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MISSION STATEMENT
Australian National Institute of Management and Commerce (IMC)
and Top Education Institute (TOP) are committed to providing its
students with the very best possible quality higher education in the
fields of business and law that lead to immediate and fulfilling careers
in the public and private, domestic and international sectors.
The institute’s motto of “Capability, Integrity, Responsibility and A Winning
Alliance” highlights the spirit of the institute’s approach and character.
We equip our students with comprehensive knowledge and skills
on which they can base systematically advanced training in specific
disciplines, are encouraged to develop intellectual thought and curiosity, and be prepared for work-ready roles.
We cultivates in its students a sense of social responsibility and service to the global community that builds
on the best of our heritage while improving our present and future lives by utilising the best of the new.
Situated in the Australia Technology Park (Australia’s Silicon Valley) we have a special focus on embedding
values that promote innovation and commitment to find and make a better way.
Australia’s tertiary education regulator TEQSA (Tertiary Education Quality and Standards Agency) has granted
The institute partial self-accreditation authority (“SAA”) in the broad field of education Management and
Commerce, which covers the Australian Qualification Framework from Level 5 (Diploma) to Level 9 (Masters
degrees) courses offered at the institute. The institute is just one of twelve Australian private providers to be
awarded this status.
By participating in professional work experience during their studies, our students learn to apply their
academic training as well as develop teamwork and leadership capabilities. Our curriculum, integrated
classroom learning systems, interaction with practicing industry specialists and leaders, and work placement
opportunities help students develop an international perspective with a particular and emphasis on the AsiaPacific region that is now so increasingly important.
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INTRODUCTION
Top Education Group Ltd ACN 098 139 176 trading as Australian National Institute
of Management and Commerce (IMC) and Top Education Institute (TOP)
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WHO WE ARE
Message from the Dean of the
Australian National Institute of Management and Commerce

Professor
Greg Elliott
Dean, Australian
National Institute
of Management
and Commerce
(IMC)

“It’s my great pleasure to welcome you to Australian National Institute of
Management and Commerce (IMC). As you look forward to your time at the
institute, so we look forward to 2019 with great confidence after a very successful
2018. I am sure you have chosen the right place to study for your undergraduate
or postgraduate degree in accounting, applied finance, business, management or
marketing. In recent years the institute has regularly expanded its range of degree
courses, including our Master of Business Administration in 2018, and we have
further plans to expand in the business field.
2018 has proven to be a very exciting year for the institute with a several “landmark” achievements. A major endorsement of the institute was the decision of the
Tertiary Education Quality and Standards Agency (TEQSA) to grant Self Accrediting
Authority to the Institute in the field of Management and Commerce at AQF Levels
5-9. This is a very rare and important recognition by the Australian Government
which allows the institute to design, develop and implement business courses up
to Masters’ degree level without requiring TEQSA’s approval. While all Australian
universities have self-accrediting status, such Self Accrediting Authority is extremely
rare among private higher education providers and is a public mark of recognition
by the Australian Government’s regulator.
A further major achievement of the institute’s parent company in 2018 has
been the successful public listing of Top Education on the Hong Kong Stock
Exchange. The listing can be seen as a major step in the institute’s development
and commitment to the Australian higher education sector and also as a vote of
confidence by investors in the institute’s academic mission and its commercial
success. The listing acts to cement the institute’s financial position and will help to
underwrite the institute’s financial and business success as it develops further.
Further endorsement of the Business School’s programs comes from the
accounting profession in the continuing full accreditation of the Business School’s
accounting programs with CPA Australia and Chartered Accountants Australia
and New Zealand. In addition, the Business School is currently registered by
CPA Australia as a CPA Program tuition provider in the conduct of our Master of
Accounting Practice degree program.
Things are also changing on the institute’s campus in the South Eveleigh as
the precinct is being expanded and enhanced with major improvements and
renovations by the South Eveleigh owner, along with the construction of new
buildings. The site upgrade will allow the institute to expand and provide future
students with enhanced campus facilities and high-tech learning spaces while
students will be able to access an extended range of recreational and personal
services within the South Eveleigh precinct.
So there is much to look forward to, and 2019 will see a continuation of the
Business School’s expansion, building on the strength of its reputation among the
government and business community and its growing alumni. We will continue to
grow and improve our programs and we will also welcome new staff and, as always,
new students. Together, we are partners in your educational journey and your
ultimate success. Of course, all successful partnerships are built on working hard
together. We assure you of our commitment to your success and we wish you a
most enjoyable and productive time at the Sydney City School of Business.”
Professor Greg Elliott
Dean of Australian National Institute of Management and Commerce (IMC)
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WHO WE ARE

Greg Elliott was Professor of Business (Marketing) and Head of Department and Associate Dean (International)
at Macquarie University, a position he held from 2005. Prior to this, he was a Professor of Management in the
Macquarie Graduate School of Management.
Greg has extensive experience in teaching marketing in Australia and overseas, and in course program
management in South-East Asia and as an academic advisor to a number of higher education providers. Before
joining Macquarie University, he held academic appointments at the University of Technology, Sydney, the
University of Western Australia and the University of Melbourne; and visiting appointments at Trinity College and
University College, both in Dublin, Ireland.
Greg has published extensively in the academic marketing literature and his current research interests are in
the fields of services marketing, financial services and international marketing. Prior to his academic career,
Greg spent over a decade in the marketing research and marketing planning area of the banking industry. At the
end of 2015, Greg formally “retired” after 25 years at Macquarie University and is now Honorary Professor, but
he continues to teach, supervise and conduct academic and commercial research, consult and advise.
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CONTACT DETAILS
STAFF OFFICES
Administration Office:
G01 Biomedical Building, No. 1
Central Avenue, Eveleigh, NSW
2015
Academic Office:
16101, 2 Locomotive Street,
Eveleigh, NSW 2015
Student Service Ofiice:
16101, 2 Locomotive Street,
Australian Technology Park
Eveleigh, NSW 2015
Moot Court:
Suite G11, 1 Central Avenue,
Eveleigh, NSW 2015
Phone: +61 2 9209 4888
Email: info@top.edu.au
Fax: +61 2 8088 6784
Office business hours:
Monday to Friday 09:00 to 17:00

KEY CONTACT DETAILS
General enquiries
Email: info@top.edu.au
Admission enquiries
Email: admission@top.edu.au
Academic enquiries for business
Email: as@top.edu.au
Law school enquiries
Email: aslaw@top.edu.au
Academic transcript enquiries
Email: myrecords@top.edu.au
Finance enquiries
Email: fees@top.edu.au
Library services enquiries
Email: library@top.edu.au
Learning support enquiries
Email: learning@top.edu.au

Website: www.top.edu.au
Student services enquiries
Email: studentservices@top.edu.au
IT support
Email: itsupport@top.edu.au

Individual faculty members are
to be contacted via their email
address, provided in unit outlines to
enrolled students.
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CONTACT DETAILS

TRANSPORT AND PARKING
By Rail
From Redfern Station
Exit via Platform 10 at Redfern Station. Walk past the
Water Tower apartment block and follow the walkway
through to the South Eveleigh. Pedestrian access to the
Locomotive Workshops are through Bays 1, 4 and 8.
By Bus
There are frequent bus services to the South Eveleigh from
the city and Sydney’s domestic and international airports.
The bus stop closest to the South Eveleigh is on the corner
of Boundary and Regent Street. For bus timetables call the
Transport Infoline on 131 500 or visit www.transportnsw.info

By Car
The entrance to the South Eveleigh car park is from
Henderson Road, Eveleigh. As construction work is ongoing at
South Eveleigh, parking is location at 8 Central Avenue. You
can use the DIVVY app to book an available parking spot.
By Motorbike
There is no parking in front of Bay 16, or on Locomotive
Street. If you want to park your motorbike, there is parking
available at the side of the Channel 7 Building.
Transport concessions
Domestic students can apply for an Opal card in the
Student Services Office. For international students please
refer to Part 12 of the handbook

Social Media
Our community is united by a passion for learning and
innovation. To keep up with the latest events and news, you’ll
always find something interesting to read on our social media:
Facebook (Australian National Institute of Management and
Commerce and TOP Library), Google+(Top Education), Twitter
(@au_imc), LinkedIn (Top Education Group) and Blog (www.
top.edu.au/blog).
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YOUR RIGHTS AND
RESPONSIBILITIES
In this section we will advise you about your rights and
responsibilities as student.
STUDENT RIGHTS

STUDENT RESPONSIBILITY

The institute has a reputation of providing a safe,
progressive and friendly place to study. The institute
aims to provide a supportive and collaborative
teaching and learning environment to every student,
to benefit individuals and the community. You
have the right to expect that your education at the
institute will be at a consistently high academic
standard. You have the right to equal access to
resources and accurate and transparent information
from the Institute itself.

