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WELCOME 

Greetings from North Melbourne College (NMC). 
 
This Student Orientation Handbook was prepared with you in mind. It 
offers vital knowledge about Melbourne so you can easily adapt to your 
new environment. It also provides you with important information about 
NMC, its policies and procedures, supports, your rights and 
responsibilities and some general information that would make your 
learning experience a lot more comfortable and pleasant. 
 
As you go through the pages and require further clarification, please do 
not hesitate to contact our friendly staff on (+61 3) 9329 8860.   
 
Once again, on behalf of our Staff and Trainers, I thank you for choosing 
NMC. Our warmest welcome. 
 
 
Lovleen Chawla 
Principal Executive Officer 
North Melbourne College 
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ABOUT NORTH MELBOURNE 
COLLEGE (NMC) 

Welcome to NMC, your partner for a brighter future 

North Melbourne College (NMC) is a private provider of Vocational Education and Training 
(VET) programs.  We offer courses concentrating on Automotive and Leadership and 
Management that serves every age and background.  
 
The College was primarily established to meet the changing demands of employers and 
students. For this reason NMC is a modern and responsive educational institution.  We are 
continuously investing in innovative approaches and infrastructure to continuously meet our 
students, employers and the industry requirements. 
  
NMC, the Right Choice, where you able to achieve a competency with the quality of 
education. 
 
NMC will be your partner for a brighter future, with the quality of education. We are committed 
to maintaining an environment conducive to your academic success and learning. Hence 
maintaining high educational standards is of paramount importance and this is accomplished 
through adequate physical facilities (simulated workplace environment automotive 
workshop), resources and the appointment of appropriately qualified staff. 
 
At NMC, you will have 
 

 Nationally Recognised Qualification 

 Opportunity to enhance your career pathway through acquiring required skill and 
knowledge 

 Hands-on Training by Industry Experienced Trainers 

 Campus is conveniently located next to North Richmond Railway Station and 
automotive workshop in Footscray 

 Weekday (daytime and evening) and Weekend Classes Available 

 Academic credit transfer available 

  



INTERNATIONAL 
STUDENT HANDBOOK 

 
 

  

 

 
 
Form 063 International Student Handbook 
North Melbourne College Aus Pty Ltd T/As North Melbourne College  
ABN 85 136 626 956 | CRICOS: 03266E | RTO: 22316 

 
Page 7 of 55 

Version 2.0 August 2020 
  

 

 

Campus Location 

With the North Melbourne College main campus located near Melbourne business district, 
this strategic location provides an advantage for our students to easily commute around the 
city and other suburban areas. Our main campus is located at Level 1, 13 Elizabeth Street, 
Richmond, Victoria 3121  

 

 
 
Our workshop facility is located at 84 Buckley Street, Footscray-VIC 3011 just a 3-minute 
walk from Middle Footscray Railway Station which makes it very easy for students to 
commute. Our main campus is about 9.3 kms away from the Workshop facility (about 15 
minutes’ drive by car or by train) 
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COURSE INFORMATION 

NMC offers competency-based programs for Nationally Recognised Training. Specifically, 
we offer the following courses: 
 

Code Description Duration CRICOS Code 

AUR30616  
Certificate III in Light Vehicle Mechanical 
Technology 

52 weeks 091627M 

AUR40116 Certificate IV in Automotive Management 26 weeks 091646G 

AUR50116  Diploma of Automotive Management 52 weeks 091693A 

BSB51918 Diploma of Leadership and Management 52 weeks 098803K 

 

AUR30616 Certificate III in Light Vehicle 

Mechanical Technology 

This qualification covers the skills and knowledge 
required to perform a broad range of tasks on a variety 
of light vehicles in the automotive service and repair 
industry. 
The Certificate III in Light Vehicle Mechanical 
Technology prepares new employees or recognizes 
and develops existing workers performing mechanical work in the automotive light vehicle 
service and repair industry. Job roles related to this qualification include light vehicle 
mechanical technician. 
 
You need to complete 36 units to be awarded this qualification consisting of 20 core units and 
16 elective units. For full list of units, course details including entry requirements and current 
fees and charges, please visit our website www.nmc.edu.au/courses. 
 
Assessment methods: 
NMC use a range of assessment methods to determine overall competency requirements for 
this unit of competency, which includes but not limited to: 
• Written/Oral questions 
• Practical Demonstration 

http://www.nmc.edu.au/courses
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• Written Assignment  
• Case studies and scenarios  
• Role play and class activities 
 
Students are informed about specific assessment requirements at the beginning of each unit of 
competency along with submission/completion timeframe. As this is a competency based training, 
outcome of the student assessment will be deemed Competent (C ) or Not Yet Competent (NYC). 

 AUR40116 Certificate IV in Automotive Management 

This qualification covers the skills and knowledge required to perform management roles in 
an automotive retail, service and repair environment. 
 
The Certificate IV in Automotive Management is intended to prepare new employees or 
recognise and develop existing workers who are performing management roles in the 
automotive retail, service and repair industry.  
 
Job roles related to this qualification include Business Manager, Sales Manager, Customer 
Service Manager, Workplace Manager, and Parts Manager. 
 
You need to complete 10 units to be awarded this qualification consisting of 6 core units and 
4 elective units. For full list of units, course details including entry requirements and current 
fees and charges, please visit our website www.nmc.edu.au/courses. 
 
Assessment methods: 
NMC use a range of assessment methods to determine overall competency requirements for 
this unit of competency, which includes but not limited to: 
• Written/Oral questions 
• Practical Demonstration 
• Written Assignment  
• Case studies and scenarios  
• Role play and class activities 
 
Students are informed about specific assessment requirements at the beginning of each unit of 
competency along with submission/completion timeframe. As this is a competency based training, 
outcome of the student assessment will be deemed Competent (C ) or Not Yet Competent (NYC). 

http://www.nmc.edu.au/courses
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 AUR50116 Diploma of Automotive Management 

This qualification covers the skills and knowledge 
required to undertake leadership and 
management roles within the automotive 
industry. It is suitable for entry into senior 
management roles in all sectors of the 
automotive industry.  
 
The Diploma of Automotive Business 
Management is intended to prepare new 
employees or recognise and develop existing 
workers who are performing management roles 
in the automotive industry. 
 
Job outcomes targeted by this qualification 
include Business Manager, Automotive 

Directorship, Dealer Principal, Operations 
Manager, Sales Manager, Area Manager, 

Marketing Manager, Retail Manager, Parts Manager, Purchasing Manager, Automotive 
Service Manager, Automotive Aftermarket Manager, Automotive Retail Sales Manager, 
Automotive Warehouse Manager, Automotive Repair Manager. 
 
You need to complete 12 units to be awarded this qualification consisting of 6 core units and 
6 elective units. For full list of units, course details including entry requirements and current 
fees and charges, please visit our website www.nmc.edu.au/courses. 
 
Assessment methods: 
NMC use a range of assessment methods to determine overall competency requirements 
for this unit of competency, which includes but not limited to: 
• Written/Oral questions 
• Written Assignment  
• Case studies and scenarios  
• Role play and class activities 
 
Students are informed about specific assessment requirements at the beginning of each unit of 
competency along with submission/completion timeframe. As this is a competency based training, 
outcome of the student assessment will be deemed Competent (C ) or Not Yet Competent (NYC). 

  

BSB51918 Diploma of Leadership and Management 

This qualification reflects the role of individuals who are engaged to manage the work of 
others or to add value to or review management practices. Their role may be in any industry 
or organisational setting.  

http://www.nmc.edu.au/courses
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Typically, people in these roles will have considerable experience in their respective 
industries or vocational areas and combine an informed perspective of specific work 
requirements with their managerial approaches. The qualification requires a sound theoretical 
knowledge base and managerial competencies to plan, carry out and evaluate own work or 
the work of a team.  
 
 
Job roles and titles vary across different industry sectors. A possible job title relevant to this 
qualification is Manager. 
 
You need to complete 12 units to be awarded this qualification consisting of 8 elective units. 
For full list of units, course details including entry requirements and current fees and charges, 
please visit our website www.nmc.edu.au/courses. 
 
Assessment methods:  
NMC use a range of assessment methods to determine overall competency requirements 
for this unit of competency, which includes but not limited to: 
• Written/Oral questions 
• Written Assignment  
• Case studies and scenarios  
• Role play and class activities 
 
Students are informed about specific assessment requirements at the beginning of each unit of 
competency along with submission/completion timeframe. As this is a competency based training, 
outcome of the student assessment will be deemed Competent (C ) or Not Yet Competent (NYC). 

   

http://www.nmc.edu.au/courses
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ADMISSIONS 

English Language Requirements 

International students applying for this course either off-shore or on-shore will require: 
i) Either a minimum IELTS (General) test score of 5.5 or equivalent for direct entry 

into a VET course;  
or, IELTS score of 5.0 or equivalent with an ELICOS course (up to 10 weeks) to be 

taken before the main VET course; 
or, IELTS score of 4.5 or equivalent with an ELICOS course (up to 20 weeks) to be 

taken before the main VET course; 
 IELTS equivalent tests include PTE and TOEFL. Results older than two years 

are not acceptable. 
or,  Pearson Test of English Academic – score 42  
or,  Cambridge English: Advanced CAE from Cambridge ESOL Test Scores –162 
or,  TOEFL internet based test – Score 46 

 
OR 
ii) to provide evidence that they have studied in English for at least five years in 

Australia, Canada, New Zealand, Republic of Ireland, South Africa, United Kingdom 

or United States 

OR 
iii) to provide evidence that, within two years of their application date, they have 

successfully completed in Australia a foundation course or a Senior Secondary 

Certificate of Education 

Age Requirements 

For you to be accepted at NMC, you must be at least 18 years old at the time of course 
commencement.  

