAcademywelcomed (i dzR Sugdestiehdor improvement,andthese
can be submitted to the Student ServicesOfficer at level 2. Sudents'suggestions
are constantlyreviewedand appropriat improvemensareimplemented.

StudentSupportServices

AccommodationSevices

Zenith BusnessAcademyin partnershipwith 2StayAcommodation Agencycan
organizehome stay and airport pick-up servicesfor exising and prospectiveZenith
Busiress Academy students. Studentswho require these servicesmust make prior
arrangemens by completing a Homestg Application Form availabé on the Zenith
Busiress Academywebsdte. For further information pleasecontact (02) 80051299,
Emailinfo@2stay.com.aor visit http://www.2stay.com.au

StudentServices

Zenith BusinessAcademyhas a dedicated Student ServicesOfficer ¢ Clemencia
Danielleand Beatag who isableto assiststudentswith the following matters:

1 Payyourfees

Forcoursevariationse.g.Leaveof AbsenceExensionof CoER, etc.
OverseastudentHealthCover

Tofind relevantZenithBusines®\cademystaff

Changeof personaldetails

Generalnquiries

Contat detailsfor legal medicd and emergeng services

= =4 4 4 -4 -5 -2

Complaints
1 Studentcards
Youshouldalsocontactthe StudentServicefficer if youneed a meetingwith the:
1 Director of Studies
1 AttendancelnterventionOfficer
1 AcademidnterventionManagerCoordinator
1 GovernanceQualityAssurancand ComplianceManager

Alternatively,studentscan also email their initiahquiries to
studentservices@zba.nsw.edu.au

Phone (02) 9318 8188 Ext 124

ZBAR4.1H-9.032016.06 22
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Directorof Studies Assistant Director of Studies (Sydney)
Course CoordinatofMelbourne)

Student can make appointmert with the Director of Studies (Sgdy), Assistant Director
of Studies (Sydney) or the Course Coordinator (Melboumelptaininformationon and
assistance witlthe following matters:

1 Clasgimetables/Timetabl€hangenquiry

1 Coursdnformation

1 Academtcinquiries

1 CourseExemptions/Recognitioaf Prior LearningRPL)nquiries

1 GeneralAccounting/Busnessquestions
For contactdetails of each of these officers please see the Contact Details on pages
and 58 of this EHndbook or contact reception on your campus.
Attendance Intervention

Zenith Busness! Ol R S At@r@ance Policy and Procedurescomply with ESOS
NationalCodeStandardl1, Monitoring Attendance and apply to all of its Certificate,
Diplomaand Advancediplomacourses. Zenith BusiressAcademyhasto monitor

& 0 dzR &téridanteand has an Attendancelntervention Strategyand an
Attendancelntervention Officer (Sydney) or Student Services Officer (Melboutoe)

1 Ensurehat attendance is recorded in RTO Managerkedfor all classes;
f Monitor & (i dzR Stigrida@nceevery fortnight

1 Work with your Trainersand the Academiclntervention Officer to identify
attendane problemsand find solutions;

1 Identify all studentswhose attendanceis at risk of fallingbelowthe necessary
80%;

1 Checlall MedicalCertificates;

1 Counsektudentshavingproblemswith their attendance;andto

1 Manage interventions for afitudents whose dendance falls intohe at risk or
unsatisfactorycategories.

Details of the Zenith BusinessAcademyAttendance Policiesand Proceduresare
availableon Pages30to 32 of this Handbook,on the StudentsNoticeboard,and onthe
ZenithBusines®\cademyWebsiteby clicking on the Student Support and ESOS Policies,
Procedures and Guidelines links.

Studentsare encouragedo seethe Attendance InterventiorOfficer(Sydney) or
Student Services Officer (Melbourng)they have any attendanceconcerns or
problems and you canmake an appointmentto seeher by askingthe StudentServices
Officer.

Academidntervention

Zenith BusnessAcademyhasto monitor & (i dzR ScAdeic@rogressand do
everything we canto ensurethat studentscompletetheir courses within the expected
time. The Academicintervention Policy andStrategyare managed by an
Academidntervention Officer(Sydney) or Course Coordinator (Melbourne) who

f Monitor studS y (n&femicprogressin the midpoint and the last week adach
term.

