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Acknowledgement of Country

In the spirit of reconciliation, Bristol International College acknowledges the Durug nation of
Aboriginal and Torres Strait Islander peoples as the Traditional Custodians of this land. We
respect Aboriginal and Torres Strait Islander people’s cultural beliefs, ongoing practices and
relationships with the land and water.

BIC recognises the ongoing significance of Aboriginal and Torres Strait Islander people today. We
acknowledge and respect the Elders of the past and present, and we're grateful to the emerging
leaders and their descendants.

Parramatta — A Brief History

“For over 60,000 years, the area comprising present day Parramatta has been occupied by the
Burramattagal people, a clan of the Darug, who first settled along the upper reaches of the
Parramatta River. The Darug people still populate the areas of Parramatta, Greater Western
Sydney, La Perouse and the Blue Mountains.

Burramattagal is thought to be derived from the Aboriginal word for ‘place where the eels lie
down’ to breed (within the Parramatta River). The Burramattagal have a close connection with
the river, from which they caught fish, eels, and other food. 1”

1 City of Parramatta. (n.d.). Dharug and First Nations community. City of Parramatta. https://www.cityofparramatta.nsw.gov.au/community/first-
nations/dharug-and-first-nations-community
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Welcome

Welcome to Bristol International College. We are pleased to support you in your learning journey and look
forward to helping you develop the skills, confidence and knowledge you need for your future career.

This handbook explains what you can expect from us and what we expect from you. It is written in plain

language to help you understand your rights, responsibilities and the support available to you. If anything in

this handbook is unclear, please speak with our team.

About Bristol International College

Bristol International College is the trading name of 45138 Edgeucation Assist Pty Ltd (ABN 51 615 926 004).
Our campus is located at: Suite 1, Level 4, 126 Church St, Parramatta NSW 2150.

We deliver vocational education and training in areas related to leadership, management, community services
and individual support. We aim to provide a respectful, inclusive and supportive learning environment where

students feel safe, valued and encouraged to succeed.

Courses We Offer
Bristol International College currently offers the following courses:
e BSB50420 Diploma of Leadership and Management
e BSB60420 Advanced Diploma of Leadership and Management
e (CHC33021 Certificate lll in Individual Support
e (CHC42021 Certificate IV in Community Services
e CHCA43015 Certificate IV in Ageing Support
e (CHC43121 Certificate IV in Disability Support
e CHC52025 Diploma of Community Services

Course details, unit lists, delivery modes, timetables and fees are published separately on our website and in

your enrolment documents.

Our Training Approach

We expect students to take an active role in their learning, ask questions when needed and complete tasks on
time. Our trainers and assessors will explain the requirements of your course, your assessments and any
workplace expectations before and during training. We aim to make learning practical, relevant and
supportive. Our courses may include:

e classroom-based learning,
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e online learning,

o self-paced study,

e practical activities,

e group work,

e case studies,

e simulations,

e workplace-based learning,

e workplace placement where required.

Enrolment and Entry Requirements
Before enrolling, you must make sure the course is suitable for your goals, current skills and availability.
You may be asked to provide:

e identification documents,

e prior qualification evidence,

e language, literacy and numeracy information,

e work or study history,

e any support needs that may affect your learning.

If a course includes placement or work-based learning, you must be able to meet the placement requirements
before the placement begins. Some courses may have additional entry requirements, including:

e minimum age requirements,

e workplace access requirements,

o placement compliance checks,

e physical requirements,

e technology access.

Fees, Government Funding and VET Student Loans

Our fee policy

Fees for each course are published before enrolment. You will receive clear information about:
e the total course fee,
e any enrolment or administration fee,
e payment plan options,

e additional costs, if any,
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e refund rules.

We aim to be transparent about all fees so you can make an informed decision before enrolling.