Course Requirements 

To enter this qualification, applicants should have successfully completed year an equivalent 
of Australian Year 12. 
 

Training Need Analysis 

All student must undertake a pre-training review (training need analysis) which aims to identify their 
training needs and suitability through questions on previous education or training, purpose and 
relevance of the courses, conducted before the enrolment. This review can by completing a 
questionnaire or via an interview by a designated NMC Interview also aims to identify possible RPL 
opportunities, confirm oral communication skills. 
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Through the training need analysis questionnaire/interview, student will demonstrate that they have 
necessary skills to successfully complete the course. 

 

Language, Literacy and Numeracy Test (LLN) 

All students are required to undertake NMC designated language, literacy and numeracy (LLN) test 

mapped at Australian Core Skills Framework (ACSF). 

 

The ACSF level required for each course is as below: 

AUR30616  Certificate III in Light Vehicle Mechanical Technology  ACSF Level 2 

AUR40116 Certificate IV in Automotive Management    ACSF Level 3 

AUR50116  Diploma of Automotive Management    ACSF Level 3 

BSB51918 Diploma of Leadership and Management    ACSF Level 3 

 

If students do not meet LLN requirements at the time of orientation, students will be provided with 

appropriate strategies to assist them with their learning. 

 

Additional Consideration 

 
Access to Materials and Equipment 
Although NMC will provide access to learning and delivery resources during classroom hours 
however to work on assignments and tasks for self-study all leaners are expected to have access to 
a laptop or computer with the Windows 7 operating system or higher. Students must have an active 
email address for communication and be contactable by phone (mobile or landline) and by mail 
(postal address). All leaners are expected to have access to MS office application such as Microsoft 
Word, an email platform. 
 
Physical Attribute to Consider 
This course requires training and working in automotive workshop or simulated environment which 
may require physical activities such as working in a confined space, doing heavy lifting or standing 
for prolonged period of time. Student will therefore need to consider their physical fitness and 
attributes to undertake this course. 

 

Adult Learning Principles 

NMC incorporates adult learning principles throughout the delivery of its training programs. 
As an adult, you are encouraged to take responsibility for your learning and to be active in 
the learning and assessment process.  Courses are designed to be flexible, interactive and 



INTERNATIONAL 
STUDENT HANDBOOK 

 
 

  

 

 
 
Form 063 International Student Handbook 
North Melbourne College Aus Pty Ltd T/As North Melbourne College  
ABN 85 136 626 956 | CRICOS: 03266E | RTO: 22316 

 
Page 14 of 55 

Version 2.0 August 2020 
  

 

 

involve all students in discussion and activities.  Students’ contributions, thoughts and 
experiences are vital to the success of the course.   
 
In order to ensure the best success, NMC encourages all students to: 

 Prepare for training sessions; 
Complete any required reading and/or research; participate appropriately in all training 
sessions; 

 Undertake all work requirements in line with designated deadlines; 

 Relay to staff any problems being experienced; 

 Participate in evaluation activities and offer constructive advice relevant to course 
delivery; 

 Expect that NMC staff will treat students with politeness and respect and reciprocally 
treat staff in the same manner; 

 Seek assistance with language, literacy and numeracy difficulties, or with adjustments 
that need to be made for identified disabilities/medical conditions. 

TRAINING AND 
ASSESSMENTS 

To be awarded a qualification, competency 
must be demonstrated for all the required 
units consisting of core and elective units.  
 
Training delivery is classroom based with 
simulated workplace environment for the 
practical component of the units. 

Classroom Based Training 

For classroom based training, NMC will provide access to appropriate simulated workplace 
environments for the practical component of the course. 
 
All theory based delivery will occur within the designated classrooms of the College through 
structured training sessions from a qualified trainer / assessor. At these training sessions, a 
qualified Trainer will provide the required skills and knowledge as per the unit content and 
will ensure the learning is imparted. 
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Students will also be required to undertake practical activities related to the course content. 
These practical activities will be undertaken in a simulated workplace environment within the 
classroom based delivery or in the Automotive Workshop.  
 
At some stage, the training will also involve students completing some reading and written 
work outside the scheduled classroom delivery time. 
 
All classroom based delivery will occur in suitable environments and follow all WHS/OHS 
guidelines. 
 

Training Methods 

To maximize the learning outcome, NMC employs variety of training methods or teaching 
strategies that would best suits students to fulfill the required competency.  
 
There are different strategies used in different combinations to improve learning outcomes. 
Some strategies are better suited to teaching certain skills and fields of knowledge than 
others. Some strategies are better suited to certain student backgrounds, learning styles and 
abilities. 
 
At NMC, we incorporate an array of training methods / teaching strategies that support 
intellectual engagement, connectedness to the wider world, recognition of difference and is 
implemented across learning areas.  

Competency Based Training 

and Assessment 

As NMC is implementing a competency 
based training, assessment will occur after 
the delivery of the unit of competency. 
 
As such, assessment continues 
throughout the program until you either 
achieve competency in the assessment 
tasks or a further training need is identified 
and addressed. 
 
The assessment process will include the 
gathering of evidence to demonstrate your competence. You will be advised of the 
assessment requirements at the beginning of each unit through an ‘Assessment’ document 
that will clearly outline all required tasks that must be completed to achieve competence 
within the specified unit. 
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The assessments may include theory and practical tasks and will be clearly documented to 
ensure consistency of all assessments. Trainers will be provided with detailed instructions in 
regard to assessment requirements for each unit.  
 
Evidence gathering may include role plays, observation, demonstration, projects, 
presentation, case studies, written test, third party reports, and portfolio of evidence. 

Reasonable adjustment for learners with special needs. 

NMC recognises that not all students learn in the same manner, and that an amount of 
“reasonable adjustment” is required for students who may not learn as well with traditional 
learning and assessment methods but who are able to achieve good results. 
 
For students with a disability and/or medical condition, or those experiencing learning 
difficulties, NMC will make reasonable alternative arrangements to accommodate their 
learning and assessment needs. This may include assistance to resolve access issues, 
arrange alternative forms of assessment (e.g. having someone read assessment materials 
to students, or having someone record a student’s spoken responses to assessment 
questions), access specialised equipment, and organise note-takers and sign-language 
interpreters. 
 
Where we cannot assist a student, we will refer them, where possible, to an agency that can 
assist. 

QUALITY MANAGEMENT SYSTEM 

North Melbourne College (NMC) is committed to ensuring it is able to provide quality training 
and assessment services and effectively react to changing customer/student needs. 
 
We have set up the following: 
 

 Staff are provided with induction and necessary training 

 Conduct validation and moderation of its training and assessment 

 Conduct consultation to Industry experts 

 Gathers feedback with Trainers and other Staff, Students and other relevant 
stakeholders. 

 Continuously improve training and assessment strategies 

 Provide necessary resources to implement these strategies and processes 
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Trainer / Assessor 

All Trainers/Assessors at NMC are qualified experienced industry expert. They are required 
to maintain their vocational currency within the industry they are delivering training and 
assessments that is why they 
continuously undertake rigorous 
professional development.  
 
The Trainer / Assessor can provide you 
with assistance regarding the course, 
its content, the resources, the delivery, 
the assessments method and other 
aspect of your training. They are 
considered qualified representative of 
NMC. 

Stakeholder engagements 

Feedback is an important part for 
maintaining quality. We have a system 
that collects and analyse stakeholder feedbacks. This includes feedback from staff, trainers, 
students, industry experts which are inputs in further improvement of our training and 
assessment strategies. 
 
As a student/participant, you are required to provide the following feedbacks: 

 Student Induction feedback  

 Agent Feedback 

 Student feedback on services and facilities 

 End of Unit Feedback 

 Course Completion Feedback 
 
NMC welcomes any other feedback that may assist us to serve you best. You may send it 
through our website or leave it at the reception. 
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STUDENT ADMINISTRATION 

Course Fees 

Course fees includes the following: 

 Tuition Fee 

 Application Fee 

 Material for Resources Fee 
 
It is important that you read your Student Enrolment Agreement. Your fees and the due dates 
are specified therein. Ensure that you pay on or before the due date to avoid any charges for 
late fee payment. 

Non-payment of fees 

If you do not pay your fees on time you may be subjected to penalty. At times, non-payment 
of fees may lead to cancellation of enrolment. 
 
All international students are required to pay for Overseas Student Health Cover.  

Extra Terms of Study 

If you are granted extra time via NMC’s policies and procedures you will be charged for any 
additional terms at the same rate as for your principal course (i.e. the fulltime term fee for that 
course). 

First Supplementary Assessment 

If you are marked ‘NYC’ for your first submission of an assessment, you may resubmit that 
assessment free of charge.   

Second Supplementary Assessment 

If you resubmit an assessment and is again marked ‘NYC’ for that assessment, you will need 
to pay to resubmit for a second time.  The costs for this are as follows: 

 Theory  $100 per assessment 

 Practical  $200 per assessment 
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RPL costs 

RPL will be charged at the per unit rate price for those units the student is seeking RPL for.  

Certificates & Statements of Attainment 

The initial Certificates and Statements of Attainment are issued free of charge.  However, 
there is an administration fee of $AU50 to reissue of the certificate for any additional 
Certificates or Statements of Attainment requested for per course. 