1 Identify all students whose academe progressis either at riskor unsatisfatory
ZBAR4.1H-9.03-2016.06 23
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(passindewer than half of your Unitsovertwo studyperiods);

1 Work with your Academic Intervention Officethe Attendancelntervention
Officer and the Directorof Studiesin implementingLevell, 2 and 3 Academic
Strategiedor studerts experiencinglifficultiesin maintainngthe expectel
academe progress.;

1 Counel studentshavingproblemswith their academigrogressandto

1 Manageinterventions for all studentswhoseacademicprogressfalls into the at
riskor unsatisfactorycategories.

Detailsof the Zenith BusinessAcademyCompletionwithin ExpectedDuration and
Monitoring AcademicProgressPolicies and Procedure are availabé on Page 27 to 29

of this Handbook on the Studens Noticeboard and on the Zenith Business

Acadeny Websiteby clicking on the Student Support and ESOS Policies, Procedures and
Guidelines links.

Studentsare encouragedto seethe Academiclntervention OfficerCourse
Coordinator if they haveanyconcernsor problemswith your study and academe
progres.

Counsellingservices
Whatis counsellingandwhat isinvolved?

Counsellingorovidesthe opportunity for safe and confidntial exploration of your
concerng; without judgemen. TheCounsellor,will support your efforts to
understandyour problemsandworkingtowardsyour preferred solutions.

The first points of contact for international students experiencingpersonal
difficulties of a non-acacemic nature(financialproblems,health problems,andall
matters related to the welfare, safety, visa and emergeng situationg arethe Academe
Intervention Officer, the Attendancelntervention Officer or the Student Services
Officer. They can gain an understandingof the problem andrefer you to the
Direcor of Studiesfor further support and referral to professionakupportif
needed.

StudentsexperiencingHeath and/or psychologicalemotional problemswill be
referred to professonal medical servies and counsellorswho is responsiblefor
handlinginitial inquiries, assessinghe situation and, when necessaryreferring
studentsto appropriateprofessionahelp.

Studentsexperiencingproblems of a legal nature (theft, breakins, assault,sexual
abuseandassaultracial/ethnicabuseand/or discrimination)will be referred by the
StudentService©fficerto appraopriate bodiesfor assistance.

ZenithBusiressAcademyusesan external professional counsdior that isavailableto talk
throughanyproblemsyouhave,andto lendasympatheticear. Thecounsdlor can help
youwith awide rangeof problems,including those in the table below.

Anxiety Depression Confidence Sexual issues Anger Management
Alchohol & other Parenting Grief and loss Relationship Loneliness

drugs problems management problems

Student sipport Selfharm Stress management  Selfesteem Concentration
Communication Work and career Life transitions Motivation Study Skills

Asindicated,the Student Welfare, Retention and Engagement Offizarrefer youto a
suitableCounséor for help.
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GovernanceQuality Assuranceand Compliance

Studentswho wishto find aboutin more detail of the ZenithBusiressAcademypolicy
and procedures(e.g.Attendance,Caurse Progress,StudentServicesComplaintsand
AppealsPolicyand Procedures etc.) should makean appointment via StudentServices
Department to see the Principal who is responsible f@uality Assurance and
Compliance

The Principaltogether with Director of Studiesand Academic and Attendance
Intervention Officers deal with the appealsagainstbeing reported for unsatisfactory
Academe Progres or Unsatisfactoy Attendanceandall other complaintsandappeals.

If you haveany concerns or questionsin this area, studentsare encouragedto makean
appointment.

Academidnformation andlssues

All our coursesare deliveredusingtext books and/or work books that hawe been
either sourced externally from an education resaurce provider such as Pearsord
Educatioror havebeencreatedin-houseby Zerith BusiressAcademytrainingstaff.

Alltrainingis conductedaddressingverbal, writte n and practicd assessments.

All assessmentasks must be completed by the student who is advised of their
unit result (C ¢ Competentor NYC¢ Not Yet Competent)after three weeks of

the term completion via the Student AccessWebsite,and all the & U dzR Svgfkii€) a
kept for 12 monthsfollowingunit completion.

CompetencyBasedTrainingand Assessment

Competencyneansyoumustdemonstratea skill, not justanswerknowledgequestians.
Thelevel of skill you have to demonstrateis listed in the National TrainingPackage
which containsthe syllbus. Trainingis deliveredto you so you can perform the
assessmertiasks.

All of our trainersand assessorare well trained and practiced from an appropriate
backgroundof businessexperiene. They all hold relevant professioral/discipline
gualificationsanda CertificatelVin AssessmerseindWorkplaceTraining

Ourassesmentsare carried out within a sygem flexibleenoughto allow multiple and
diverseforms of evidence.Our assessorwvill objectivelyassessvidenceagainstthe
establishedsetof standards.