ENROLMENT OBLIGATIONS

The institute provide students with multiple
channels to express their voice and their feedback.
We encourage students to be active in the institute
community, through participating in student body
activities and professional development programs.
For more information on Student Bodies and
Professional Development Programs please refer to
Part 9 of the handbook.
We welcome student feedback at the institute.
Students have the right to report any issues or
grievances regarding both academic and nonacademic matters. If you have any problems,
complaints or grievances, you may report it to
the institute’s Student Rights and Protection Unit
under the Student Experience Committee. For more
information on Feedback, Complaints and Appeals
please refer to Part 14.
The institute appreciates that privacy is very
important to students. When you enrol at the
institute, any personal information provided, such
as address and contact details, is covered by the
Privacy Act and the National Privacy Principles. The
institute recognise your right to expect that your
personal information will be kept confidential and
held securely and privately. For more information
about Privacy and Personal Information please refer
to Part 15.
The institute prides itself on being a fair, tolerant,
welcoming environment for every student. Any acts of
discrimination or harassment of any manner will not be
tolerated. For more information about Anti-discrimination
and harassment, please refer to the Student Policies
and Procedures page at www.top.edu.au.

Students are responsible for abiding with the
conditions required under their enrolment. This
may include:
1. Keeping their enrolment and contact
information updated in the institute database;
2. Regularly checking their student email account
and Moodle notifications;
3. Planning their enrolment according to the rules
of the course, within the required study period.
It is expected that students will have consulted
and obtained the relevant advice from the
Admissions team on recognising credit for any
prior learning;
4. Paying their fees in accordance with the
deadlines given by the Institute; and
5. International students to abide by their VISA
conditions in relation to enrolment in a course.

CODE OF CONDUCT FOR STUDENTS
The institute is committed to providing a safe,
harmonious and tolerant environment in which
students are enabled to achieve their full academic
potential. There is an expectation that students share
the responsibility with the institute and its staff of
ensuring the maintenance of this environment by
behaving in a mature and responsible manner and
showing respect for all other students, teachers,
associates of the institute and and all businesses
within the South Eveleigh.
It is expected that student conduct will be
consistent with the values of the institute and
contribute to their own and others’ experience at
the institute.
Outlined below are some of the responsibilities that
we expect our students to embody while studying
here at the Institute. You can access the full Code
of Conduct for Students via https://www.top.edu.
au/about-us/policy-register
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YOUR RIGHTS AND RESPONSIBILITIES

RESPONSIBLE BEHAVIOUR
You are expected to behave responsibly and promote
the values of the institute at all times. You should
respect all rules and regulations stipulated by South
Eveleigh as well as the Institute. It is expected that
you will follow the policies and procedures of the
institute and attend to your duties as a student i.e.
maintaining your academic performance as well as
engaging with the wider community.
ACADEMIC MISCONDUCT
Students are to conduct themselves responsibly
during examinations and assessments. The institute
will not tolerate any acts of plagiarism, cheating,
academic dishonesty and/or fraudulent behavior during
exams and assessments. Such behavior will result in
disciplinary action and may also lead to a permanent
mark on your record. For more information please refer
to the Website www.top.edu.au
RESPECT FOR OTHERS
You are required to treat all members of staff and
your fellow students with respect. Students are to be
conscious of their behaviour and not cause offense or
discomfort to the teaching staff or their fellow students.
For example, speaking consistently while lectures are
in progress will not be tolerated and you will be asked
to leave the classroom if you continually interrupt the
lecturer or other students. Students must respect
the privacy of other students and staff members. The
institute maintains confidentiality in regard to personal
details. Intentionally disclosing the personal confidential
details of an individual such as a student’s sexual
orientation, health conditions or religious beliefs to
others in circumstances where that individual has not
authorised or given permission for such disclosure is
harassment.
RESPECT FOR PROPERTY
At all times, students are to respect and maintain the
property of the institute and of South Eveleigh. Students
must not cause damage, including but not limited to,
destruction of property, pollution or vandalising any
part of the premises, property, resources or facilities.
Students must also refrain from putting up signs on the
premises that may be obscene, derogatory of any subject
or persons and/or of a subject matter that is illegal.
HARASSMENT
Harassment is not tolerated at the institute.
Harassment includes any act of physical or verbal
abuse, bullying, improper influence and/or intimidation
committed by a student upon others. Harassment may
include an associate of the institute or an associate
of a student or staff member at the institute. Bullying,
due to its ongoing nature, is intimidating, threatening
and a cause of distress, and the institute shows
no tolerance for students engaging in this kind of
behavior. Harassment and bullying can occur face

to face or via social media, telephone or email. In
upholding the institute’s stand on harassment and
bullying, students must ensure that any such conduct
is in no way condoned and should be reported.You
can report these issues via counselling@top.edu.
au All student’s concerns will be kept private and
confidential.
SEXUAL ASSAULT AND HARASSMENT
Sexual assault is a crime. Any student found to have
engaged in this crime will be reported to the appropriate
authorities. Sexual harassment, in any form, is
prohibited by the institute. Sexual harassment is any
unwelcomed behavior of a sexual nature, including, but
not limited to, unwelcomed sexual advances, persistent
questions relating to a person’s sexual orientation
or sex life, or unwelcome requests for sex or sexual
favours. Such behavior is considered sexual harassment
in circumstances where a reasonable person would
anticipate the person(the subject of the harassment)
would be offended, humiliated or intimidated. Any
student found to have engaged in misconduct that
amounts to harassment or sexual harassment may
not only face disciplinary action by the institute but
may also be reported to the appropriate authorities.
Sexual assault is a serious crime and will not only be
investigated by the institute but reported to police
immediately.
DISCRIMINATION
Students are prohibited from all types of discrimination,
which includes victimising, antagonising or singling out
any person or group of persons for any purpose or on
any grounds is a form of discrimination. The institute’s
Anti-discrimination, Anti-harassment and Equal
Opportunity Policy provides details on what constitutes
of discriminatory conduct. Students are prohibited from
inciting or encouraging any other person to take part in
conduct that is discriminating against any other student,
staff member or associate of the institute. Students
should report any instances of discriminatory conduct
immediately. The institute will investigate all complaints
according to the procedures outlined in this Code and
other relevant policies as well as antidiscrimination laws.
DRUGS AND ALCOHOL
Consumption, distribution or the creation of illicit
drugs or alcoholic substances while on the institute’s
premises is strictly prohibited. Under no circumstances
are students permitted to have in their possession any
alcoholic substances, illicit drugs or drug paraphernalia.
Students are prohibited from being drunk or under the
influence of drugs while on the premises of the institute
and South Eveleigh. Students must not encourage other
students or associates to consume drugs or alcohol and
where any substances are given to another student,
staff member or associate whether accidently, carelessly
or intentionally without their knowledge or consent,
the matter will be referred for disciplinary action and
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YOUR RIGHTS AND RESPONSIBILITIES

intervention by the appropriate authorities.
SMOKING IS A HEALTH HAZARD
Smoking is prohibited in all buildings of South Eveleigh premises including the toilets. If students wish to smoke
they may do so within the designated smoking areas, which are located outside the institute’s building. Students
must ensure they are at least five (5) meters away from any doorway while smoking, in accordance with relevant
legislative requirements. Students must ensure that when using the designated smoking areas, they do not
obstruct or block any access or walkway of other students, staff, associates, or users of the premises and should
at all times be mindful of others when using the designated smoking areas.
FALSE DOCUMENTS
Students must not make any false representations regarding themselves as our students or students or staff
members of another other kind.. Falsification of academic transcripts or other documents provided or purported to
be provided to the institute is strictly prohibited.
For more information on the Student Code of Conduct, please refer to the Student Policies and Procedures register
which can be found at the website: www.top.edu.au.
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STUDENT LIFE

STUDENT LIFE
STUDENT NUMBER
Your student number is generated at the time of
enrolment into your chosen course of study, and serves
as your unique identifier during your study here.