Government funding
If government funding is available for a course or for your eligibility category, we will tell you what applies
before you enrol.
Government-funded or subsidised places may be subject to:
o eligibility rules,
e course availability,
e funding limits,
e evidence of citizenship or residency,
e prior study restrictions,
e funding body conditions.
If you are enrolling into a government-funded place, you are responsible for providing accurate information

and updating us if your circumstances change.

Fee-by-fee wording
Where fee-by-fee payment applies, your fees will be charged in agreed instalments rather than as one full
amount. A payment plan is not a loan. It is simply a way to pay your fees overtime. This may mean:

e you pay an initial amount at enrolment,

e further fees are due at set points,

e payment must stay up to date to continue training,

e missed payments may result in suspension of services until the account is brought up to date.

Fee protection
We take fee protection seriously. Depending on the type of course and payment arrangement, fee protection
may include:

e capped upfront payments,

o staged fee collection,

e refund arrangements,

e course replacement options,

e compliance with applicable consumer protection requirements.
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If your course is prepaid or partially prepaid, the College will handle your fees according to the written

agreement and applicable law.

VET Student Loans
VET Student Loans are only available if the College is an approved VET Student Loans provider and the student

is enrolled in a course approved under that scheme.

If a course is approved for VET Student Loans, we will provide:
e official VET Student Loans information
e student eligibility requirements
e tuition fee and loan cap information
e |oan repayment information

e therequired Commonwealth assistance information, notices and forms.

If your chosen course is not approved for VET Student Loans, your fees will be payable under the College’s

standard fee arrangements.

Unique Student Identifier (USI)
All students need a Unique Student Identifier (USI) unless they are exempt under Australian law. If you do not

have a US| you can make your own inquiries at https://www.usi.gov.au/ , or we can guide you on how to obtain

one.

Your USI:
e s areference number that stays with you,
e records your nationally recognised training,

e isrequired before we can issue your qualification or statement of attainment.
It is your responsibility to:

e give us the correct USI,

e ensure your details are accurate,

e let us know if your name or personal details change.

Learning Support and Reasonable Adjustment
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We want every student to have a fair chance to succeed. If you need help with learning, you can ask for
support at any time. Support may include:

e extra explanations from your trainer,

e additional practice tasks,

e more time for certain activities where appropriate,

e adjusted assessment arrangements,

e support with reading, writing, spelling or numeracy,

e access to learner support referrals.

Reasonable adjustment
Reasonable adjustment means changing the way learning or assessment is delivered so you can demonstrate
your skills fairly, without lowering the required standard. Examples may include:

e oral questioning instead of written responses,

e adifferent assessment format,

e  assistive technology,

e extratime in some situations,

e modified presentation methods.

Reasonable adjustment must still allow you to show the same competency outcomes required for the course.

LLN support
LLN means language, literacy and numeracy. LLN skills are vital for all health-based courses. Please tell us early
if you think you need support. Early support usually leads to better outcomes. If your LLN skills need support,
we may:

e discuss your learning needs with you,

e provide support strategies,

e recommend tutoring or self-study,

e adjust delivery methods where reasonable,

e refer you to external support services if needed.

Attendance, Participation and Course Progress
Regular attendance and participation help you stay on track. You are expected to:
e attend scheduled classes and activities,

e arrive on time,
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e take partin learning tasks,
e complete assessments by the due date,

e stayin contact if you are absent.

If you miss a class or placement session, you should notify us as soon as possible. We may monitor your course
progress and contact you if:

e you miss too many classes,

e you are falling behind,

e you do not submit assessments,

e you appear at risk of not completing the course successfully.

If needed, we may work with you to create a support plan.

Assessment
Assessment is how we check whether you have met the required skills and knowledge for your course.
Assessment methods may include:
e written questions,
e projects,
e case studies,
e presentations,
e practical demonstrations,
e role plays,
e observations,
e workplace evidence,
e third-party reports,

e research tasks.