Definitions

Assessmen Assessmenis the processof colleding eviden@ and making judgments
on whether or not competency has been demonstratedby you. Assessmentis
carried out by the comparisonof your skills and knowledge,againstthe requirements
of the Standards.

Validity. The assessmentactually assessvhat they clam to asses and what they
havebeendesignedo assessvalidityof assessient isachievedvhen:

1 Assessorare fully aware of what is to be assessedas indicated by the
standardsof competene, includingclearlydefined performancecriteria

1 Appropriake evidene iscollected from activitiesthat canbe clearlyrelatedto the
unitsof competency.

Authenticity: A foundation of competency based assessment is tthatwork students
present for assessment is their woiknd not that of anyone else or from an
unacknowledged printed or digital sourd@agiaris is unacceptald and internet
derived materid mug be suitaldy acknowledged.
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Reliability: Ourassessmeninethods ensurethat the compeencystandardsare applied

consistentlyfrom student to student and from context to context usingclear,
unambiguous,well documented assessmenproceduresand competencystandards.

Consistenyg: We collect enoughevidenceto allowjudgmentacrosshe rangeof skills
that must be directed, without undue reliance on any small number of select
workplae contextsor projects.

Currency:Our assessmentgvalude whether or not your skillsand knowledgeare
currentandcanbe appliedin today'sworkplace.

Sufficiency:Evidenceof competency should be sufficientto cover all the elements,
performane criteria and required range of variables in the standardsagainstwhich
assessmenis tobe carriedout. Youmustprovide enouglevidence toprove
competencyagainstthe standards.Thisis defined on each of the assessment
papersthat will be issted to you. Rememberjn our Collegeyou canonly repeatan
assessrent once.

Fairnessand Equity: ZenithBusinessA\cademyis committed to fair and equaltreatment
of all our studentsin the assessmenfprocess.Our assessmentsare basal on
relevart training packa@ requirements.There are speciakircumstancesvhen we can
adjust assessmentgo sut a & ( dzRs Spédidtheeds (i.e. hearing/visionmpairment
andlanguagdifficulties).

AssessmenMethods: Formsof evidence

Assessmentshould not be stressful. Theyare conductal in a relaxed and friendly
atmosphere Do not regardyour assessmenasan examination.YourAssessosimply
needsto know which competenciesfrom your courseyou have masteredand which
competenciesequire further practice and will be flexible in the assessmentnethod
used.lt is in your long term intereststo ensurethat all of the skils necessaryor the
job havebeen mastered,and our aim is to help you to learn those skillsin the right
way.

Therangeof different assessmentethodsusedinclude:
1 Evaluatiorof directassgnmenttasks;
Actud observation;
Skilltests,simulationsand projects;
Evaluatiorof underpinningknowledgeandunderstanding;
Questionnganddiscus®n; and

= =4 4 A A

Interviews
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EmployabilitySkills

As a student and a prospectemployeeyou are required to develop and possess
employability skills (communication,teamwork, problem solving, initiative and
enterprise, planning and organising,selfmanagement,learning, use of technolagy
and soon). Theseskillscan be achievedonly if you set high standardstowards your
studies.Ouraim s for you to achievetheseskils throughout your courseby following
simplerules.

1 Communicatewith your teacher and fellow students to creae a positive
environment

Participatein teamwork activitiesasdirectedby yourtrainers.
Planyourtasksandcompletethem within givendeadlines

Undertakeall assessmengventsand complete thesesatisfactorily
Becreativeandinnovativein the completionof tasks
Understandandapplythe knowledgeandprinciplesin dailytasks

Engagen continuouslearningandwork towardsbecominga professional
Attend all classesvell-resourcedand equipped(text books,notesetc.)
Bepunctualandmanagetime andresourcedo completetaskssatisfactorily
Followandapplysafetyprincipleswhile using equipment

Copewith pressuresgeadlinesand standardsof assessmenactivities

=A 4 4 -4 -4 -4 -4 -4 -5 -5 -2

Developskills knowledgeandethicalstandardghroughoutthe course
1 Seelkassistancevhenexperiencingproblems

More information on employabilityskillscan be obtainedfrom the relevanttraining
packages.