STUDENT EMAIL

The final mark that a student receives in a unit will
be determined by the lecturer or examiner of each
unit and will take into account all aspects of internal
and final assessment. For more information on
assessment, please refer to the Assessment Policy
and Procedure.

Your student email will be provided to you following
your enrolment and all official correspondence
from the institute will be sent to this email. The
confirmation of your student email with username,
password and instruction, will be sent to the
personal email account information provided to the
institute during the enrolment process. Students
should receive this confirmation notification within
48 hours once completing enrolment. For assistance
or if you do not receive confirmation, please contact
itsupport@top.edu.au.

SPECIAL CONSIDERATION PROCEDURES

STUDENT ID CARD

As stated above only students with extenuating
and compelling circumstances are eligible for
a supplementary examination. Extenuating and
compelling circumstances may include:

Your student card will be provided to you following
your enrolment and serves as your official
identification for all assessment and administrative
purposes. Student cards are required for borrowing
library resources, and can also have credit loaded
on it for printing and photocopying services. This
unique student identification card is required to sit
all examinations. Any fraud or inappropriate use of
the student identification card will be regarded as
serious misconduct and may be subject to penalties
and sanctions.

A student who has been prevented through an
illness or other unavoidable and/or unforeseen
circumstances from satisfying the normal
assessment requirements for a unit may apply for
special consideration of his/her assessment.
A student must complete a formal application for a
supplementary assessment or special consideration
as soon as practicable and within five working days
of the assessment.

•

Illness (supported by medical certificates)

•

Family trauma (supported by evidence)

•

Acute Personal/Emotional Circumstances
(medical certificate or letter from a counselling
service must be obtained);

•

Victim of Crime – A copy of the police report and
/ or appropriate medical professional report is
required. Note it is the stress brought on by being
a victim of the crime which may be considered
exceptional circumstances, rather than the crime
itself. The stress and its impact on academic
performance must be evidenced; and

•

Pregnancy – A medical report from the student’s
doctor or midwife must be provided as evidence
that the student is unable to sit the exam on the
nominated date.

UNIT MATERIALS AND TEXTBOOKS
Required textbooks and recommended texts and
materials will be listed in each unit outline. A set
number of key texts for each unit can be found in
the library, and are available for purchase via a
range of sources. Library officers can assist students
in sourcing and purchasing texts and materials.
Students are required to purchase the required
text for each course. For help with using databases
and e-books, please contact our library support
staff. You can also attend workshops to enhance
your information and resource searching. More
information on library resources can be found on
Library Website: http://library.top.edu.au/

ASSESSMENTS

SPECIAL EXAMINATION ARRANGEMENTS
The institute will try its best to accommodate any
student with current medical condition/s and/or
disabilities. Students who may require assistance are
to seek advice from the Academic Administration team.

Details of assessment tasks for each unit are
available in individual unit outlines provided at the
beginning of semester. Assessments in each unit
may be made up of several components, such as a
formal examination, essays, tests, assignments, oral
presentations and participation in class.
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THE GRADING SYSTEM
Grade

Descriptions
High Distinction(HD)
85% - 100%
Distinction(D)
75% - 84%

An outstanding level of achievement. The student has an extensive knowledge
and understanding of the unit material and unit objectives beyond the normal
expectations of the course; very high level of competence.
A high level of achievement. The student exhibits a comprehensive
understanding of the unit content and unit objectives and can readily
apply this knowledge; high level of competence.

Credit(C)
65% -74%

Substantial level of achievement. The student has a thorough knowledge
and understanding of the unit content and unit objectives and is competent
in the processes and skills of the course; reasonable level of competence.

Pass(P)
50% - 64%

Satisfactory achievement. The student has demonstrated an acceptable
level of knowledge and understanding of the unit content and unit
objectives and has achieved a basic level of competence in the processes,
skills and knowledge of this unit; adequate level of competence.

Fail(F)
0 - 49%

Unsatisfactory achievement in the unit. The student has limited knowledge
and understanding of the unit content and unit objectives and has not
been able to demonstrate a satisfactory level of competence and skill in
the unit content.

Failed Compulsory
Component
(FCC)
Fail Absent
(FA)

The student with a current enrolment failed a component of the
unit deemed essential to pass the unit. A FCC grade can apply to a
student with an aggregate mark greater than 50%.
The student did not attend the final exam.

Fail Incomplete
(FI)

The student did not satisfactorily complete all required with-in
semester assessment tasks.

Fail Withdrawn
(FW)

The student has withdrawn after the census date with academic penalty.
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LEARNING SKILLS AND
RESOURCE SUPPORT
The institute designs tailored support programs and
coordinates with both the Business and Law school
to deliver substantive, effective learning skills, study
and available resources, designed to meet student
needs and to facilitate learning. This includes:
•

Assisting students participating in external library
resource access, such as through membership
with the University of Sydney Library. To apply for
a membership card for the University of Sydney
Library, please refer to Part 6;

•

Promoting PASS Program for undergraduate
Year 1 students;

•

Providing English language proficiency support;

•

Running regularly face-to-face and online
academic skills workshop and seminars;

•

Other forms of learning support for students
with special service/learning needs.

You can always get advice and assistance from
our Academic Support Team and Student Support
Services. If you have any problems about unit
content, we encourage students to raise questions
and ask their lecturers or tutors. We also suggest that
students book consultation sessions with lecturers if
they need any extra assistance with their study.
If you encounter any issues with, or questions about,
writing assignments, using academic databases,
and/or improving your Academic English, you can
attend an academic skills in-class workshop, or take
individual consultation with our Learning Skills and
Language Support Coordinator. Information on faceto-face academic skills workshops and seminars is
available on Moodle. You can also contact learning@
top.edu.au for assistance, or contact the staff in
person at the library.
The institute also offers an online Academic Integrity
Module (AIM) to help students understand the
institute’s academic culture and how to avoid academic
misconduct. For more information on Academic
Misconduct, please refer to our website www.top.edu.au
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CLASSROOMS AND FACILITIES

CLASSROOMS
IMC classrooms are located in Bay 16, Yerrabingin
House (Building 3) and the Bio-Medical Building.
Classrooms are equipped with computers,
whiteboards, projectors and all equipment
required for teaching purposes.

KITCHEN AND DINING AREA
The kitchen and dining area is located on Level
1 Bay 16 and Leve 3 Yerrabingin House, and are
equipped with microwaves, boiling/chilled water
taps, sofas, tables and vending machines. It’s a great
place to enjoy sunshine and to have a chat with your
classmates and friends.

MOOT COURT
The institute’s Moot Court is at the heart of
the Sydney City School of Law’s law programs,
and serves as a classroom and function room.

LIBRARY AND LEARNING RESOURCES
Please refer to Part 4, Part 6 and our website
for details

STUDENT COMMON ROOM
The Student Common Area is also available
for students to use to read, study and prepare
for their classes. We have student common
area in Biomedical Building, Bay 16, and
Yerrabingin House.

OTHER COMMON AREAS AND FACILITIES AT SOUTH EVELEIGH
Students at South Eveleigh can enjoy other spacious indoor and outdoor common areas. The South Eveleigh also
offers 4 cafes on campus, Bay 16 Café , Sette cafe located in the Channel 7 building, Charlottes Little Sister located
in the Biomedical building and Funky Chino located in the Innovation Centre.
To withdraw cash, an ATM is located in the Channel 7 building. There are four vending machines students can use.
One is located in kitchen on level 1 Bay 16, two are located on the ground floor of Bay 16, near the stairs, and one is
located in the common area outside G05.
17

Sydeny Campus | Part 3

STUDENT LIFE

STUDENT PROGRESSION

STUDENT DOCUMENTS

During enrolment at the institute all students must
demonstrate consistency and progress in their studies.

An Academic Transcript is a certified record of a
student’s full enrolment history at the institute. This
includes all courses attempted, results received,
and awards conferred. To apply for an Academic
Transcript, please email your full name and student
number to myrecords@top.edu.au

Course progress assessments will take place
at the end of each semester. At this time, you
will be formally assessed based on your course
progression and if you are not meeting 50% of
the course requirements you will be nominated as
making unsatisfactory progress. Progression is also
monitored progressively throughout each semester
via attendance and assessment performance.
Each unit will have assessment tasks. You are
required to complete each assessment task to satisfy
the course requirements. For more information on
progression, please refer to the Student Progression,
Exclusion and Graduation Policy.