What you need to know
e  You must complete your own work unless the task clearly allows teamwork.
e You must not copy from other students, websites or Al tools unless the assessment specifically allows it.
e You must use your own words and reference sources properly where required.

e You must submit work by the due date or speak with us before the deadline if you need an extension.
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Not yet satisfactory

If an assessment is marked “not yet satisfactory”, your assessor will give you feedback and tell you what you

need to improve. You may be given an opportunity to resubmit or be reassessed, depending on the assessment

rules.

Assessment support

We can explain assessment requirements, clarify instructions and help you understand what is expected.

However, we cannot do the assessment for you.

Student Conduct
We expect all students to behave respectfully and professionally. You must:
e treat staff, classmates, clients and visitors with respect,
e follow instructions from trainers and staff,
e use College resources responsibly,
e communicate politely,
e behave safely and responsibly,

e respect cultural differences and individual needs.

You must NOT:
e bully, harass or discriminate against others,
e threaten or abuse anyone,
e damage property,
e cheat or plagiarise,
e disrupt class activities,
e attend campus or placement while affected by drugs or alcohol,
e misuse College systems or devices.

Any serious misconduct may result in disciplinary action.

Professional Experience Placement and Compliance

Some courses may require Professional Experience Placement (PEP) or work-based learning.

PEP helps you build practical skills in a real service environment. If PEP is required, we will tell you:
e the number of hours required,

e the type of placement setting,
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e the compliance documents you must provide,
e the dress code and professional behaviour expected,

e the assessment tasks linked to PEP.

Important PEP note
PEP host organisations may refuse PEP if your documents are incomplete, expired, or not acceptable. This can
affect your ability to complete the course. It is your responsibility to:

e complete compliance requirements on time,

e keep documents current,

e tell usif there are changes to your status,

o follow the host PEP organisation’s rules.

Host health facility PEP compliance expectations
Health and community service environments often require high standards of safety and compliance from
students undertaking PEP. These requirements are not optional when they are required by a placement site,
employer or applicable law. This may include:

e immunisation or vaccination status,

e criminal record check,

e  Working With Children Check,

e NDIS screening for disability-related work,

e aged care compliance documents,

e manual handling competence,

e infection control compliance,

e first aid and CPR certification,

e signed placement agreements or declarations.

Health, Safety and Wellbeing
Your safety matters to us. We expect everyone to help maintain a safe learning environment by:

e reporting hazards or incidents,

following safety instructions,
e using equipment properly,

e keeping walkways clear,

behaving responsibly in classrooms and common areas.
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If you are injured or unwell, please tell a staff member immediately.

Emergency procedures

In an emergency:

follow staff instructions,

leave the building calmly if directed,

go to the assembly point (see the map on Appendix B),
e do not re-enter until it is safe.

Emergency and evacuation information will be shown during orientation and displayed next to the lifts.

Wellbeing support
Study, work and life pressures can affect learning. If you are struggling, please speak to us early so we can

discuss support options or referral pathways.

Privacy and Confidentiality
We respect your privacy and handle personal information carefully. We may collect and store information such
as:

e contact details,

e enrolment records,

e assessment records,

e USlinformation,

e support needs,

e attendance data,

o fee and payment information.

We will use your information for training, administration, compliance and reporting purposes in line with law
and our privacy policy. You must also respect the privacy of others, including:

e classmates,

o staff,

e placement clients,

e workplace records,

e confidential case information.

Do not share confidential information unless you are authorised to do so.
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Complaints and Appeals
If you are unhappy about something, we want you to raise it. You can make a complaint about:
e training or assessment,
e staff conduct,
® access to support,
e fees or refunds,
o facilities,
e placement issues,

e any other college matter.

You can appeal:
e an assessment outcome,
e adisciplinary decision,
e an enrolment decision,
e acourse progress decision,

e any decision that affects your studies.

How to raise a concern
1. Speak to your trainer or student support staff if you feel comfortable doing so.
2. |Iftheissue is not resolved, submit a formal complaint.