CreditTransfer

Studentscanapply forandbe granted Creditfor CourseUnits on the basisof previous
studiesof equivalentsubjectsthat match the learningobjectives, outcomesnd
competenciegn Australianeducationalinstitutions. For this policy see Zenith Business
Academy Course Credit policy document of the ZBA web&jplicationsshouldbe
made within two weeksof the coursecommencementdate, and studentswill be
notified of the outcome within 28 working daysfrom the date of the application.
Forfeesrefer to feesand charges on pages 14-15.

AcademicAppeals

Academicappealsrelating to decisionsmade on assessmentsreassessmerst and
repeating of unit mug be lodgad using the W! O RApPeAIST 2 Nvithin 10
workingdaysof the decisionbeingcommunicated to the student Studens are
encouragedto checkthe Studentportal (RTQ regularlyto checktheir results and
alsofeedbad provided by the assessor.

Issueof Qualification Certificate and Statementsof Attainment

Studentswho completeall courseunits are eligible for a qualification,otherwiseonly a
statementof attainmentis issued.Processgtime for thesedoaumentsis 2-4 weeks
from the date of completionor from date of applicaton.

If a studentrequires an AQFQualifcation or Statementof Attainmentto be reissied,
they mustfill out the StudentRequestFormand paythe qualficationreissuefee (refer
to feesand charges)
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ComputerLabUsageRules

1 Zenith BusinessAcademycomputer lab facilities are provided for use by
registeredZenithBusnessAcademystudents and staff. Other personsmaybe
allowedto use Zenith Busiress Academycomputer lab facilitiesat the discretion
of the director.

1 Keepnoise levelsto a minimum. Taking to others in a group at maximum
voicelevelisnot permitted in the computerlab.

1 Misuseof Zenith BusiressAcademycomputerlab facilities,removalof materialor
equipmentwithout permission,or unauthorisedaccesshrough a computer
networkisnot allowed.

1 Interruptionto anyZenithBusiressAcademyserviceis not allowed.

1 Storingor transmitting offensive materials on any Zenith Busiress Academy
Compute Systen isnot allowed.

1 Consumptiorof food or drinkin teachingroomsandin labsis not allowed.

1 Installation of any software, gamesor any other material on any Zenith
BusiressAcademy ComputerSysternis not allowed

1 Changindhe settingsof ZenithBusnessAcademycomputersystemsn the labsis
not allowed

1 Internet service is provided only for educationalpurposes.Any other use of
Internet serviceisnot allowedincludingdownloads.

1 Watching movies and playing games on Zenith Busiress Academy computer
systemdsnot allowed.

1 Zenith BusiessAcademyholdsfull rightsto refuseaccesgo anystudentto the
ZenithBusiressAcademylab.

1 Internetservice mayberestrictedto certainstudentsin a certaintime.

1 Whilst usingthe facilities of the Zenth Busiress Academycomputer lab you
are expectedto showconsideratiorfor other users.

1 Disciplinaryactionwill be taken againsthosestudentswho fail to complywith
thesereguktions.

Acacemic Performanceand SupportServices

ZenithBusiressAcademyhasarangeof policiesand procedureselatingto monitoring
student<academigrogresswith the objectivesof ensuringthey are successfuhnd
completetheir coursedy the enddate of their CoEandto enableusto identify and
work with studentswho are experiencingacademidifficulties. These policieand
proceduresare basedon andcompy with ES@GNationd Code Standad 9, Completian
within Expected Duration, and ESGNationd Gode Standad 10, Monitoring Course
Progress.

All of our Certificate, Diplomaand Advancediplomacourses Studentsheed to maintain
satisfactorycourseprogresghroughouttheir enrolment.

Forthe purposesof the courseprogressequirement, ZenithBusinessAcadlemyhas
definedunsatisfactoryacademigrogressasastudent:

1 Failingto achieveCompetentassessmenti at leag 50%of their Unitsin any
giventerm; or

1 Failigto attain a Competen assessmeinin anyparticularUnit whenthat Unit has
beenrepeated;and
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1 Failingto meetthe requirementsof their intervention StudyPlan.