EARLY INTERVENTION FOR STUDENTS AT
RISK
Student performance within each teaching period
will be monitored to assist towards successful
completion of the units in which they are enrolled
in. Students whose performance is deemed to be at
risk will be identified through an early intervention
strategy. Indicators of students at risk of not
completing the unit satisfactorily may include:
•

Not attending lectures and/or tutorials.

•

Not performing adequately in assessment tasks.

Where you are identified as at risk of failure you will
be counselled on academic matters and advised to
access available support services.
For more information on progression and early
intervention, please refer to the Student Progression,
Exclusion and Graduation Policy on website.

A Completion Letter is an official document that is
required by an external organisation to confirm a
student has graduated or completed the necessary
requirements to finish their degree. To apply for a
Completion Letter, students must complete an ‘I Expect
to Complete’ form and submit it to the Academic
Department. If student’s have queries regarding their
eligibility to meet requirements, they should contact an
adviser in the Academic Department.
A Graduation Certificate is a certified credential
that represents the completion of a degree at the
institute. Students that do not wish to attend the
Graduation Ceremony may collect their Certificate
from the Administration Office.
A Confirmation of Enrolment (CoE) contains
significant information about an international
student’s enrolment status at the institute. To apply
for a CoE please email your full name and student
number to application@top.edu.au
A Proof of Enrolment Letter is a letter used to verify
and confirm a student’s enrolment at the institute.
To apply for a Proof of Enrolment Letter please email
your full name and student number to myrecords@
top.edu.au
All documents can be collected from the
Administration Office or received via email as a
PDF document. For information, please contact the
Administration Office at admission@top.edu.au or
call on (02) 9209 4888.
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YOUR ENROLMENT
CREDIT TRANSFER AND ARTICULATION
The award of credit transfer and recognition of prior
learning is designed to facilitate a more tailored and
relevant course of study through validation of learning
gained through work and life experience. It also aids
credit transfers between educational institutions, and
helps eliminate duplication of learning.
The institute’s Recognition of Prior Learning (RPL)
Policy strives to be equitable, evidence driven and
provide a transparent process for determining an
appropriate amount of RPL credit for each student.
For more information on credit transfer, please refer
to the RPL policy available on the website.

WITHDRAWAL OF THE COURSE
If you wish to cancel your enrolment you must
complete a Withdrawal of Course Form with all
supporting documentation attached. You will receive
notification in writing of the outcome of the request. If
you have any questions about withdrawing from your
course of study, please contact Student Services on
02 9209 4888 or studentservices@top.edu.au

LEAVE OF ABSENCE
A Leave of absence is a period of time that allows
students to take a temporary break from studies. You
are only permitted for a leave of absence during the
course through a formal agreement with the Institute.
For more information on a Leave of Absence please
refer to the Student Progression, Exclusion and
Graduation Policy.

DEFERRAL, SUSPENSION AND
CANCELLATION

For more information on deferral, please contact the
admissions department directly.

INITIATED DEFERRAL, SUSPENSION OR
CANCELLATION
The institute may suspend a student’s enrolment
where there are instances of misconduct. Such
circumstances include where the student:
• has been in serious breach of the institute rule;
• is in breach of enrolment conditions; or
• is considered to present a threat to the well-being
of other students or staff.
The institute may cancel a student enrolment for:
• a serious breach of the institute policy;
• breach of enrolment conditions;
• where a student is considered to provide a threat
to the well-being of other students or staff;
• serious misconduct;
• failing to meet the requirements of the course
progress policy; and
• non-payment of tuition fee.
Where suspension or cancellation is initiated by the
institute, you will receive a notice of Intent to Suspend
or Cancel Enrollment. This notice will clearly indicate
that you will be given 20 working days to access the
Institute’s internal appeals process. When the appeal
process is initiated, the institute will maintain the
student’s enrolment until the internal appeals process
is complete.
For international students, the suspension or
cancellation will be notified to the Department of Home
Affairs on completion of the 20 working days or at the
end of the appeals process if the appeal is not upheld.

In some circumstances, after making a tuition fee
payment you may still have the option to defer your
course for up to one year. Deferment of a course is
open to both international and domestic students. All
applications for deferral are assessed on a case-bycase basis and may depend on your chosen course.
To apply for a deferral, please submit a Deferment of
Program application form to the admissions office.
After your deferral application is processed, for
international students the institute will inform the
Department of Home Affairs via the PRISMS system
and a new CoE will be issued. For domestic students,
we will update your enrolment status in the system.
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FINANCE
TUITION FEES
Student tuition fees are based on the current rate
at the time of issuing an offer. Fees are reviewed
annually and are subject to change.

International Students Fees are protected by
the Australian Government’s Tuition Protection
Service (TPS).

FEES REFUND POLICY

ADDITIONAL COSTS

DOMESTIC STUDENTS

Textbooks: Costs are dependent on the unit of study.
For business textbooks, you may need approximately
$120 per unit. For law textbooks, you may need
$200 - $300 per textbook. You may receive course
notes from the lecturer, and you must buy your own
stationary: folders, note-books, etc.

Tuition fees will be refunded only in the following
circumstances:
i.

In the event that IMC is unable to provide the
course, all tuition fees paid are fully refunded

ii.

The student withdraws from a unit of study on
or before the census date
a.

the fees will be fully refundable, and/or

b. the student will not incur a FEE-HELP debt.
iii. he student withdraws from a unit of study after
the *census date
a.

no refund is applicable, and/or

b. will incur a FEE-HELP debt.
iv. Exceptional circumstances will be considered
Domestic Students Fees are protected by the
membership of ACPET’S ASTAS scheme.
INTERNATIONAL STUDENTS
Tuition fees will be refunded only in the following
circumstances:
i.

The student is refused a visa for study in
Australia (documentation required) ;

ii.

In the event that Top Education is unable to provide
the course, all tuition fees paid are fully refundable;

Late payment penalty: If the student cannot make
payment before the due day, late payment penalty
will be applied. That is, $100 plus $5 for each
business day from the due date indicated.
Additional tuition fees: Replacement student cards:
All students will receive a student card at enrolment.
Replacement cards are $15 per card. This is at the
student’s expense. Official Transcript is $15. Reprint
certificate is $50. Resit exam is $400 per subject.
Credit card surcharge: 1% surcharge will be applied
on payments using a credit card (Visa/Mastercard/
UnionPay)
Library fines: $1 per day per item will be charged
from the first day an item becomes overdue. If an
item is lost or damaged, you may need to pay the
latest recommended retail price of the item plus a
library item replacement fee of $50.
For more information, please refer to https://www.
top.edu.au/future-students/fees/international-fees

iii. Where a student gives notice in writing at
least four (4) weeks before commencement
of that semester or the specified date for
commencement of a program, they will be
entitled to a refund of Tuition Fees paid for the
semester, less twenty per cent (20%) of the
prescribed semester fee;
iv. Where a student gives notice in writing less
than four (4) weeks prior to the commencement
of that semester or the specified date for
commencement of a program before ^Census
Date, they will be entitled to a refund of Tuition
Fees paid for the semester, less fifty per cent
(50%) of the prescribed semester fee; or
v.

Where a student gives notice in writing of the
cancellation of enrolment in a course more
than four (4) weeks after the start of the course
no Tuition Fees are refundable.
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LIBRARY RESOURSES
As is to be expected from a well-established library
and information resources are structured to meet
student needs.
All core textbooks are available in hard copy
form from the library, as well as numerous other
resources spanning recommended readings and
related fields. Our librarians are highly trained
in information retrieval and analysis, and are
available by appointment for assistance and
training with information resources.
Although there is a lot of space across the South
Eveleigh campus, the library is a great hub to set
up camp; close to class with space and computers
available for study use and research, as well as
access to kitchen facilities for breaks.
As well as acquiring a large number of database
and eBook resources, our library website, is
complete with subject-specific guides, and pages
designed to assist students with every aspect of
their learning and professional development. On
the home page of our site is our search system,
complete with Google-style functionality, giving
students instant access, at a click, across the wide
range of journal and eBook resources we have
available for their research needs.