Resetting Passwords 

Resetting lost or forgotten passwords attract a $10 Administration fee. 

YOURS RIGHTS AS A STUDENT  

At NMC, a Code of Conduct is set up to ensure that there is a peaceful and conducive study 
and work environment for all students and staff.  
 
All students have the right to  

 Be treated fairly and with respect by College staff and other students 

 Learn in an environment free of discrimination and harassment 

 Learn in a supportive and stimulating environment in which to pursue their goals 

 Have access to counseling if desired or required 

 Maintains privacy concerning records that contain personal information, subject to 
statutory requirements 

 Be given information about assessment procedures at the beginning of the 
subject/competency/module and progressive results as they occur 

 Lodge a complaint without fear of retaliation or victimization 
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YOUR RESPONSIBILITIES AS 
STUDENT 

You are required to act in a non-discriminatory manner at all times and respect the rights of 
other students, staff and visitors.  
 
You are also required to adhere to academic rules and regulations as directed by NMC or its 
representatives.  Your responsibilities include the following: 

 Treat other students and NMC staff with respect and fairness. 

 Follow any reasonable direction from a staff of NMC. 

 Refrain from swearing, drinking and eating in classrooms and other learning areas 

 Behave responsibly by not littering, harassing fellow students or staff, damaging, 
stealing, modifying or misusing NMC or other student’s property.  

 Behave responsibly by not being 
under the influence of drugs and 
alcohol. 

 Refrain from using mobile phones, 
ipads or any other electronic 
devices that may disrupt classes. 

 Attend all scheduled classes  

 Do all assessment tasks and 
examinations honestly, and not 
engage in plagiarism and/or 
assessment dishonesty.  

 Submit assessment evidences with 
completed cover sheets and other 
paper works as required     

 Make regular contact with your 
Trainer / Facilitator 

 Progress steadily through the course according to your training plan 

 Prepare appropriately for all assessment tasks, training sessions, review sessions, 
visits 

 Advise your Trainer / Facilitator if you any experience difficulty in your training 

 Advise NMC if you are unable to attend the scheduled training session, assessment 
or review session at least a day before the commencement of the activity 

 Immediately advise NMC if you have change of contact name or contact details  

 Settle your accounts / make payments in accordance with the agreed timeline. 
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 Follow normal safety practices, including wearing approved clothing and protective 
equipment and following both written and verbal directions given by NMC staff. 

 Not to behave in a way that would offend, embarrass or threaten others. 

 Comply with all lawful regulations, rules or procedures of NMC that pertain to them 

BREACH OF CONDUCT 

A breach of conduct occurs when you behave in a manner described below: 

 Assaults, attempts to assault or threatens a person  

 Acts contrary to Equal Opportunity practices of NMC which is committed to the 
prevention and elimination of discrimination on the grounds of: 

 Age; 

 Impairment; 

 Industrial activity; 

 Lawful sexual activity; 

 Marital status; 

 Physical features; 

 Political belief or activity; 

 Pregnancy; 

 Race; 

 Religious belief or activity; 

 Sex; 

 Status as a parent or a career; 

 Personal association (whether as a relative or otherwise) with a person who is 
identified by reference to any of the above attributes. 

 Disobeys or disregards any lawful direction given by your Trainer/Facilitator or a staff 
of NMC 

 Acts dishonestly or unfairly in connection with an  examination, test, assignment or 
other means of assessment conducted by NMC  

 Deliberately obstructs any NMC teaching activity, assessment session, review session 
or meeting  

 Engages in any conduct or activity prejudicial to the management and good 
governance of NMC 

 Steals, willfully damages or wrongfully deals with any NMC property. 

 Attends NMC whilst under the influence of alcohol or affected by drugs 

 Carries or uses such items as firearms, knives, syringes, etc as a weapon. 



INTERNATIONAL 
STUDENT HANDBOOK 

 
 

  

 

 
 
Form 063 International Student Handbook 
North Melbourne College Aus Pty Ltd T/As North Melbourne College  
ABN 85 136 626 956 | CRICOS: 03266E | RTO: 22316 

 
Page 22 of 55 

Version 2.0 August 2020 
  

 

 

  Fails by or within the agreed required date or period, to pay any fee or charge 
payable to NMC 

 Fails to comply with WHS/OHS regulations or willfully places another person in a 
position of risk or danger              

 Constantly interrupts class time through the use or presence of mobile phones, ipads 
or other technological devices  

 Uses abusive language 

 Serious breach of confidentially 
 

Let’s work together to ensure that our environment is friendly and a safe place for all people 
to attend.  
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DISCIPLINARY ACTIONS 

If you are found to have breached the Code of Conduct, it will result to disciplinary action. 
 
You will meet with NMC Officers and discuss the alleged breach of conduct. If there is 
sufficient ground you will receive a verbal warning and the disciplinary actions to be imposed. 
 
Should there be future incident of breach of conduct, you will receive a warning letter. 
 
Depending on the seriousness of the breach, it may result to termination of your course. 
Refunds may not also be provided.  
 
For more information, you may approach NMC Administration Office. 

OVERSEAS STUDENT HEALTH COVER 

It is a condition of your Student Visa that you have Overseas Student Health Cover (OSHC) 
for the entire duration of your stay in Australia. OSHC gives you access to out-of-hospital and 
in-hospital medical services to help you maintain your health. 
 
The College can arrange OSHC for students with Medibank (a private health insurer) for the 
appropriate amount. 
 
OSHC covers most medical expenses for treatment from a doctor (including specialists), 
whether it is in hospital or at the doctor‘s surgery. It also covers a student for pathology 
services such as blood tests and x-rays, as well as emergency ambulance services. OSHC 
will not cover illness or disability that existed before you arrive in Australia and that may 
require you to undergo related medical treatment while studying for the first 12 months of 
your stay. It also does not cover dental and optometry costs but extra OSHC can be taken 
out to cover these services. 
 
Further details regarding the exact conditions and costs of OSHC can be obtained from 
Medibank at www.medibank.com.au /Overseas-Students/About-OSHC. You can also speak 
to our Administration staff who will also be able to provide you with a list of local doctors. 
Please check with www.medibank.com.au for the current rates on OSHC. 
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WHS/OHS 

NMC is committed to providing a healthy and safe workplace and to eliminating conditions 
and incidents that could result in personal injury or ill health. NMC requires its activities to 
conform to relevant state and federal legislation and good, established practices.   
 
It is your responsibility to: 

 to comply with work health safety/ occupational health and safety policies, 
procedures and guidelines set out by NMC or its staff 

 to conduct themselves in a safe manner, not placing themselves or others at risk.   

 To not willfully or recklessly interfere or misuse anything provided by NMC in the 
interest of health and safety of welfare 

 To ensure that you are not by the consumption of drugs or alcohol in such a state as 
to endanger your own health and safety or the health and safety of another person. 

ACCESS AND EQUITY 

NMC is committed to meet the needs of individuals and the community as a whole through 
the integration of access and equity guidelines. We set up a policy to ensure that everyone 
has the opportunity to successfully gain skills, knowledge and experience through education 
and training. Further it aims to provide a study and work environment that fosters fairness, 
equity, and respect for social and cultural diversity, and that is free from unlawful 
discrimination, harassment and vilification as determined by legislation. 
 
Some grounds for unlawful discrimination and harassment are age, Disability (physical, 
intellectual, psychiatric, sensory, neurological or learning disability, physical disfigurement, 
the presence in the body of an organism capable of causing disease, and current, past, future 
or imputed disability), Homosexuality (male or female, actual or presumed), Marital status 
(single; or, with reference to a person of the opposite sex, married, separated, divorced, 
widowed or in a de facto relationship), Political affiliation, views or beliefs, Pregnancy or 
potential pregnancy, Race (including color; descent; ethnic, ethno-religious or national origin, 
nationality; and immigration), Religious affiliation, views or beliefs among others. 
 
Some grounds for unlawful vilification are but not limited to HIV/Aids, homosexuality, race, 
breastfeeding, profession, trade, occupation or calling. As a student/participant of the training, 
you should not feel that you are unable to complete the course for any reason. If you feel you 
are in this situation, please communicate with your Trainer or to NMC Principal Executive 
Officer. For more information, you may refer to the Access and Equity Policy and Procedure. 
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STUDENT 
SUPPORT 

NMC provide both academic support 
and personal support. You will be 
made aware of all the support 
available during the Induction 
Program for new students. 
 
You will be provided with a range of 
learning support options and 
resources to help you achieve 
competency.  This may include: 

 Mentoring from appropriately 
qualified trainers/facilitators including their phone and email contact details. 

 Classes, tutorials and workshops – these may be optional depending on your course 
of study. 

 Computer and technology support. 

 Referral to external support services 

 Access to Special Needs, Disability support 

 LLN support 

 Any other issues that may affect your ability to achieve your training goals 
 
For more information, you may access the Special Needs, Disability Policy and Procedure as 
well as the Student Support Services Policy and Procedure at NMC Administration Office. 
 