Copieof the ZenithBusiness O | R SOG@pfetion within ExpectedDurationand
Monitoring CourseProgressoliciesand Proceduresanbe found on the ZBA Websitiey
clicking on the Student Support and ESOS Policies, Procedures and Guidelines links

gorEanetionof the Goursewithin the ExpectedDuration of the
0

Zenith BusinessAcademy,through its course progressmonitoring process, monitors
a U dzR sagacity t@ completethe coursewithin the CoEduration. Studentswho are
identified asnot completingtheir courseon time will be senta letter advisingthem to
contactthe Academidnterventionofficer or Director of Studies

ZenithBusiressAcademymay only extendthe duration of the coursewhere it is clear
that the studentwill not completethe coursewithin the expectedduration asa resut
of failingto passa numberof Unit assessmet, the approval of leaveof absenceon the
groundsof compassionateand compellng circumstancesOnce the studert agreesto
the extension of the CoE the Director of Studiesvill determine the extensionperiod
and inform the StudentServicedDepartment by completinga CourseVaiation Form
(StaffUse).StudentServiceDepartmentwill extendthe CoEand issuea copyof the
CoEto the student notifying the new completion date. Studentswho are given an
extensionmust meet with the Academicintervertion Officer on a regular basisfor
follow-up.

Academidntervention

ZenithBusiressAcademyunderstandghat sometimes studentsmayfacedifficulty with
particularunits throughout their studyandthis may resut in difficulty to maintain
satisfactoryresuts. In thesecircumstances,Zenth BusiressAcademy offersthe
followingacademicsupportto its students:

 Pog AssessmenAcademc Intervention sessons: Trainersare responsible for
the first level Wt ZAasassrent Academidnterventioy” QuBich entailsdiscussig
the failure with the student(s)to identifying the probabk reason(s¥or their
failure to attain the required Competency Traines will encouragestudents to
either submit or resubmitfor asgssment (dependingon the reasorfor the initial
failure).

1 Onon-one coaching (tutorial support) sessions:Sometimesstudents may
struggleto understandor completean assessmenof a particularunit. Under
these circumstancesstudents can make an appontment with the Acadenic
Intervention Officerto havethe opportunity to expresghe difficultiesthey are
facingwith particularunit/assessmentThe Academidntervertion Officer may
then arrange a tutorial support sessbn at the time convenien for both the
Studert and the Traine outside of the schedulectlasshours.Thesesessonswill
be free of chargeto ZenithBusines#\cademystudents.

1 Reassessmenworkshops: Therewill be ReassessmentWorksh@s conducted
during midterm and end of term breaks tmaximisethe opportunities for
studentswho havereceivedunsatisbctory resutsin their units. TheAcademic
Intervention Officemwill generatecourseprogressreportsto identify the studerts
with outstanding Not Yet Competent Unit assessmemtdinvite them to attend
the ReassessmentVorkshops Trainers will work with students to help them
address areas of difficulty and supervise their completion of reassessment tasks.
These classes are outside the normmalirse class time and as such are not
included in attendancenonitoring.

I Study Plans Studyplanis the final option for the studentswho areidentified in
the WINA and @dzy a I U Acduisé LONE ZNsERgodeQby the Intervention
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Strategy. Study plans are negotiated by the Academidntervention Officer
where all the underlyingfactors of poor academigerformanceof the student
are carefully analysed Dependirg on the circumstanes, study plan may result
studentsto do re-assessmentand/or re- study of certain units and/or in some
casegse-enrolmentfor the entire course. Studentsshould be aware that re-
study or re-enrolments may lead for GoEextensionswhich maylmpacton
studentvisas Studens who wish to apply for W[ Sof & a S wiltaSdbe
subjectto W{ (itdiRIRYy & Q @

For their academicrelated inquiries

1 Sydneystudents can contact the Academiclntervention Officetby email at
anne.sabri®@zba.nsw.edu.aar Phone (02) 9318 8188 and

M Melbourne Students can contact the Course Coordinator Rur@bsimdrasekera
at rumesh@zba.nsw.edu.aar phone (03) 96035304

Studentswith not yet competent(NYCYesultswill be contactedand counseledby the
Academidntervention Officer onceresultsare receivedfrom assessorsThefollowing
recordsmaybe usedduringthe academiaounselingsessions.

1 Academic ecads
1 RTCrounselingecords
1 Attendan@&records

The Academicintervention Officer is responsiblefor recording outcomes of these
sessionsin RTOand also recommendingstudent to apply for reassessmenisr
subject/unit repeats.Counselinghotes preparedby thelntervention Officer/Director
of Studiesmustbe filed in studentfiles.

Provisionfor RemediaEnglish_Languageissistance

Youhaveto provide details of your Englgh levek as a part of the application and
enrolmentprocess However, if you have Erglish languagedifficulties which limit your
academlcprogressZenlth BusinessAcademywill provide a formal assessmenof

& ( dzR Enfliskdleels.|f you need additional EnglishZerith Busines Acadeny will
arrangefor you to study a special EnglisHanguagecoursebefore returning to your
studies.