LIBRARY AND THE FUTURE
The library is entering an exciting phase in its
development, with new systems and resources
being under development and becoming newly
available to students.
Although already possessing an excellent number
of electronic resources, we’re looking to further
expand our digital footprint, hoping to:
•

Make eBooks and e-textbooks available directly
to students from the library page.

•

Expand our social media presence and interactivity.

•

Provide a digital space for students to research
and interact with each other and Librarians.

We are also seeking, in the near future, to upgrade
the library space; providing a world-class learning
space that stimulates creativity and increases
collaboration amongst students.

Fisher Library and Law Library, we are able to
organise a Community Access membership with
the nearby University of Sydney, affording students
access to space and borrowing rights through
subsidised library cards. For further information on
this, please contact our library staff.
Opening hours: 9am – 6pm

ADDITIONAL SERVICES

Email: library@top.edu.au

For students desiring to use University of Sydney’s

Website: library.top.edu.au
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IT SERVICES
Students will receive confirmation of their student
accounts with access to students’ email services,
Moodle, campus WIFI within 48 hours of completing
enrolment (exclude weekends). If you have problems
of accessing any of these IT services, please contact
ithelpdesk@top.edu.au for assistance.

SCHOOL EMAIL SERVICES
The institute provides Google G-Suite service for
all our students. This includes Gmail, Google drive,
Google Calendar for free.
A student’s school email will be the primary
contact email address. All school admission
emails, financial notifications and academic related
activities emails will be sent to the school email
address. We recommend students check their
school email account on a daily basis.

MOODLE ACCESS AND USE
The institute uses Moodle as an online platform
to provide students with a collaborative and
supportive learning environment. Moodle is a userfriendly platform, and is accessible off-campus on
PC, Mac OS, tablets, and mobile devices.
Student can use Moodle to access learning
resources for their units. This can be also used
to interact with lecturers and classmates via
unit forum, participate in online academic skills
workshops, complete unit quizzes, and submit
assignments. Student can login to Moodle via
http://te.moodle.com.au/login/index.php

COPY, PRINT AND SCANNING
There are two printers located in the institute’s

learning resource centre to provide copy, printing
and scanning services for students. Students are
required to scan their student card barcode to use
the services.
The copy and printing cost is 10 cents for 1 side per
page. Double sides copying and printing cost 20 cents
per page. Student need to charge the credit to their
account before using the services. Students need
to use their credit card to charge online via service
portal page: http://print.top.edu.au. There will be no
cash transactions for printing credit.
Students can also scan the document to an email
address for free.

STUDENT WIFI
The institute provides free on site WIFI service for all
students. The service covers all campus areas.
To access the Student WIFI service, please follow
the steps below:
Step 1: link to WIFI named ‘Top Student’ from your device.
Step 2: If there is no automatic Wi-Fi login page
opened, please open browser to any website using
Internet Explorer 10 or latest Safari. Please ignore
the SSL Certificate warning page and choose
‘Continue to this webpage’
Step 3: Input your student WIFI account information
(The information is provided in the institute account
notification email).
Please note: to avoid bandwidth flooding and other
security issue, the student WIFI connection will be
dropped every 90 minutes.
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SCHOLARSHIPS AND
AWARDS
The institute offers a wide range of
scholarships and awards each year to
both domestic and international students.
Scholarships and awards are designed
to recognise academic, leadership and
community achievements and to assist
students for a variety of reasons. Student can
get the detailed information on https://www.
top.edu.au/future-students/scholarships
To make further enquiries, please email
admission@top.edu.au
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PROFESSIONAL
DEVELOPMENT, STUDENT
PARTICIPATION AND
SOCIAL ACTIVITIES
The institute is invested in the success of its students. We want to prepare our graduates to be job ready and to be
the best possible version of themselves, professionally, academically and personally.

CAREER EDGE
An important part of being ready to enter the workforce is building your practical professional skills. Here at the
institute, we have a number of initiatives to help prepare our students for their careers. We call this Career Edge.
We have a strong belief that your education is more than just what you learn in the classroom. Through
career development programs, our students will be able to turn the theory they learn in class into real life
experiences. These experiences will help shape our students to be outstanding candidates in today’s highly
competitive employment market. You can explore further information on our website https://www.top.edu.
au/careeredge

STUDENT AMBASSADOR PROGRAM
The Ambassador Program is aimed at current students, who are committed to the Institute’s values and are
willing to share their knowledge, experience and understanding about being part of our community.
Ambassadors receive paid work experience whereby they assist the marketing team in promoting the programs,
benefits and services offered to prospective students, parents, teachers and other stakeholders. Our Ambassadors
must also be fully aware of:
•

Admission requirements

•

Application processes

•

Programs

•

Bonus Points
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PROFESSIONAL DEVELOPMENT, STUDENT PARTICIPATION AND SOCIAL ACTIVITIES

•

Scholarships

•

Alternative Entry Pathways

•

Services – Campus Life

•

Fees

•

Early Offer

•

Study Abroad Opportunity

•

Events

placements, IMC students will be able to apply their
academic training and further develop teamwork and
leadership skills and capabilities. The School of Law
curriculum integrates classroom learning together with
interaction with practicing industry specialists and
leaders, and business placement opportunities, to create
a holistic practical and theoretical learning experience.

•

School visits

•

Career Markets

Our lecturers and senior academic management have
extensive experience in a range of careers and are
an invaluable resource for students to gain a better
understanding of the possible practical applications
of their law degrees. The student support team is
also on hand to guide students through the use of
careers resources and tools, and support staff can
assist students in developing effective and high-quality
resumes, cover letters, responses to selection criteria
and interview skills.

•

Expos

NSW Young Lawyers

•

Recruitment Events

•

Student Activities

•

Or wherever required to help

NSW Young Lawyers, as part of the Law Society of
NSW, is a platform for young lawyers to network
and communicate fresh new perspectives on the
profession, the community and legal and social issues.

Ambassadors must be good students, respectful,
responsible and help anyone that requires more
information about the institute.
Some of the events that Ambassadors attend are:

There are many benefits of being an Ambassador.
Besides being one of the first points of contact at
these different events, students that work in this role;
•

develop their communication and interpersonal
skills,

•

get to travel around the Sydney Metropolitan area
and New South Wales, and

•

have the opportunity to get a reference from the
marketing department stating their hard work,
commitment and professionalism, which could be
used to get employment.

As a law student of School of Law, you are automatically
a member of NSW Young Lawyers. It is important for
a law student who is embarking on their journey into
the legal profession to engage with the Law Society of
NSW as early as possible as they are essentially at the
forefront of the legal profession of NSW. Being involved
will also provide students with the invaluable insight into
the profession they are entering into.
For more information please visit the Young Lawyers
NSW website on: https://www.lawsociety.com.au/
about/YoungLawyers/index.htm.

The marketing department is constantly looking for new
recruits. For more information, contact the marketing
department on 02 9209 4890 or info@top.edu.au

PROFESSIONAL DEVELOPMENT
SCHOOL OF LAW PROFESSIONAL DEVELOPMENT
Professional Placement Program and the School of
Law’s Professional Focus
One of the most exciting aspects of the School of
Law is its location in the South Eveleigh, a network
of approximately 100 modern organisations that
include high-tech start-ups, software companies,
consulting firms, human resources specialists,
telecommunications authorities such as NICTA, and
communications companies such as Channel 7 and
NEP. School of Law is part of a multi-professional
community in the South Eveleigh.
The School of Law is actively engaged in developing
partnerships through which our students may serve as
short-term or long-term interns and thus learn valuable
skills in a diversity of workplaces. Through professional
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LAW STUDENTS SOCIETY

Student participation can include:

It is imperative for law students to collaborate and
engage with their peers to make positive contributions
to their law school environment. The Law Students
Society will be a student-driven initiative which will
provide students with a forum to discuss their law
school, career opportunities, organise networking
events and engage with their law faculty and the
industry. Elections will be held annually

•

Joining Student Bodies at the institute, such as
Student Law Society, and Chinese Students and
Scholars Association.

•

Be nominated or self-nominated as the student
representative for the institute’s Council, Academic
Board, Teaching and Learning Committee, and
Student Experience Committee.