 
The assigned Student Support Officers are: 

 Vivek Sharda (able to speak Punjabi, Hindi)  Admin Officer 

 Paul Piperno (able to speak Italian)   Senior Trainer 

 Priya Sharma (able to speak Nepalese)   RTO Manager 
 

Ph: (03) 9329 8860   Email: admissions@nmc.edu.au  
 
The Student Support Counseling program provides:  

 Somewhere to talk about problems ranging from everyday hassles, to those that are 
seriously affecting a student’s ability to function 

 A safe place to let off steam 

mailto:admissions@nmc.edu.au
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 An opportunity to generate solutions to problems 
 
If you are experiencing any of the following, we suggest you make a time to speak with one 
of our Student Support Officers: 

 Thoughts of quitting study  

 Physical signs of emotional stress  

 Problems sleeping – either not being able to sleep or having too much sleep 

 Lack of concentration in study or completing normal day-to-day activities 

 Feeling sad and unable to function properly 

 Thoughts about self-harm 
 
Some of the issues that students typically seek counselling about include: 

 Adjustment issues  

 Alcohol / drug abuse 

 Stress / Anxiety / depression 

 Victim of assault  

 Family issues 

 Grief and loss  

 Victim of harassment – either at the College, workplace or in your home 

 Victim of abuse – psychological, physical, sexual 

 Procrastination  

 Self-esteem  

 Sex and sexuality   

 Study problems 
 
Talking with someone who is not so close to the situation may help you to:  

 See it more clearly 

 Understand their feelings about it  

 Discover solutions 
 
A counsellor will help by listening without judgment, offering new perspectives and working 
with you on strategies that are right for you. All counselling services are strictly confidential 
between the counsellor and you. No one else needs to know that you are seeking these 
services.  
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Student Support Services Staff  

At NMC all academic and non-academic staff act as student support officer in their areas of 
expertise. However, NMC will also have at least one dedicated Student Support Officer on 
campus all the time to assist our students. NMC will ensure that the number of student 
support staff are proportionate to the number of student enrolment. NMC will review the 
adequacy of Student Support Officer numbers at the beginning of each term to ensure that 
they are able to identify if additional dedicated student support staff are needed to be 
recruited to service the students. 
 
Student Administration officer:  
Responsible for all admissions and enrolment related issues specific course related 
queries. 
 
Student Support Officers:  
Provide academic and non-academic counselling to Students and handle course related 
queries including information and advice on safety, legal Rights, workplace Rights, Health & 
Welfare Issues and Mental Health Support, referral to external medical professionals and 
specialists. 
 
Floor Warden 
Responsible for providing instruction for evacuation in case if fire 
 
First Aid Officer: 
Responsible for rendering first aid in case of emergency 
 
Trainers and Assessors:  
Responsible for all specific course related queries and assessment issues and course 
counselling. 
 
Reception 
Our reception is open to assist Students from 8.00am to 5:30pm Monday to Sunday  
 
The table below outlines the list of staff to provide student support service. This list will be 
update on regular basis for currency. 
 

Support Area Position/Role Phone Number 

Afterhours emergency 
Critical Incident 

CEO  
RTO Manager 

0426 213 100 

Admissions and Enrolment 
Overseas Student Health Cover 
Visa Issues 
Enrolments 
Re-enrolment 
Change of Address 

 
Student Administration 
Officer 
 
Marketing Officer 

(03) 9329 8860 
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Support Area Position/Role Phone Number 

Certificates, Record of Results 
and Statements of Attainment 
Graduation 

Academic Issues 
Academic Intervention 
Classroom Issues 
Credit Transfer/ Recognition of 
Prior Learning 
Timetabling 
Reassessments 
Work placement Issues 

RTO Manager 
Training Coordinator 
Trainers/Assessors 
 
 

(03) 9329 8860 

Airport Pickup 
Accommodation Issues 
Orientation 
Bank Account Assistance 
Career/Job Counselling 
Access to Policies and 
Procedures 
Complaints and Appeals 
Deferment, Suspension or 
Cancellation Applications 
Transfer of College 
Change of course 
Refund Applications 
Change of Address 
Cultural Adjustment 
English Language Support 
Finance/Fees Issues 
Settlement Issues 
Privacy matters 
Critical Incident 
Extra-curricular activities 
Any other matters 

RTO Manager 
 
Student Administration 
Officer 
 
Student Support Officer 
 

(03) 9329 8860 

Counselling 
Safety Advice 
Legal Rights 
Workplace Rights 
Health & Welfare Issues 
Mental Health Support 
Referral to external medical 
professionals and specialists 

Welfare Officer (03) 9329 8860 

Personal Files and 
Documentation 
Student ID Cards/ SMS Login 

RTO Manager 
Training Coordinator  

(03) 9329 8860 



INTERNATIONAL 
STUDENT HANDBOOK 

 
 

  

 

 
 
Form 063 International Student Handbook 
North Melbourne College Aus Pty Ltd T/As North Melbourne College  
ABN 85 136 626 956 | CRICOS: 03266E | RTO: 22316 

 
Page 29 of 55 

Version 2.0 August 2020 
  

 

 

Support Area Position/Role Phone Number 

Fees payment Student Administration 
Officer 
Reception 
 

Emergency Fire Evacuation Designated Fire Warden (03) 9329 8860 

First Aid 
(First aid box is located in 
Student Admin Office) 

First Aid Officer (onsite) (03) 9329 8860 

Personal / Social Issues 

To assist any NMC student who require or request additional support on a range of issues 
from academic to personal, the College can also refer you to internal or external counselling 
service.  The details are as follows: 
 

Monica Sharma 
Internal Counsellor 
North Melbourne College 
13 Elizabeth Street, North Richmond, Victoria 3121 
Email:admissions@nmc.edu.au 
Phone: 03 9329 8860 

 
Alina Urbanczyk 
Development & Programs Manager 
Australian Multicultural Community Services 
Suite111, 44-56 Hampstead Rd, Maidstone, Victoria 3012 
E-mail: alinau@amcservices.org.au Website: www.amcservices.org.au  
Phone (03) 9653 3250 (03) 9412 6133 
 
Dr. Maria Rani 
Dasari Counsellor and Therapist 
Level 2 Counselling Room  
380 Burke Street, Melbourne 3000 Victoria 
Email dm_rani@yahoo.com 
 
Dr. Lata Satyen 
Lecturer Schools of Psychology 
Faculty of Health, Deakin University 
Locked Bag 20000, Geelong Victoria 32220 
Email ata.satyen@deakin.edu.au   Website www.deakin.edu.au  

 
This service provides professional counselling for a range of personal, family and work-
related issues as well as mental health issues; psychological and personality assessment; 

mailto:alinau@amcservices.org.au
http://www.amcservices.org.au/
mailto:dm_rani@yahoo.com
mailto:ata.satyen@deakin.edu.au
http://www.deakin.edu.au/
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training in time and stress management, assertiveness, conflict resolution, effective 
communication, interpersonal skills and relationship skills and emotional management. 

Academic issues  

If you have any concern with your academic performance or other related issues that may 
place you at a risk of not achieving the requirements of the course, the first thing to do is to 
speak with your Trainers. You will be given advice and support so you will be able to maintain 
appropriate academic levels.   
 
Your academic progress is monitored and guidance and support provided where non 
satisfactory results are identified. The abovementioned Student Support Officers are 
available to take your queries and provide referral when required. 

Accommodation 

While NMC does not offer accommodation services or take any responsibility for 
accommodation arrangements, NMC is able to refer students to appropriate accommodation 
services.  
 

Referral Services Available Name & Location Contact Phone 

Student Accommodation 

Service 

Barry Long  

West Melbourne Properties 

121 Ireland St West 

Melbourne Vic 3003 

Mob: 0408 102 635  

Email: blong@bigpond.com  

Real Estate Agent 

Richard A.Simpson 

30 Errol Street  

North Melbourne Vic 3051 

(w) 9328 1213  

(f) 9329 9030  

(m) 0402 223 027  

Email: 

RAS@wbsimpson.com.au  

Hotel 
Quest on Williams 

70 William Street, Melbourne 
9605 2222 

Home stay Organisation Homestay Direct Pty Ltd 
www.homestaydirect.com.au  

0396703133 

Hostel 
King Street Backpackers, 197 

King Street, Melbourne 
1800 671 115 

mailto:blong@bigpond.com
mailto:RAS@wbsimpson.com.au
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Medical Issues 

The Administration Department and Student Support Officer at NMC will always have an up 
to date list of medical professionals accessible from the College location. If you have medical 
concerns, please inform the Student Support Officer who will assist you in finding an 
appropriate medical professional. 
 
Below are some list of medical services: 
 

Referral Services 
Available 

Name & Location Contact Phone 

 
Hospital (Emergency) 

 
St Vincent Hospital 
PO Box 2900, Fitzroy, VIC  
The Royal Melbourne Hospital  
The Royal Children’s Hospital 
Epworth 24 hour Emergency Department 
(Private) Cabrini Hospital Emergency 
Department (Private)  
Knox Private Hospital Emergency Department 
(Private) 

 
03-9288 2211 
 
03-9342 7000 
03-9345 5522 
03-9426 6303 
 
03-9508 1500 
 
03-9210 7400 

Doctor 
Mid town Medical clinic 
level 4,  234 – 250 Collins Street, Melbourne  

03-9650 4284 

Dentist Smile Solutions, 220 Collins Street, Melbourne 03-9650 4920 

Optometrist 
Spatial Vision, Level 2, 170 Queen Street, 
Melbourne 

03-9691 3000 

 
The emergency phone number for an ambulance in Australia is ‘000’. (This number should 
only be dialed in an emergency when the student requires ambulance, police, or fire 
attendance.) 
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Legal Services 

NMC provides some advice and guidance on a limited range of situations. Where the Student 
Support Officer feels it appropriate for you to gain professional legal advice they will refer you 
to an appropriate legal professional.  
 