Reassessmermrocedures

AbsenteesStudentsare absent of the dayof the assessmengubmisson without prior
approvalor avalidreason(e.g.medicalcertificate) will be markedNot YetCompetent
(NYC)Alate submssionfee will apply wherethere isno validreasongivenby the
studentasper ZenithBusinessAcakY e feaésand charges.

For students who have been assessd as Not Y& Competen (NYC)the following
optionswill be available:

1 AssessmenFeedbackTrainers/Assessossill provideassessmenfieedbackio the
studentsandadvisehowthey canimprovetheir performance.

1 ResubmissionFurtherevidencemightbe requiredif the studenthaspartially
completedoneof the assessmentethodsor couldnot demonstrde the required
skillsandknowledgein someof the asessments Thiscanbe corrected or completed
with additiond resubmissionsin orderto be eligible foraWw S a dzo YitAisZeénith2 y Q
Business O R Sr&gai@raentfor the studentto hawe at lead 70%attendane in
that unit of competency

1 Reassessmadnlf the studentsdo not qualifyfor the W w S & dzo Yokigstll Heeryied X
Not YetCompetent(NYChafterthe Ww S a dzo Ystudeatswil pe€dio gothrough
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theWwS | QJmeeé:éBl grdeflo qualifyforthe Ww S | & & Stas@eviibhy (0 Q

Business O I R Srag@ir@rientfor studentsto haveat leag minimum of 50%
attendane for the unit of compeencyfor whichreassessmeris sougtt and
attempted. Areassessmerfee mayapplyasper ZenithBusiness O | R Sféesafda
charges.

1 Study Plan Studentsarerequiredto re-studythe unit of competencyor competencies
in the followingstudy period semesterif he/sheis not deemedeligiblefor anyof the
abovepostassesment options. Studentswill alsoneedto re-studythe unit of
competencyif the resultfrom the reassessmensstill Not YetCompetentNY C)ln
thesecircumstanceshe Director ofStudieswill preparea studyplanfor the students
to re-studythe unit of competencieghat are deemedNot YetCompetentNYC).
Studyplanwill resulta U dzR SQHo be&xtendedfor the currentcourse and
subsequentourseswill be deferredto the nextavailableintakes.Studyplanwill incur
feesper unit of competencyasper ZenithBusines$ O | R Sféesafdtharges.

AttendancePolicyand Procedures

Zenith Busines Acadeny adopted Sandad 11 (The Nationd Code) Monitoring
Attendane, for allits VETcourseson 22nd Septembe2010.TheNational Codesaysthat
studentsmugt attend at leag 80%of the schedulal classhoursin every Study Periad
(10to 12 weeks of their Course.

Rolls

Thereisan AttendanceRollfor eachUnit Classyhichisto markedbythe Trainerduring
eachclassor sesgon, indicatingthe numberof hourseach studentattends ranglngfrom

Ofor absenttom ~ H X DhEs@Aitehdane Rolkare an official recordofa 0 dzZRSyY U a Q
attendanceandtheyarekeptonthe premisesat all times,accessibléo the Attendance
Interventon Officerand Director of Studies

Atthe endof eachg S S tla@seshe TrainerenterstheweS | #&téndane dataonthe
roll andin RTOTheTraineralsochecksand confirmsthe accuracyof the AttendanceRoll
andthe RTQprintout at the end of everyweek,and submitthe completed signedand
datedrollsto the AttendancelnterventionOfficer.

Leaveand Absences

If youhavewhat are calledCompassimate and CompellingCircumstagessuchasa major
illnessor accident,or if there is a major family issuethat requiresyour absencefrom
classedor two weeksor more you shouldsubmt a Leave of Absene Applicaton to the
StudentServicefficer,and provide documentsto supportyour application.If Leaveof
Absences approved,that time will not be countedwhen we calculateyour Attendance
Rate.

If youhaveto missanyclasseslue to sicknes®r accidentor other reasonpleaselet your
teacha know and please goto adodor and get amedicd certificate statingthe datesyou
areill, whatiswrong,andthe datesyouwill be absentfrom classes, andivethat Doctors
Certificate to your trainer or the Attendancelntervention Officer. The doctor hasto be a
qualified doctor registered in Australiaas a GeneralPractitioner,medical specialistor
registeredpsychologit. Certificatedrom traditional non-registereddoctorsor other non-
registeredhealthpractitionerswill not be accepted. Evenwith a validmedicalcertificate,
your abserceswill still be countedasabsencesvhenwe calculateyour AttendanceRate.