•

Participate in Professional Programs, such as Student
Ambassador Program and Volunteer Program.

•

Provide your feedback and suggestions to the
Institute. For more information on providing feedback,
please refer to Part 14.

For expressions of interest please speak to the School
on (02) 9209 4888.

AUSTRALIAN NATIONAL INSTITUTE
OF MANAGEMENT AND COMMERCE
PROFESSIONAL DEVELOPMENT
CPA AMBASSADORS PROGRAM
The institute encourages all Business School students
to join the Certified Practicing Accountants (CPA)
Australia Student Ambassadors Program. This program
is promoted by CPA Australia, and is designed to
empower students to take the next step in their career
and to provide them with leadership opportunities.
Being a student ambassador can have a range of
benefits, including exclusive opportunities, resources
and opportunities for networking. Most importantly, it
provides the chance to be selected as a Future Leader
in the industry. If you are interested in this program,
please contact the Academic Office via as@top.edu.au
for further information.
CPA AUSTRALIA NETWORK
As a business student, having an edge is very
important for getting noticed in the world of business.
The institute recommend all Business School students
to join CPA Australia, which will help you to gain that
edge by boosting your connections, your skills, your
employment prospects and your industry knowledge.
The CPA designation is a mark of high professional
competence representing expert business knowledge.
As a student, you are invited to join the CPA Australia
Network. Please visit the link below and start your
application.
https://www.cpaaustralia.com.au/
ManageApplications/Network.mvc/Join
Once your application is approved you will be
connected to all CPA Australia students and graduates
and ready to join the world of success in business.

STUDENT PARTICIPATION
The institute considers student participation a key
element for the Institute’s development. Student
participation provides an opportunity for students to
communicate their views and assist The institute in
providing services and activities that meet students’
needs and interests.

STUDENT FIELD TRIPS AND SOCIAL
ACTIVITIES
Here, we are always finding ways to enhance student
experiences and make your time here at the institute
memorable. Throughout the year we organise
student field trips. These trips not only provide you
with a social environment, a fun atmosphere and a
chance to meet different classmates, it also gives
you the chance to explore some of Sydney’s fantastic
landmarks. We also offer students a wide range
of events, including a number of cultural events
and exchanges, sightseeing, and social activities
throughout the year. Information on social activities
will be sent to students via a regular Student
Newsletter, and information will also be shared via
Moodle announcements.
The institute supports student participation via offcampus activities. The institute ‘s connections with
The University of Sydney Union (USU) means that
students can join the USU as a community member,
and enjoy over 100 student clubs and social events
with friends and other students. The institute also
encourages students to be a student member of
The Sydney Institute. The Sydney Institute conducts
roughly 60 policy forums a year on a wide range of
issues, such as economics, politics, international
affairs, literature, history and social policy, along with
a well-attended annual dinner and lecture. It is a
great chance for students to enhance their academic
and social understanding, and particularly helpful for
international students in understanding Australian
society.
To become a member of The University of Sydney
Union please visit http://www.usu.edu.au/ and
for student associate membership of The Sydney
Institute please visit: http://thesydneyinstitute.com.
au/how-to-join/ (Membership Fee can be reimbursed
by the institute)
For assistance, please contact the Student
Services Office.
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STUDENT PATHWAYS
UNIVERSITY OF WOLLONGONG PATHWAY
The institute is invested in enhancing student potential and supporting academic achievement and potential
transition. As a result of the institute’s involvement in the Australian education sector, the institute has
developed a pathway with Wollongong University in which the institute Diploma of Business can equal to a
maximum of 48 credit points towards the University of Wollogong’s Bachelor of Commerce or Bachelor of
Business degrees. To be eligible for this pathway, students must achieve a GPA of 2.4 or a 60% average in the
institute Diploma.

UNIVERSITY OF NEWCASTLE PATHWAY
A Business qualification can be a pathway to a range of Master degrees. Here, we aim to help you find
the direction and ability to achieve your goals. The institute has partnered with one of Australia’s leading
universities, The University of Newcastle, to provide various Master degrees in Accounting, Business, Finance,
Management and others.
The University of Newcastle is one of the top 300 universities in the world, and will provide you with the practical
skills and qualifications to give you direct entry into the workplace.
To be awarded credit, a student must have completed all courses that comprise either the Graduate Certificate
in Accounting or the Graduate Certificate in Business Management. Completion of a graduate Certificate could
be as a standalone program, or as a nested program within a higher level program.
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SAFETY, HEALTH AND
WELLBEING
The institute is committed to providing and
maintaining a healthy, friendly and collaborative
environment for all students. You can find
assistance via the student support team, online
resources, workshops and professional bodies.

EMPLOYMENT
All international students have the same workplace
rights as other workers in Australia. The Fair Work
Ombudsman provides free advice and assistance
to all workers (including students) to help them
understand their rights.
Please refer to www.fairwork.gov.au

SAFETY
It is important to be aware of potential dangers and
risks whilst travelling around Sydney. Be mindful
of avoiding empty and badly lit places, especially
at night. Walk with a friend or stay with a crowd
and avoid empty train carriages. Be aware of your
surroundings at all times, and make sure that you
can access assistance if necessary.
For more personal safety tips and crime prevention,
you can visit the safety page of City of Sydney via:
•
•

www.cityofsydney.nsw.gov.au/community/safety/
crime-prevention/what-you-can-do
http://insiderguides.com.au/staying-safeessentials/

Multi languages are available. These safety tips
cover household safety, car security, personal
safety and fire safety.
We want your time at the institute to be a
rewarding, safe and educational experience. We
operate a 24/7 security camera in the Bay 16
common area. For more safety information, please
refer to https://www.top.edu.au/current-students/
student-services/safety-and-wellbeing.
South Eveleigh Security monitors the premises
24/7 and can also escort students to Redfern
Station if requested. Please contact 9209 4888 or
visit the South Eveleigh Security office on Ground
Floor of Bay 8.

ROAD SAFETY
All road users in NSW should be able to arrive

safely at their destination.
In Australia we drive on the left side of the road
and walk on the left.
For road safety tips refer to
•

http://www.rms.nsw.gov.au/roads/safety-rules/
road-safety.html

FIRE SAFETY
The first priority in any fire situation is safety of life.
Smoke kills. Do not place yourself at risk.
If there is a fire/smoke in South Eveleigh, please
follow the following the procedure:
•
•
•
•
•

Remove yourself and others from danger;
Make a final check of the room and shut the door;
Raise the alarm;
Follow the instructions by fire wardens;
Commence evacuation and move to the
evacuation assembly area.

Always remember, if there is emergency call 000
(Police, Ambulance and Fire). You can also find the
institute’s Critical Incident Policy online:
https://www.top.edu.au/about-us/top-policies-andprocedures/human-resources
Further emergency contacts for dealing with critical
incidents are provided below:
Victims of Crime Support Line: 1800 633 063
Crime Stoppers: 131114
Alcohol and Drug Counselling: 02 9361 8006
NSW Rape Crisis Centre: 1800 424 017
Eastern and Central Sexual Assault Services: 		
02 9515 9040
Crisis Service-ask for afterhours crisis workers:
02 9515 6111
Please note, if you encounter difficulty or danger
and need support from the institute, please do not
hesitate to ask us. Our staff is here to support you,
help you study and to live safely while in Australia.

SOUTH EVELEIGH’S CONSTRUCTION WORK
You may notice the current construction work taking
place on site. Construction working hours are 7.20am
to 5.30pm, Monday to Friday, and 7.30am to 3.30pm
on Saturdays. Please be aware of your surroundings
and watch your steps. .
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HEALTH
If you are unwell prior to arriving on campus, you
are required to attend a medical practice close to
your home. If you become unwell whilst on campus,
the closest medical Centre is located in Redfern:
Redfern Medical Centre
Address: 92 Regent Street Redfern NSW

You can also get help for emergencies from the
following resources:
NSW Mental Health Line: 1800 011 511
Prince of Wales Emergency Department:
02 9382 2222

WELLBEING

Tel: 02 9698 5763

INDIVIDUAL COUNSELLING

If you are ill whilst on campus, please do not leave
the institute without informing your teacher or the
Senior Student Services Manager.