Referral Services Available Name & Location Contact Phone 

Free legal advice 

Fitzroy Legal Service, 
124 Johnston Street, 
Fitzroy, VIC 

9419 3744 

Springvale Legal Service, 
5 Osborne Avenue, 
Springvale, VIC 

9562 3144 

International Student Legal 
Advice Clinic (ISLAC) 

Ms Sanmati Verma 
sanmati.verma@gmail.com or 
0410 923 041. 

Lawyer 
Advice Line Lawyers, 
350 William Street, 
Melbourne 

9321 9988 

 
For more information on the external counselling service and how to access this, please 
speak with of the Support Officers mentioned above. 
 
Legal Aid Commission 

It offers a free legal telephone advice service and can assist with applications for legal 
assistance. Victoria Legal Aid (VLA) helps people with their legal problems, including helping 
and protecting the rights of socially and economically disadvantaged Victorians. VLA can help 
students with in areas of criminal law, family law and some civil law matters.  

If ongoing help is required from a lawyer, VLA may be able to help fund the case, by giving 
grants of legal assistance to people who can’t afford a lawyer. A grant of legal assistance is 
money used to pay a Victoria Legal Aid (VLA) or private lawyer, who can: 

 provide legal advice  prepare legal documents  

 help reach a legal agreement   speak in court 

 
Please visit www.legalaid.vic.gov.au for more information or phone on (03) 9269 0120 or 
1800 677 402 (country callers).

mailto:sanmati.verma@gmail.com
http://www.legalaid.vic.gov.au/
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Induction/Orientation 

Our Induction/Orientation program is conducted prior to the commencement of the student’s 
course.  Its purpose is to inform new students about studying at NMC and about living, 
studying and working in Australia. This Student Information Handbook will be given to each 
student as part of the Induction/Orientation Program and used as the major source of 
information. The Induction/Orientation program will cover:  
 

 Introduction to NMC and its staff 

 Information about the course to be delivered 

 Training and Assessment procedures 

 Student Administration requirements 

 Student Support Services and Campus Resources 

 A tour of NMC and its facilities 

RELEVANT LEGISLATIONS 

In compliance with relevant legislations, NMC has developed and implemented policies and 
procedures that meet the requirements. It also ensures that all its staff are aware and actively 
updating their knowledge of relevant legislations and implement at all times while being 
employed at NMC. 
 
The relevant legislations that may affect you while doing training at NMC are as follows: 

 Anti-Discrimination  

 Equal Employment Opportunity 

 WHS/OHS 

 Environment 

 Intellectual Property 

 Privacy 

 Disability 

 Working with Children 

 Charter of Human Rights and Responsibilities 
 

For more Information, policies and procedures are available at NMC Administration Office. 
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ASSESSMENTS 

Your assessment will take place after the Trainer has 
completed the delivery of the unit of competency. 
 
Prior to an assessment being undertaken, you will be 
given an instruction on how to complete the 
assessments, the due date of submission and the 
requirements that you need to comply with. The 
assessments are designed to assess your 
understanding of the unit and demonstrate your skills 
and knowledge. You are expected to complete the 
assessments in plain and simple English. 
 
Some examples of assessments activities include 
role plays, observation, demonstration, projects, 
presentation, case studies, written test, third party 
reports, portfolio of evidence. 
 
The grading of the overall assessment of competency will be either COMPETENT (C ) or 
NOT YET COMPETENT   (NYC). In order to be assessed as COMPETENT for the unit, you 
must successfully complete all required assessment activities and submit on the due dates 
specified by your Trainer. 
  
The outcome of the assessment will be discussed to you by your Trainer/ Assessor.  If you 
are marked NYC, you will need to do further training and development to bring your skills in 
line with a competent assessment. Your Trainer/Assessor is the best person to help you. You 
can also contact the College if you require further assistance. 

Re-assessment (resit/resubmit) 

Students deemed as NYC in an assessment will be allowed to Resit (resubmit) or whenever 
applicable will be given a supplementary assessment. The first Resit or Supplementary 
assessment will be at no cost. Second Resit will be charged at the following rates. 
 

 $100 Theory 

 $200 Practical 

 $300 Resit Unit 
 
Fees may be waived subject to NMC’s discretion. 
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Students requiring a resit assessment must meet with the relevant course trainer to 
coordinate the resit requirements. Outcomes of the resit tasks and documentation will be 
stored in the student’s academic file. 

Assessment Dishonesty 

You are required to act honestly, ethically, and with integrity in your dealing with the College, 
its employees, members of the public and other students. NMC promotes honesty in learning 
and assessment and respect for the work of others. 
 
Assessment Honesty is the principle that students' work is genuine and original, completed 
only with the assistance allowed according to the rules, policies and guidelines of the College. 
In particular, the words, ideas, scholarship and intellectual property of others used in the work 
must be appropriately acknowledged. Note that "work" above includes not only written 
material, but in addition any oral, numerical, audio, visual or other material submitted for 
assessment. 
 
Assessment Dishonesty is unacceptable and will be treated seriously. Assessment 
Dishonesty includes plagiarism, cheating, recycling, collusion, the fabrication or deliberate 
misrepresentation of data, and failure to adhere to the rules regarding examinations in such 
a way as to gain unfair assessment advantage. 
 
It is your responsibility to ensure that: 

 You are familiar with the expectations for assessment honesty both in general, and in 
the specific context of particular disciplines or courses  

 work submitted for assessment is genuine and original  

 appropriate acknowledgement and citation is given to the work of others  

 you declare their understanding of and adherence to the principles of assessment 
honesty on appropriate pro-forms and cover sheets as required 

 you do not knowingly assist other students in assessment dishonest practice. 
 

During your Induction, Assessment Dishonesty will be discussed in detail; the policy and the 
procedure as well as the penalties that will be applied. You can also get a copy of the 
Assessment Policy and Procedure from the Administration Department or visit our website 
www.nmc.edu.au/policies.  
 

  

http://www.nmc.edu.au/policies
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ACADEMIC COURSE PROGRESS 

It is a visa requirement that as a student you must make satisfactory academic progress in 
your course. 
 
NMC has chosen to implement the Course Progress Policy & Procedure.  We do not report 
students based on their attendance in class, however there is a definite link between 
attendance and success in studies, therefore we encourage all our students to attend their 
classes in order to understand the requirements for assessments and to gain the trainer’s 
assistance to complete all assessment requirements.  
 
The study period for all qualifications conducted by NMC for International Students is equal 
to a term.  
 
To achieve satisfactory course progress, students must be deemed competent in 50% or 
more of the course requirements (Units of competency) attempted within each study period.  
“Unsatisfactory course progress” is defined as the student not achieving competence in 50% 
or more of the course requirements (Units of Competency) expected to be completed during 
the defined study period. 
 
A student who does not achieve 50% or more of the course requirements (Units of 
Competency) for two consecutive study period shall be considered in breach of this academic 
progress requirement.  
At NMC, students’ performance will be monitored each study period. At the end of each study 
period, students who do not achieve satisfactory performance levels (defined as a pass rate 
of 50%) will be sent a warning letter in accordance with our policy. An intervention strategy 
will be developed appropriately in accordance with student individual status. 
 
If a student’s performance does not reach satisfactory levels over the course of the next study 
period, NMC is required to report the student to DHA, which may result in the cancellation of 
their student visa.  
 
Students can access records of their course progress, and obtain a copy of the relevant NMC 
policy from our website www.nmc.edu.au/policies and upon request from Administration 
Department.  
 

  

http://www.nmc.edu.au/policies


INTERNATIONAL 
STUDENT HANDBOOK 

 
 

  

 

 
 
Form 063 International Student Handbook 
North Melbourne College Aus Pty Ltd T/As North Melbourne College  
ABN 85 136 626 956 | CRICOS: 03266E | RTO: 22316  

 
Page 37 of 55 
Version August 2020 

  

 

ATTENDANCE MONITORING 
 
Overseas student enrolled in NMC courses must maintain a minimum attendance rate of 80 
per cent for each study period in which they are enrolled. NMC maintains a policy of 
monitoring attendance of each student in one study period. Student MUST maintain their 80 
per cent attendance in their respected enrolled course. Under NMC attendance monitoring 
policy, student must attend 20 hours per week for their scheduled classes. 

A. Where a student does not meet the 80 per cent attendance threshold in two 
consecutive study period, NMC will notify the student in writing of its intention to report 
the student to the Department of Education through PRISMS. The written notice to 
intention to report will send to the student via email and mail. 

a. The student has 20 working days from the date of notification in which to 
register an appeal against the decision. 

b. During the period of appeal assessment, student must attend classes and 
maintained his/her enrolment as per requirements. 

B. North Melbourne College (NMC) may decide not to report a student for breaching 
the 80 per cent attendance rate if: 

a. There is documentary evidence demonstrating that “compassionate or 
compelling” circumstances apply; and 

b. The student is making satisfactory progress with the course after initial warning 
letter; 

c. The student is attending at least 70 per cent of the course contact hours for 
which he or she is enrolled. 

d. The student projected attendance at least 70 per cent after second warning 
letter. 

e. If a student is required to undertake further study after completing their original 
duration designated in the written agreement, a new offer of admission is 
issued, and the calculation of attendance will recommence. 