Attendance Requirements

YourStudentVisarequiresyouto attend all of your ZBAclassesYouare,however,
allowedto missanumberof classeslueto illnessor other reasonsHowever, if you miss
too manyclasseyourenrolmentmaybe cancelledandyou maybe reported. Thiscould
affectyourvisastatus.
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If your Attendane is between 70 and 80%of your clases for anystudyperiod andif you
aremakingsatisictory academigrogressyoumaybe reportedif youfail to improveyour
attendancerate. YourMedicalCertificateswill be consideed whenwe makethe decision.

If you fail to attend at least80%of your classedor any study period and if you are not
making satisfactoryacademicprogressyou may be reported to DIBP and have your
enrolment cancelled.Your Medical Certificateswill be consideredwhen we make the
decision.

If you fail to attend at least 70%o0f your clases for any study period youwill be sentan
Intentionto Report letter, evenif youarepassingllyour Unit subjectslf yourattendance
isbelow 70%MedicalCertificateswill not be considered.

Attendance Monitoring and WarningLetters
Monitoring Attendance:

The Attendance Intervention Officer is responsible for monitorfagi dZRSYy 64 Q | GG S
managing the attendance intervention system for students who fail to maintain satisfactory
attendance.

LF¥ Fyeé &addzRSyd YAaadaasSa Y2NB GKFy | 6SS1aQ

explanation, the Attendance Intervention Officer runs a weekly RTO Manager generated report tha
identifies these students. The Attendance Intervention Officerseitid these students alBxtended
Absence Warningmail requiring them to contact the Attendance Intervention Officer within two (2)
days for an appointment, counselling and additional support if needed.

Student attendance at each class is recorded in RTaDalfer Courses and monitored by the
Attendance Intervention Officer fortnightly in addition to the weekly monitoring above. The
Attendance Intervention officer will produce an RTO Manager generated report which identifies
students who are at risk of not @nding at least 84% of the class hours for the study period and
those whose attendance is approaching unsatisfactory (under 80%).

Attendance Intervention Officer will send a warning to all students identified in the report. There
are three different warmgs:

1. Attendance At Risk Warningmail if student projected attendance falls to between 80 to 84 per
cent. Students will be advised of attendance requirements and informed of counselling assistanc
if it is required.

2. Unsatisfactory Attendance Warnindetter via email if projected attendance is likely to be
between 70 and 80%, and the student is making satisfactory academic progress. The Warning w
remind the student of attendance requirements, to meet the Attendance Intervention Officer and
agree to an Agndance Agreement, and student will be counselled and offered professional
assistance.

3. Unsatisfactory Attendance Intention to Repoketter by email if projected attendance is likely to
be below 70% and student is not making satisfactory academic progreissietter will advise
daGdzRSyla 2F %SyAluK .dzaiaAySaa ! OFRSyeQa AyidS)
NBL2NISR O2dzZ R I FFSOUO addzRRSyd @Aral adl ddzasz
within 20 working days of being sethe letter.
If the student has Compassionate and Compelling Circumstances which have affected the
attendance, these may be taken into consideration during any appeal they make if a Leave c
Absence Application and supporting documents are submitted
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Complaints, Appealsand Reporting

Zenith BusinessAcademyis committed to fair and due process and will investigate
andaddressanystudentcomplaint, grievarce or apped and recordsthe outcomes of
theseappealsand complaints. Thesepolicies and procedurescomply with the ESOS
National CodeStandard8, Complaints and Appeals,and the Zenith Business
Academypolicydocumentcanbe on the ZBANebsiteby clicking on the Student Support
and ESOS Policies, Procedures and Guidelines links.

In broadterms, if a student hasa grievance about somethirg (for example the state of
the building and facilties,a U NJ- A of SINIYE Y 6 Soldawdouror a fellow
a U dzR Belfairidéugthiscanbe takenup throughthe Complaintgrocedures.

If a student hasa grievanceagainsta dedsion that hasbeen made (for example,
being sent an Intention to Repot letter for unsatisfactoryacademicprogressor
attendance)this is best taken up through the Internal and if that fails to satisfythe
student,the ExternalAppealsprocesses.