It is important for you to know that you are not
alone in dealing with the pressures you may face
as part of your studies. All members of the institute
team are willing to offer guidance and support if
required. Our Senior Student Service Manager and
the Academic and Administrative teams have an
open-door policy and are willing to talk to you about
any matters you may be facing.

In the case of a serious illness or injury occurring
on campus, please report the incident to the Senior
Student Services Manager in Bay 16. A first aid kit
is available in the Student Services office, located
on Level 1, Bay 16, Biomedical Building, and
Yerrabingin House (Building 3). Additionally, South
Eveleigh has a defibrillator kit on site in case of
emergencies. It is located at the Security Office in
front of Bay 8. All security staff are trained in first
aid and can respond quickly.
For information on nearby hospitals and medical
centers, please refer to the Neighborhood Area
Guide, Part 16.
For information regarding international students’
Overseas Health Cover (OHSC), please refer to Part 12.
If you or your peers require urgent medical
attention call an Ambulance on 000 and follow
their instructions.

MENTAL HEALTH
Good mental health is essential for all students
to achieve their academic success. Many people
experience mental health difficulties. It is quite
common that students experience psychological
distress or mental health difficulties, such as
acting inappropriately or in disruptive ways;
exhibiting aggression and disrespect and so
on. Mental health difficulties can significantly
reduce a student’s capacity to meet their course
requirements, it can also highly impact their
personal lives throughout all aspects.
The institute has various activities to promote
mental wellbeing and facilitate a healthy student’s
life cycle, such as Stress-Free Week before the
exams each semester. If you need any assistance,
or you would like to just chat to someone about
your situation, please do not hesitate to drop into
Student Services. Our staff can listen to your story
and give you support if you need, including hot tea,
chocolate and a hug.
If you need immediate external support and
intervention, please contact Lifeline on 13 11 14.
More information can be found on their website:
https://www.lifeline.org.au/.

Student services can assist students with issues
including but not limited to:
• Personal/cultural problems, such as stressful
circumstances or emotional issues which
interfere with your studies
• If you think you may have chosen the wrong
course
• Decision making, interpersonal issues and
personal behavioral patterns
• Incidents of harassment or discrimination
• Incidents of sexual harassment or sexual
assault
• Attenance difficulities
• Administrative problems or complaints
• Adjustments to your studies
• Guidance on future career pathways and
academic progress
• Guidance on mental health and life coaching
Individual assistance is available for students in
need of specialised counselling. Please feel free to
contact Student Services Office via counselling@
top.edu.au or just drop by. If students need
external counselling services, the institute Student
Services can connect you with LIFE SUPPORTS,
and is able to refer students to meet counsellors or
psychologists. LIFE SUPPORTS is a leading network
of counsellors and psychologists, and provide
professional, evidence-based counselling services
in Sydney.
LIFE SUPPORTS: https://lifesupportscounselling.com.au/
Please find below resources and information on
various ways that you can get the right kind of help
for you:
1. Beyond Blue: https://www.beyondblue.org.au/
2. The Black Dog Institute: http://www.
blackdoginstitute.org.au/
3. Reach Out.com: http://au.reachout.com/
4. The Law Society of NSW: http://www.lawsociety.
com.au/about/YoungLawyers/MentalHealth/
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CYBER SAFETY
SPAM EMAILS
If you receive an email from someone you do not
know and the subject line seems a bit strange, you
may have received a Spam email. Here are a few
tips to help you pick up whether you have come
across Spam:
•

The email may be advertising something;

•

The email is making offers that you weren’t
expecting;

•

There are misspelt words in the subject line
and/or throughout the body of the email;

•

The mail may be in a different language; or

•

The email is announcing that you have won a prize
or contest that you don’t recall signing up for.

PERSONAL INFORMATION
Your personal information may include your
passwords, tax file number, contact details or any
kind of information that you would reasonably not
want in somebody else’s hands. Such information
can be used to identify you and if in the wrong
hands could lead to issues such as identify theft. It
is important that you do not disclose your personal
information to parties that you do not know or trust
online through social media, emails or through any
other online modes of communication. The institute
does not accept any responsibility for the misuse
of your personal information that you may provide
an unauthorised party that is not connected to
the institute while using your student emails and
facilities.
WEBSITE DANGERS
Certain websites may have harmful programs or
viruses that may damage your computer or steal
your personal information. It is important that you
are vigilant while surfing the web. Here are a few
tips to help you identify problem sites:
•

Avoid websites that encourage you to click on a
link to download or save a file;

•

Avoid websites that are threatening, hurtful or
contain adult content;

•

Avoid websites that ask for your personal
information; and

•

Avoid websites that have popups and
advertisements attached to it.

The institute has the best quality firewall and virus
protection in place to protect you while using the
Internet and your personal information. The institute
accepts no responsibility if you visit a site that is
clearly dangerous from your personal system and
effectively pass on viruses or malware to your peers.

CYBER BULLYING
Cyber bullying is when a person uses the internet to
threaten, intimidate, embarrass or put down others.
If you think you are the victim of cyber bullying or
the attack is by another student or staff member
and you become overwhelmed, please talk to the
Student Services Manager for further advice. If you
witness cyber bullying, please help the institute to
promote a safe online environment for its student
and staff and assist the victim where possible. The
institute encourages you to report such behaviour
so that we may respond appropriately. If possible,
please save evidence of the alleged conduct in the
event that the Student Services Manager needs to
conduct investigations.
If a student is found to have engaged in cyber
bullying, The institute will not tolerate such
behaviour and this will likely attract penalties and
sanctions under the Student Code of Conduct.
GENERAL SUGGESTIONS
•

Always have virus protection on your computer
that is regularly updated;

•

Ensure that the software on your computer is
regularly updated so that you do not lose any
important assignment and work; and

•

If you need any assistance or further
information regarding your IT matters please
visit our friendly IT staff on Level 1, Bay 16.
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ETHNIC AND RELIGIOUS ASSOCIATIONS

•

Aboriginal Medical Service Cooperative Redfern

If you need any support or you would like to
receive any further information regarding
multiculturalism and religions in Australia, the
following information may helpful.

The Aboriginal Medical Service Cooperative in
Redfern provides culturally appropriate health
care to Aboriginal and Torres Strait Islander
communities in central NSW.

•

The Ethnic Communities’ Council of NSW
(ECC): http://www.eccnsw.org.au/Home.aspx

Location: 36 Turner Street, Redfern

•

Anglican Church of Australia: https://www.
anglican.org.au/

Email: amsredfern@amsredfern.org.au

•

Australian Bahai Community:		
http://bahai.org.au/

•

Federation of Australian Buddhist Councils:
http://www.buddhistcouncil.org.au/fed/home/

•

Catholic Religious Australia:
http://www.catholicreligiousaustralia.org.au

•

Australian Christian Church: 			
https://www.acc.org.au

•

NSW Ecumenical Council: 			
http://www.nswec.org.au

•

Hindu Council of Australia: 			
http://hinducouncil.com.au

•

Islamic Council of New South Wales:		
•
http://www.icnsw.org.au/

•

New South Wales Jewish Board of Deputies:
http://www.nswjbd.org/JBD-Home/default.aspx

•

Quakers Australia: 				
https://www.quakeraustralia.org.au

•

Sikh Council of Australia: 			
http://www.sikhcouncil.org.au

Phone: (02) 9319 5823 or (02) 9319 3345

•

Mudgin-Gal is an Aboriginal organisation based
in inner-city Sydney, offers support for women,
girls and their young families through drop in,
in-home family support, legal, medical and
accommodation referral and educational and
vocational support programs. Mudgin-Gal’s
‘Black Out Violence’ campaign is acknowledged
as a best practice model for addressing family
violence in urban Aboriginal communities.
Website: www.redfernfoundation.org.au/
mudgingal.html

Aboriginal Customer Service Officers are
available to assist Aboriginal clients.
Website: www.lawaccess.nsw.gov.au

Here is some useful information for Indigenous
Students:
Community Support of City of Sydney
Website: www.cityofsydney.nsw.gov.au/
community/community-support/aboriginal-andtorres-strait-islander-communities
•

NACCHO (The National Aboriginal Community
Controlled Health Organisation)
NACCHO is the national peak body presenting
142 Aboriginal Community Controlled Health
Services across the country on Aboriginal
health and wellbeing issues.
Website: www.naccho.org.au/

LawAccess NSW
LawAccess NSW is a free government telephone
service that provides free legal help for people
who have a legal problem in NSW. It is a starting
point to help people with their legal problem
or question, including domestic and family
violence, debts, job and so on. Lawyers can
provide advice in family, civil and criminal law.