C. North Melbourne College (NMC) has created and adheres to this policy based on the 
following items: 

a. NMC will regularly monitor student attendance by taking signature on the class 
rolls, to ensure that compliant with the condition relating to attendance 

b. Student who have been absent for more than 5 consecutive days, without 
approval, will be contacted, NMC will send SMS notification, warning letter, will 
made a phone call and counselled.  
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c. Weekly calculations of student attendance to the enrolment period of each 
student and projected attendance to ensure student meeting the attendance 
requirement and identify “student at risk” if projection is less than 80 per cent. 

d. Student are identified “student at risk” and early intervention strategy initiated, 
in the form of a low attendance in first study period. First attendance warning 
send to student, at least two times prior to attendance falling to unsatisfactory 
levels at the end of the first study period. This happens when actual attendance 
falls below 80 per cent and projected attendance also below 85 per cent. 
Second warning letter issue when actual attendance in the second study period 
below threshold and projected attendance till the end of the term is also below 
80 per cent and projection also below 70 per cent. Notification to cancellation 
will be issued where student actual attendance below 80 per cent in two 
consecutive study period. 

Attendance in class includes minimum expectations in conduct for a student in a teaching 
and learning environment for total 20 hours per week. 

 

For full policy details please visit www.nmc.edu.au/policies.  

CREDIT TRANSFER 

NMC recognizes and acknowledges the qualifications and statements of attainment by 
another RTO based in Australia. 
 
If you have a qualification or statement issued by another RTO in Australia, you may be 
eligible to apply for credit transfer for units that match to the unit on your training program. 
These unit codes must identically match the units that you are applying for credit. Grant of 
Credit Transfer may result in the reduced course duration; however, the tuition fees for the 
course will remain the same. 
 
You have to apply for Credit Transfer prior to the commencement of your Course. The 
Application Form is available at the Administration Office or from NMC website.  
 
If you are not happy with the outcome of your application, you can access the Complaints 
and Appeals Policy. 
 
For full policy details please visit www.nmc.edu.au/policies.  

http://www.nmc.edu.au/policies
http://www.nmc.edu.au/policies
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RECOGNITION OF PRIOR LEARNING 
(RPL) 

RPL a process that formally recognises that students have acquired vocational skills from a 
variety of different sources other than formal training undertaken, and that these skills are 
valid, irrespective of how they were acquired, and that they may provide credit towards course 
completion.  
 
Applications for RPL are made as part of the enrolment process and must be made using the 
Application Form that will be provided upon request, available from NMC’s administration 
office or from our website.  Applications should contain relevant supporting material, i.e. 
Resumes, Certificates or Statements of Attainments. An Assessor will organise and 
appointment to see you and discuss your application.  

DEFERMENT, SUSPENSION OR 
CANCELLATION OF STUDIES 

Initiated by Student 

If you wish to defer your course, you are required to submit a written request by completing 
the Defer, Suspend and Cancel form. Once you have commenced your course and wishes 
to suspend or cancel, please inform your Trainer. At the same time, you are also required to 
complete the Defer, Suspend, Cancel form. This is available at NMC Administration 
Department. 
 
Deferment and Suspension of studies are considered by the College if this is due to grounds 
of compassionate and compelling circumstances (e.g. in cases of illness where a medical 
certificate states that the student is unable to attend classes, or bereavement, etc). 
 
You may choose to cancel your enrolment before completing your course, provided your fee 
payments are up to date. However, if you are cancelling your enrolment at NMC in order to 
move to another education provider before you have completed six months of study in your 
principal course, it is a DHA’s requirement that you must first be granted a Letter of Release. 
Requests for Letters of Release should be submitted to the Administration Department, and 
will be granted, as long as it is deemed to be in the your best interest (please see the section 
below, “Transferring to another Education Provider” for further details) and or you are not 
attempting to avoid being reported to DHA for breaching NMC’s requirements of their visa 
requirements. 
 
For full policy details please visit www.nmc.edu.au/policies.  

http://www.nmc.edu.au/policies
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Initiated by provider 

NMC has the right to suspend or cancel a student’s enrolment on the grounds of misbehavior. 
This misbehavior may include, but is not limited to, acts of discrimination and harassment, as 
well as acts of plagiarism and assessment dishonesty, and failure to adhere to NMC’s 
Academic Course Progress policy and non-payment of fees.  
 
In all cases, students are strongly advised to seek advice from the Department of Home 
Affairs (DHA) regarding the possible consequences for their visa.  
 
Copies of the relevant NMC policies are available on our website and upon request from 
Administration Department. 

TRANSFER BETWEEN PROVIDERS 

Transfer to another Education Provider 

If you wish to transfer to another education provider prior to  you completing six (6) months 
of your principal course of study, you must make a written request to the Administration 
Department explaining why you wish to transfer, together with a valid ‘Letter of Offer’ from 
the new provider authenticating the proposed transfer. You will be advised of the importance 
of contacting DHA for advice on the transfer’s impact on their visa arrangements. 
 
A ‘Release Letter’ will be issued as long as it is deemed to be in your best interest, which can 
include academic or personal grounds. It will also be issued in circumstances where NMC 
has cancelled/ceased to offer a particular program. Grounds for refusing a transfer request 
include circumstances where the transfer may jeopardise your future study plans (e.g. 
progression through a package of courses), or if you are trying to avoid being reported to 
DHA for failure to meet NMC’s academic progress or other conditions of enrolment. 

Transfer from another Education Provider 

The policy of NMC is to ensure that it does not actively enrol any transferring international 
student prior to the 6 months of their principal course being completed unless that student 
has a valid Letter of Release.  
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REFUND 

You may be entitled for a refund when you withdraw or when NMC cancels your enrolment 
in accordance with the Refund Policy and Procedure. 
 
In such case, you are to formally apply for a refund by completing a refund application form 
which is available at the College reception or you can download from our website 
www.nmc.edu.au/policies. 
 
Refund policy is also provided to the student before enrolment in the student prospectus, 
handbook and in the student Agreement. For details on the Refund Policy and Procedure, 
this will be discussed during Student Induction or request a copy from the College Reception. 
The same policy is also available from our website www.nmc.edu.au/policies .   
 
 

CRITICAL INCIDENTS 

A critical incident is defined as ‘a traumatic event, or the threat of such (within or outside 
Australia) which causes extreme stress, fear or injury. Refer to our Critical Incident Policy 
available on our website. 
 
Any student that experiences a critical incident should immediately inform their trainer, a 
student support officer or another staff member.   
 
Such Critical Incidents are not limited to but may include: 
 

 Mishandling of tools or equipment at the Workshop that results to serious physical 
injury 

 Missing students 

 Severe verbal or psychological aggression 

 Death, serious injury or any threat of these 

 Natural disaster 

 Issues such as domestic violence, sexual assault, drug or alcohol abuse 

http://www.nmc.edu.au/policies
http://www.nmc.edu.au/policies
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Harassment and Discrimination 

We are required under Australian law to ensure that we provide a workplace and student 
environment that is free from all forms of harassment and discrimination (including 
Victimisation and bullying) so that that staff and students feel valued, respected, treated fairly 
and safe at all times. Behaviour such as bullying, sexual harassment and racism will not be 
tolerated. 
 
Students and staff should be aware of the following definitions: 
 

 Discrimination - is treating someone unfairly or unequally simply because they 
belong to a group or category of people. Equal opportunity laws prohibit 
discrimination on the grounds of sex, marital status, pregnancy, family responsibility, 
family status, race, religious beliefs, political conviction, gender history, disability, age 
or sexual orientation. Victimisation (see below) is also treated as another ground of 
discrimination. 

 

 Racial vilification - occurs when a person is threatened, abused, insulted or taunted 
in relation to their race, descent or nationality, colour, language or ethnic origin, or a 
racial characteristic. It may include derogatory remarks, innuendo and slur, 
intolerance, mimicry or mockery, displays of material prejudicial to a particular race, 
racial jokes, or singling out for unfair treatment. 

 

 Sexual harassment - is any verbal or physical sexual conduct that is unwelcome 
and uninvited. It may include kissing, embracing, patting, pinching, touching, leering 
or gestures, questions about a person’s private or sexual life, requests for sexual 
favors, smutty jokes, phone calls, emails, facsimiles or messages, offensive noises 
or displays of sexually graphic or suggestive material. 

 

 Bullying - is unwelcome and offensive behavior that intimidates, humiliates and/or 
undermines a person or group. Bullying involves a persistent pattern of behavior over 
a period of time and may include verbal abuse, physical assault, unjustified criticism, 
sarcasm, insult, spreading false or malicious rumors about someone, isolating or 
ignoring a person, and sabotaging someone's work by not providing them with vital 
information and resources. 

 

 Victimisation - includes any unfavorable treatment of a person as a result of their 
involvement in an equal opportunity complaint. Unfavorable treatment could include 
adverse changes to the work environment, or denial of access to resources. 

 
Specific principles 

 In the first instance, it is recommended that any person who feels that he/she is 
being harassed or discriminated against should advise the other party that the 
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conduct is inappropriate, offensive and must cease.  The person may be unaware 
that his/her behavior is upsetting and discussing the situation amicably may clear up 
any misunderstanding.   

 If the behavior does not change, the aggrieved person has the right and is 
encouraged to make a formal complaint, which will be treated seriously, impartially 
and sensitively.  The complaint should be brought to the attention of Administration 
Manager, who will either personally handle the matter, or refer it to a more 
appropriate authority to action. 

 In dealing with all complaints, the rights of all individuals will be respected and 
confidentiality maintained. 

 Complaints will be resolved by a process of discussion, cooperation and conciliation.  

 Both the complainant and the respondent will receive information, support and 
assistance in resolving the issue. 

 If a complaint is substantiated against any individual person, action will be taken to 
stop the harassment or remedy the discrimination, and the respondent may be 
disciplined up to and including termination.   

 Victimisation is unacceptable and will not be tolerated. No person making a 
complaint, or assisting in the investigation of a complaint should be victimised. 