3. If needed, lodge an appeal within the required time.

Our approach
The College’s formal complaints and appeals policy is available on our website. We aim to:
e listen fairly,
e respond promptly,
e keep matters confidential where possible,
e treat you respectfully,
e explain the outcome clearly,

o keep records of the process.
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Refunds, Deferrals, Withdrawals and Transfers
Refunds
Please read the refund terms carefully before enrolling. Refunds are handled according to the written
agreement, our refund policy and any applicable law. In general:
e some fees may be non-refundable,

e some fees may be partly refundable,

refund timeframes may apply,

refunds may depend on when you withdraw and why.

Deferrals

If you need to delay your study start date, you may be able to defer depending on the course and your

circumstances.

Withdrawals

If you want to withdraw, please notify us in writing as soon as possible. Withdrawal does not automatically

mean a refund will be given.

Transfers

If you want to transfer to another provider or from another provider to us, rules may apply depending on

funding, course type and timing.

Certification and Completion
Certificates are issued in line with our certification policy and the requirements of nationally recognised
training. If you successfully complete all course requirements, including assessments and any placement
requirements, we will issue the relevant qualification or statement of attainment. To receive certification:
e you must have completed all required units,
e your USI must be recorded correctly,
e your fees must be up to date,

e any compliance requirements must be satisfied.

Student Responsibilities

As a student, you are responsible for:
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e reading and understanding this handbook,

e attending classes and placement activities,

e meeting deadlines,

e completing your own work,

e following workplace and College rules,

e keeping your contact details up to date,

e paying fees on time,

e providing correct enrolment information,

e meeting placement and compliance requirements,

e asking for help when needed.

College Responsibilities
Bristol International College is responsible for:
e delivering training and assessment that meets the qualification requirements,
e providing accurate information before and during enrolment,
e supporting students fairly and respectfully,
e maintaining records securely,
e providing qualified trainers and assessors,
e giving clear feedback on assessment,
e managing complaints and appeals properly,
e applying policies consistently,

e protecting student information.
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Appendix A: Student Checklist

Before you start, make sure you have:

. completed your enrolment form,

o provided your USI,

o read the fees and refund information,

J understood your course requirements,

. provided any requested ID or eligibility documents,

. discussed any support needs,

. checked whether placement or compliance documents are required,
o saved the College contact details.
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Appendix B: Evacuation Plan
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Appendix C. Policy References

The following formal policies are available on the College website:
e Appeals Handling
e Behaviour Misconduct
e Complaints Handling
e Credit Transfer
e Disability
e Discrimination and Harassment
e Diversity and Inclusion
e Fees and Refunds
e Plagiarism and Al
e Student Support and Wellbeing

e Training Safety

BIC Domestic Student Handbook v1.1 June 2026 Page 18 of 20



Appendix D: Useful Contacts

Trainer

Name

Contact details

Campus Reception

02 7245 9847

Reception@studybic.edu.au

Suite 1, Level 4, 126 Church St, Parramatta NSW 2150

Finance Team

finance@studybic.edu.au

Placement Coordinator

Isabel Urrego

PEP@studybic.edu.au

Student Support
Isabel Urrego

PEP@studybic.edu.au

Program Manager
Alan Brown

PM@studybic.edu.au
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Appendix E: Student Declaration
| confirm that:

e | have read and understood the Student Handbook.

e | understand that this handbook is a student-friendly guide only. The College’s formal policies and
procedures published on the website are the official documents used for administration,
compliance and decision-making.

e | agree to follow the College’s rules, policies and procedures.

e | understand that course requirements may include attendance, assessments, placement and
compliance checks.

e | understand that | must keep my personal details and USI up to date.

e | understand that fees, refunds and payment obligations apply in line with the written agreement

and College policies.

Student name:

Student Number:

Signature:

Date:

Once complete, this page must be submitted to reception, so is can be added to your file.
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