ComplaintsProcedure

In the first instance,try to resolveyour matter with the staff memberor studentin an
informalway f possible.

If the matter is not resolvedstudentscancompletea ComplaintForm and giveit to
the Student ServicesOfficer who will ensurethat it is properly investigated.The
concernwill be conciliatedif possibleand students can be assistedor accompaniedy
asupportpersonin anysuchprocess.

If the complaint is not resolvedto a & i dzR Safisfiagtianthe student candecideto
pursuethe matter by completinga StudentAppealFam to havethe matter further
investigated.Zenith BusinessAcademywill maintain the & (i dzR Snyolin@n&while the
complaintsandappealsprocessisongoing.

AppealsProcedure

Studentsappealingthe decisionsmadeon reporting unsatisfactoy attendane,
cancellationsof enrolment and academicinterventions must complete the Appeals
Formwhichcan be obtainedat the StudentServiceskeception.

All complaintsand appealswill be dealt within ten (10) working daysof lodgment
unlesscircumstancepreventthis. Anydelayin the proces of resolvirg a complairt or
apped will be communicated back to applicant The decisiors made will be
communicatedbackto the studentin writing with a clearjustification for the reasns
why the decisionsvere madelf the matter has notbeen resolvedo their saisfaction,
then the student may make a formal submissin to the Chief Executive Officelf not
satisfiedwith the Chief Executive Offic&decisionthe studentcancontact the office of
the Overseas Student®mbudsman(http://www.ombudsman.gov.au/about/overseas
studentombudsmanlandingpage) for further advie. ZenithBusnessAcademy
students may acess and receivethe outcome of only one external appealprocess
before possiblereporting. If the studert wishes to accesanother appeals process
after being reported, the student will need to discusghis with DIBP.

Throughoutanyappealsprocesseyour enrolmentwill be maintainedandyou haveto
maintainboth satisfactoryattendanceandacademigrogresslif your Appealis
successfylyourenrolmentwill not be cancelled.

If you decice not to apped or if you withdraw from the appeal processor if your
appealis rejected, your enrolmentwill be terminated and Zenith BusinessAcademy
will notify DETand DIBPvia PRISM®f this decision.ZenithBusines®A\cademywill also
send notification of your Carcelation of Enrolmentand beingreported to your last
known address,and informing you of your need to report to a Departmert of
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Immigratian and Citizenslp officer within 28 days.
Compassionatand CompellingCircumstances

Building on definitions in The Nationd Code Zenith Busines Acadeny defines
Compassionatend CompellingCircumstancesis circumstancesvhich are generally

beyondthe control of the studentand whichhavean adverseimpactonthed G dzRSy G Qa

capaciy and/or ability to:

T

commenceheir courseon the schedued start date, but within two weeksof that
date, or to

attend scheduledclassegor a signifcant period of time duringthe enrolment
period.

Suchcircumgancesindude, but are not limited to:
the lateissueof ad (i dzR @sgandrénsequentdelayin travelto Australia;

seriousiliness or injury, where a verified medicalcertificate statesthat the student
wasunableto attend on the commencementlate and/or for a significantime
throughthe course;

bereavemenm of close family memberssuchasparents,sibingsor grandparens
(where possibé adeah certificateshouldbe provided);

the studentrecentlygivingbirth oraa i dzR Baytriei@e&entlygivingbirth, thus
preventingcommencemenbn the publishedstart date or attendancefor some
time throughthe course(with supportingdocumentation);

major politicalupheavabr naturaldisasterin the homecountrypreventingtheir
departurefor Australia,or requiringtheir emergencytravelto their homecountry
for the time of their absence;

atraumaticexperiencevhichcouldincludebut isnot limited to:
a. witnessingor involvementin anaccident;or
b. witnessirg or beingthe victim of acrime

andwhichhasimpactedonthe & (i dzR &bylitsit@@mmenceclasse®n the start
date and/or attend schedule classe (these casesshoull be supported by police
or psychol@A a repores).

In determiningwhetheror not compassioate andcompellingcircumstancegxistas
sufficientgroundsto explaina student@abserce, ZenithBusines®\cackmy acceptshat
documentaryevidencewill varywith regardto the specificcircumstarces,but could
include:

1 relevantDIBPvisadocuments

M relevanttraveldocuments;

 relevantmediareportsrelatingto anaturaldisastefimpactingonad @ dzR &gal Q a

of residence;
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Attendance Intervention Flowchart
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