 Harassment or discrimination should not be confused with legitimate comment and 
advice (including feedback) given appropriately by students, management or 
teachers. 

 Staff and students should not make frivolous or malicious complaints. All staff and 
students are expected to participate in the complaint resolution process in good faith. 

 If at any stage, a student feels dissatisfied with how their complaint has been 
handled they have the right to take it to an independent panel.  

 
Relevant legislation includes the Racial & Religious Tolerance Act 2001 and the Equal 
Opportunity Act 1995, and can be found at www.legislation.vic.gov.au or www.vic.gov.au.  

http://www.legislation.vic.gov.au/
http://www.vic.gov.au/
http://www.vic.gov.au/
http://www.otte.vic.gov.au/
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COMPLETION 

Students who successfully completed a unit of Competency 
or the entire qualification are required to submit a Request 
Form for the issuance of Statement of Attainment (SOA) or 
Certificate.  
 
You have to ensure that you have signed all paper works e.g. 
assessment cover sheets, unit summary sheets, completion form to facilitate the release of 
your SOA or Certificate.  
 
SOA will be issued to you when you withdraw or cancel your 
enrolment in a Qualification, or if you enroll and undertake in 
a single Unit of Competency. Certificate will be issued when 
you successfully complete all units required from the Course. 
 
NMC reserves the right to withhold any certification of 
qualifications achieved by the student, if unpaid student fees 
remain outstanding.  

FEEDBACK 

NMC endeavors to continuously improve its products and services. This is gained through a 
variety of methods, one of which is, gaining feedback from different stakeholders. 
As a student/participant, you are required to provide the following feedbacks: 

 Student Induction feedback  

 Student feedback on products and services 

 Unit Completion Feedback 

 Student course completion feedback  

 Employer Feedback 
 

NMC may also obtain additional Feedback from your Employer. 
 
Moreover, for students who are under a Funding Contract, you may be contacted and 
requested to participate in a National Centre for Vocational Education Research survey or a 
Department-endorsed project or audit or review. 
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PRIVACY 

Information is collected on forms and during your enrolment in order to meet our obligations 
under the ESOS Act and the National Code 2018; to ensure student compliance with the 
conditions of their visas and their obligations under Australian immigration laws generally. 
The authority to collect this information is contained in the Education Services for Overseas 
Students Act 2000, the Education Services for Overseas Students Regulations 2019 and the 
National Code 2018. 
 
Information collected about you on forms and during your enrolment can be provided, in 
certain circumstances, to the Australian Government and designated authorities and, if 
relevant, the Tuition Protection Services and the TPS Director. In other instances, information 
collected on forms or during your enrolment can be disclosed without your consent where 
authorised or required by law. 

ACCESS TO RECORDS 

NMC will comply with all requirements relating to record keeping, including the record keeping 
requirements of Public Records Act 1973 (Vic), Information Privacy Act 2000, Privacy Act 
1988, Electronic Transactions (Victoria) Act 2006 as well as those Legislations as specified 
in the NVR Standards and ESOS Act. Information about students is confidential.  
  
Information is not disclosed to any third party unless this is a requirement under law which 
prescribes the right of access by any approved Government officer. Students are made aware 
that NMC will not allow access to their personal information without their written consent.  
Access by students to their personal records is available upon request in person provided 
that proof of identity is shown. A paper copy of the record will be provided to the student 
within 5 working days from request except when the request is for completion documents 
which may require up to 20 working days. 



INTERNATIONAL 
STUDENT HANDBOOK 

 
 

  

 

 
 
Form 063 International Student Handbook 
North Melbourne College Aus Pty Ltd T/As North Melbourne College  
ABN 85 136 626 956 | CRICOS: 03266E | RTO: 22316  

 
Page 46 of 55 
Version August 2020 

  

 

CHANGE OF ADDRESS/CONTACT 
DETAILS 

It is a requirement for all holders of a student visa to maintain up-to-date records with NMC 
of their personal contact details, including their residential addresses, telephone numbers, 
and personal email addresses.  You can complete a Change of Details form at Reception or 
download from NMC website www.nmc.edu.au. 
 
In the event of a change in personal contact details we 
request that we be notified of changes within seven days 
of their occurrence, to ensure you will receive important 
information about your course, fees and any issues that 
may impact on your student visa.   

COMPLAINTS AND 
APPEALS 

Despite all efforts to provide satisfactory services to its students and its stakeholders, 
concerns or complaints may occasionally arise that require formal resolution.  If you do have 
concerns or complaints about the services provided by or the decisions granted, you are 
encouraged to access the “Complaints and Appeals” Policy and Procedure.  
 

 a process is in place for lodging a formal complaint or appeal if the matter cannot be 
resolved informally, which requires a written record of the complaint or appeal to be 
kept;  

 each complainant or appellant has an opportunity to formally present his or her case 
at no cost to him or herself;  

 each party may be accompanied and assisted by a support person at any relevant 
meetings;  

 the complainant or appellant is given a written statement of the outcome, including 
details of the reasons for the outcome which are detailed in the complaints and 
appeals form available at the reception or from NMC website.  

 the process commences within 10 working days of the formal lodgment of the 
complaint or appeal and supporting information and all reasonable measures are 
taken to finalise the process as soon as practicable.  
 

http://www.nmc.edu.au/
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Where possible all non-formal attempts shall be made to resolve the complaint/Appeal. This 
may include advice, discussions, and general mediation in relation to the issue. Any staff can 
be involved in this informal process to resolve issues but once you have placed a formal 
complaint / appeal the Complaints and Appeals Policy and Procedure must be followed.  
 
All complaints and appeals are treated with strict confidentiality.  Your enrolment is 
maintained whilst you are accessing NMC’s Complaints & Appeals process.  
 
If you are not happy with the decision, you can file an appeal. The same process will be 
followed. In cases where you are not satisfied with the outcome of the internal appeal you 
can refer the matter with Overseas Student Ombudsman Phone-1300 362 072, Email-
overseas.students@ombudsman.gov.au, Website- https://www.ombudsman.gov.au/ 
 
The decision of this independent mediator is final and any further action the student wishes 
to take is outside NMC policies and procedures. The student shall be advised to report their 
concerns to the government agencies such as the Australian Skills Quality Authority (ASQA), 
Department of Education, DHA, or the National Training Complaints Hotline (tel. 13 38 73). 
This information can be obtained from the Administration Department. 
 
The Complaints and Appeals Policy and Procedure is available at NMC Administration Office 
or through the website www.nmc.edu.au/policies.  

  

mailto:Email-overseas.students@ombudsman.gov.au
mailto:Email-overseas.students@ombudsman.gov.au
https://www.ombudsman.gov.au/
http://www.nmc.edu.au/policies
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STUDYING IN MELBOURNE 

About Australia 

Australia is a natural wonderland of beautiful beaches, crystal blue waters, amazing ancient 
rock formations and pristine rain forests. It is an island continent and the word’s sixth largest 
country. It lies between the Indian and Pacific oceans. Australia has the lowest population 
density per square kilometer.  
 
Australia is made up of six states and two territories, as follows: 
  
Six States     Two Territories 
New South Wales    Australian Capital Territory 
Queensland     Northern Territory 
South Australia 
Tasmania 
Victoria 
Western Australia 

 
Canberra is the capital city of 
Australia.   
 
As of 2020, the population of Australia 
is posted at 25M according to 
Australian Bureau of Statistics. More 
than half of the country’s population is 
living in two (2) states - New South 
Wales and Victoria. Australia follows a 
federal system of government under 
which powers are distributed between 
the federal government and the 
states. 
 
The country is multi-cultural and this is 
reflected in food, lifestyle and cultural 

practices. The important heritage of Australia is from its indigenous people. The diversity of 
influences creates a cultural environment in Australia that is lively, energized, innovative and 
outward looking. 
 
Australia experiences temperate weather for most of the year. The northern states of 
Australia are typically warm most of the time while the southern states experiences cool 
winters. 
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About Melbourne 

Melbourne is the capital city of Victoria with a population of over 4.8 million which accounts 
for 19.05% of national population in 2020. It ranks second most populated state in Australia 
after Sydney. Although the official language spoken is English, there are more than 100 
languages spoken by the residents. The inhabitants of Melbourne are called Melburnians. 

 

What is so great about Melbourne? 

 Melbourne has been ranked as the “world’s most livable city” in the Economist 
Intelligence Unit for seven years in running since 2011 

 Melbourne has been ranked the third most student-friendly city in the world in the QS 
Best Student City Rankings in 2013 

 Melbourne has been recognised as a UNESCO City of Literature — we have more 
bookshops per head of population than anywhere else in Australia and more people 
borrow more books from libraries in Melbourne than anywhere else in Australia! 

 
Melbourne is a truly multicultural city. Everything in Melbourne is within reach. Below are 
important information that can help you easily adapt as a local.  
 
Multicultural Environment 

The City of Melbourne is a diverse 
community with different groups of 
people residing, studying and working 
in its suburbs. Our population springs 
from a wide variety of countries of 
origin, including Greece, Italy, China, 
Vietnam, New Zealand, Korea, 
Somalia, India, the United Kingdom, 
and many more. International students 
are also a significant part of our 
multicultural population. 
 
Multicultural Hub 

The City of Melbourne’s Multicultural 
Hub is a friendly place, where people from Melbourne’s many different cultures can get 
together to work, share and learn in a safe and supportive environment. The Multicultural Hub 
is owned by the City of Melbourne and is managed by the Adult Multicultural Education 
Services (AMES), Victoria’s largest local provider of multicultural support services. 
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Social Norms 

Melbourne has a cultural and religious diversity. It is against the law to discriminate against 
someone on the basis of attributes such as age, gender, race, religious beliefs or activities, 
disability, lawful sexual activity/sexual orientation, parental or career status, pregnancy or 
marital status etc. 
 
Some examples of social norms in Australia include: 

 

 Be on time for classes and other appointments. Sometimes, there can be different 
expectations about the arrival time for social events. If you are unsure, it is wise to 
check with the host in advance. 

 It may often be impolite to ask about personal details such as income, marital status, 
race, sexuality or religion. 

 There are laws in Australia which prohibit smoking inside or near public buildings, 
including cafés, restaurants, bars and toilets as well as train stations and bus 
shelters. 

 

Weather  

Melbourne enjoys a temperate 
climate; Melbourne has four distinct 
seasons. Cool in spring (September 
to November), warm to hot in 
summer (December to February), 
mild in autumn (March to May) and 
the winters (June to August) are 
cold and damp. Melbourne is known 
for its changeable weather 
condition. It is often described as 
"four seasons in one day". 
 

Getting around Melbourne 

Traveling in Melbourne and around Australia is convenient. Public transport and facilities 
including buses, trams, trains, planes, domestic and international airports, coach and train 
stations as well as bus and tram stops are available for public use.  
 
Melbourne’s public transport system consists of bus, tram and train and is divided into two 
travel zones. Zone 1 includes the city centre and Zone 2 includes the middle to outer suburbs 
of Melbourne. Regional areas are serviced by V/Line trains. 
 
The system uses an automated ticketing system called Mykicard and can be purchased at 
train stations, machines in trams, major tram stops and retail outlets displaying the Mykicard 
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flag. There are no conductors; however, you must ensure you have a validated ticket as 
inspectors (Authorized Officers) conduct random inspections. Fines start from $160. Please 
note international students are ineligible for concession fares. 
 
You can also catch a taxi on the street or book prior by telephone. There are also taxi ranks 
in most busy locations, especially near railway stations, hotels, and the airport. At the ranks, 
taxis wait in a queue for passengers. Taxis are more expensive after 9pm and at weekends. 
 
The city is well laid out with an extensive network of public transport including trams, buses 
and trains which can be accessed with one ticket. For further information on public transport 
in Melbourne go to Public Transport Victoria’s website on www.ptv.vic.gov.au  
 
Communication 

Australians or Aussies as the local say it, are generally informal in their speech and you may 
find they address people by their given names. Australians generally speak quickly, and some 
use slang words and phrases like “I reckon” which means “I think”. Australians, in general, 
are modest about their achievements. Non-verbal behaviour is very important too, for 
example making eye contact when speaking with others is considered respectful. 
 
Personal safety 

Melbourne is relatively safe place, but we still highly recommend using common-sense as 
personal safety practices. Think Before is a student safety initiative that aims to make 
students more aware of safety when travelling at night.  
 
There are many other online resources, including Safety Victoria and Victoria Police. There 
are also Protective Services Officers (PSO) to proactively patrol the train platform, car parks 
and surrounds, dealing with anti-social behavior, property damage, alcohol and transport 
related offenses as they arise. 
 
Banks 

In Melbourne, payment for utilities, rents, groceries can be conveniently done through online 
transactions. There are a lot of banking organisations where you can open accounts. To 
name a few, National Australia Bank, Westpac, ANZ, Commonwealth Bank of Australia.  
 
Payment for course fees at NMEC can also be done by online transaction. 

Living Costs in Melbourne 

Melbourne is a reasonably priced city, providing good quality affordable living. Students will 
need a minimum of AUD$21,000 per year (excluding tuition fees) to cover living expenses. 
This will cover accommodation, food, telephone calls, health care, transport, books, clothing 
and entertainment. The exact amount will vary according to each student’s lifestyle. 
 

http://www.ptv.vic.gov.au/
http://thinkbefore.com.au/
http://www.safety.vic.gov.au/
http://www.police.vic.gov.au/content.asp?Document_ID=9539
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Fruit, vegetables and meat are available fresh and at reasonable prices. Clothing and 
personal effects are usually good quality and available at a wide variety of prices.  

EMPLOYMENT  

You are not allowed to work until you have started your course. You can work up to 40 hours 
a fortnight while your course is in session (excluding any work undertaken as a registered 
component of your course of study or training) and you can work unlimited hours during 
scheduled course breaks. However, you should be aware that work may not be readily 
available, and they should not depend on this form of income for support.  
 
For further information, call the Department of Home Affairs enquiry line on 131 881, or go to 
https://immi.homeaffairs.gov.au/help-support/contact-us/telephone.  
 
Students wishing to undertake paid employment will need to apply for a Tax File Number 
(TFN), which is a number used by the Australian Tax Office to identify people when they pay 
tax. A TFN can be obtained by going to the local post office and asking for an application 
form, or by visiting www.ato.gov.au, clicking on “For individuals” and following the links. A 
TFN should be kept in a safe place and not disclosed to anyone other than an employer or 
bank. 

Employment Rights 

There are a number of external agencies that can assist with employment related issues:  
Work safe Victoria & Occupational Health: Work safe Victoria is the manager of Victoria’s 
workplace safety system and provides information on work cover and workplace occupational 
health & safety issues. For more information, please visit the website:  
https://www.worksafe.vic.gov.au/occupational-health-and-safety-act-and-regulations. 

Equal Opportunity Commission  

Receives complaints from people who feel they have been treated unfairly, have been 
discriminated against or is experiencing sexual harassment. For more information, please 
visit: https://www.humanrightscommission.vic.gov.au/ or phone 1300 292153. 

Australian Taxation Office  

Provides information on taxation and superannuation issues. For more details, please visit: 
https://www.ato.gov.au/ or phone 132 861 for an appointment. 

https://immi.homeaffairs.gov.au/help-support/contact-us/telephone
http://www.ato.gov.au/
http://www.ato.gov.au/
https://www.worksafe.vic.gov.au/occupational-health-and-safety-act-and-regulations
https://www.humanrightscommission.vic.gov.au/
https://www.ato.gov.au/
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Job Watch  

Investigates exploitation in employment and training and handles complaints and inquiries 
from the general public regarding annual leave, notice pay, sick leave, redundancy pay and 
related issues. For further detail information, please visit: http://jobwatch.org.au/ or phone  03 
9662 1933 or 1800 331 617.  

Fair Work Australia  

FWA functions broadly to facilitate agreement making between employers and employees 
about wages and conditions, and to ensure that a safety net of fair minimum wages and 
conditions is established and maintained. For more information, please   
http://www.fairwork.gov.au/Pages/default.aspx 

GENERAL GUIDELINES 

You are advised to wear neat and comfortable clothing while attending the training. If there 
is a dress code / uniform required by your Trainer / Facilitator due to WHS/OHS, you are 
expected to follow it. Take care of your personal hygiene as you will be working in close 
proximity with others. 
 
Smoking, drinking alcoholic beverages is not permitted inside the Training Venue. Smoking 
that blocks the entrance to the Building is prohibited. 
 
If you have a health condition, you are advised to inform your Trainer. If you are involved in 
an accident that results to damage to property or personal injury, you are required to 
immediately notify your Trainer/Facilitator. 
 
Although our Training Facility is reasonably secure, you are still responsible for your 
belongings e.g. bags, phones, ipads and other valuables. Please ensure that it is attended at 
all times. NMC accepts no responsibility for any damage or loss. 
 
If you hear an alarm, you need to follow the emergency policy and procedure. More 
information on this is discussed during the Induction. 

http://jobwatch.org.au/
http://www.fairwork.gov.au/Pages/default.aspx
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NORTH MELBOURNE COLLEGE (NMC) 
QUALITY STANDARDS 

North Melbourne College (NMC) is a Registered Training Organisation (RTO) and meets all 
regulatory and quality assurance standards required by Australian, State and Territory 
Governments in Australia.   
 
As an RTO, NMC is subject to the quality standards developed as part of the NVR standards.  
These standards ensure the quality of education and training services to all students involved 
in vocational education and training in Australia.   
 
As a training organization registered on the Commonwealth Register of Courses and 
Institutions for Overseas Students (CRICOS) NMC is also subject to the requirements of the 
Education Services for Overseas Students (ESOS) Act 2000 and the National Code of 
Practice for Registration Authorities and Providers of Education and Training to Overseas 
Students (2018).  These laws and regulations are in place to provide additional protection to 
overseas students studying in Australia and to ensure the quality of educational services 
within Victorian education institutes.  
 
In addition to complying with these educational standards, NMC is committed to the quality 
assurance and continuous improvement of operations and procedures as they relate to 
legislation applying generally to all organizations operating within the legal and regulatory 
framework of Australia and Victoria.  This includes legislation and regulations applying to 
equal opportunity, discrimination, racial vilification, sexual harassment, occupational health 
and safety and privacy as well as company/corporate law. 

 
In order to facilitate this process of quality assurance and continuous improvements, review 
and evaluation processes (including feedback questionnaires) will occur at scheduled 
intervals over the duration of the training program.  Students are encouraged to provide 
feedback to assist us to further improve the services that NMC provides. 
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CONTACT US 

NORTH MELBOURNE COLLEGE 
Level 1, 13 Elizabeth Street 

North Richmond 3121 
Victoria, Australia 

Tel +61 3 9329 8860 
Email: admissions@nmc.edu.au 

Website: www.nmc.edu.au 
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