SUPPORT FOR INDIGENOUS STUDENTS

•

Mudgin-Gal

•

Aboriginal Legal Service (NSW)
The Aboriginal Legal Service (ALS) gives legal
advice and court representation to Aboriginal
and Torres Strait Islander men, women and
children in NSW They provide support and
information for victims of crime.
CRIME Phone: 1800 765 676
CARE Phone: 1800 733 233
Website: www.alsnswact.org.au
You can find your nearest office through their
website.
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LIVING IN SYDNEY
Sydney is Australia’s biggest city, with a population
of approximately 4.6 million. The downtown area,
known as the Central Business District (CBD),
consists of a number of districts, the most popular
of these being Circular Quay, The Rocks, Darling
Harbour, Chinatown and Town Hall.
Sydney suburbs stretch from the beaches in the east
to the Blue Mountains in the west. Geographically,
the city is divided into several regions: The Northern
Beaches, North Shore, Northern Suburbs, Hills
District, Western Suburbs, Inner West, South West,
South (“the Shire”) and Eastern Suburbs.
Sydney’s lifestyle is defined by cultural diversity.
People from over 180 countries speaking 140
languages are welcome in a population of over four
and a half million. This means that Sydney residents
enjoy an outstanding range of ethnic food, clubs
and festivals, cinema and theatres, Aboriginal arts
and culture, museums and music venues. Sydney
is also a shopping paradise and a major business
hub. More regional headquarters of multi-national
companies from the Asia-Pacific region are set up in
Sydney than in any other city in Australia.
If you’d like to follow the latest and freshest events
in this lovely city, you can check out the City of
Sydney via www.cityofsydney.nsw.gov.au/ or http://
www.au.timeout.com/sydney/

ACCOMMODATION
Students can obtain information about
accommodation options by contacting student
support staff; however, no accommodation is prearranged or personally provided for individual
students by the institute.
There are several options for accommodation,
including renting a house or an apartment, renting a
room, sharing with other students and homestay. You
can find this information through social media, your
friends’ or classmates’ recommendations, newspaper
advertisements or on public notice areas around
Sydney. You may also find online, such as Domain, via
https://www.domain.com.au/?mode=rent

There are also many student accommodations you
can choose, such as iglu (http://www.iglu.com.au/),
STUDENT.COM (https://www.student.com/), and
urbanest (http://urbanest.com.au/).
No matter what kind of accommodation you choose,
safety is always the first priority.
You will need to pay a bond in advance that will be
returned at the end of your agreement if no damage
has occurred. This bond is not legally allowed to be
more than four weeks rent. Your landlord can also ask
for two weeks rent in advance. For Top Tips to Make
Sure You Get Your Bond Back visit http://insiderguides.
com.au/top-tips-make-sure-get-bond-back/
SOME HELPFUL TIPS:
•
•
•
•
•

Try not to rush
Do plenty of research & shop around
Visit before you move in
Budget
Read and understand tenancy agreements:
visit www.tenanthelp.com.au for advice before
signing any agreement.

Do not be afraid to ask questions and get copies of
every document you sign.
If you have any disputes with you roommates and/
or landlord, please remember to protect your rights.
Fair Trading can provide support in solving issues
or disputes. For more information, please refer to
http://www.fairtrading.nsw.gov.au/default.html

MONEY: ATMS AND EFTPOS
ATMs (Automatic Teller Machines) are operated by a
bank or credit union which dispense money and allow
limited transactions, 24/7. They are located at banks
and shopping centres and allow access to cash and
deposits during and outside business hours.
EFTPOS (Electronic Funds Transfer at Point of Sale)
is provided by a small machine located next to the
cash register in most shops, allowing you to use a
credit card or bankcard to make your purchase.
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BANKING

•

For students who intend to remain in Australia for
some time, it is advisable to open a bank account.
Opening an Australian bank account will allow
you to earn money in Australia. Any payment you
receive from employment or a scholarship will need
to be paid directly into an Australia account.

SUN AWARENESS

In order to open a bank account in Australia,
overseas students need to provide written
confirmation of their enrolment at their educational
institution, a student card and passport.

Looking for an address

www.whereis.com

The Australian sun is intense and may be harmful
to your skin. To avoid being sunburnt and skin
damage take the following steps:
During summer, before you go outside or to the
beach, apply SPF 30+, broad spectrum, waterresistant sunscreen to all areas except those that will
be covered by clothing. Do not forget your sunglasses.

It normally takes a week or so for bankcards to be
mailed to an applicant. There are many banks for
students to choose from and they all offer different
services, so it pays to ‘shop around’.

On very hot days, make sure you take extra SPF
30+ sunscreen, a broad brimmed hat, a bottle of
water, a long sleeved shirt with a collar, and long
pants if you intend on staying outdoors for an
extended period of time.

TRANSPORT

BEACH SAFETY

Sydney has an extensive public transport network
of buses, trains, ferries and light rail trams,
although cars are the main form of transport for
most people.

Sydney has some of Australia’s most beautiful
and popular beaches. Remember to enjoy them
safely. Always swim in between the red and yellow
flags, not outside them. The flags mark the safest
place to swim and the area where lifesavers and
life guards patrol. Raise and wave your hand if you
need help when you are in the water. Feel free to
speak to the lifesavers and ask them advice or
report any problems - Visit Surf Lifesaving Australia:
www.lifesaving.com.au

Sydney has an extensive railway network, and
trains are of most use to those living in outlying
suburbs, or for day trips out of the CBD. Sydney has
several train lines which service the state, all of
which stop at Central Station.
The new electronic ticketing system, Opal, is an
easy, convenient and fast way of travelling on the
public transport network in Sydney. Opal cards can
be automatically or manually topped up with funds.
Single trip tickets are also available. Visit the Opal
website for information about how to purchase and
use Opal: www.opal.com.au Your Opal card works
on trains, buses, light rail and ferries.
Overseas students may be permitted to drive
using their home country’s driver’s license. In
some cases, students may also need to apply
for a Temporary Overseas Visitors License. We
encourage students to contact RMS to confirm
what licensing requirements apply to them. You
can visit their website at http://www.rms.nsw.gov.
au/roads/index.html.
Some students, both international and domestic,
travel by bicycle. There are some bicycle lanes
around Sydney that are safer than riding on the
road. Maps and other information are available:
www.sydneycycleways.net
It is a legal requirement for bike helmets to be worn
at all times.
More information regarding transport in Sydney can
be found at:
•

Public Transport
www.transportnsw.info
(Train, Bus, Ferry and Light rail )

•

Taxi booking

133 300 or 131 008
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BUSH SAFETY
Sydney and NSW have many spectacular national
parks and areas of natural beauty we encourage
you to explore and enjoy safely. Before you organize
a trip make sure someone knows where you are
going, try to go with others, preferably a guide who
is familiar with the area. Wear good walking shoes,
take a first aid kit, plenty of food and water. Always
remember to check the weather forecast and take
anything you might need if the conditions change –
a jumper, rain coat etc – It is important to stay on
trails and walking tracks and be very careful if you
plan to swim in lakes or rivers. Do not dive in and
look for signs advising of any dangers. Do not feed
or touch animals. Try to stay within mobile phone
range. Visit NSW National Parks: www.nationalparks.
nsw.gov.au/safety/bushwalking-safety

VISA CONDITIONS
International students are required to observe
certain conditions. It is important that you
understand what your visa entitles you to do, and
what you are not permitted to do. In some instances,
the institute is required to report breaches of
Student Visa conditions to the Department of Home
Affairs. You should take the time to familiarise
yourself with visa requirements by visiting the
website http://www.homeaffairs.gov.au/
Main points you should be aware of include:
•

You must notify the institute of your current
Australian address and contact details within 7
days of arriving in Australia. Should you change
your address or contact details during your
enrollment you must notify the institute within
5 working days.

•

You must remain enrolled in a full time study
program (a standard of four units per semester),
and attend classes in accordance with the
institute attendance policy. You must maintain
satisfactory academic progress. If you are an
international student and you continually fail
units, the institute may need to report your
performance to the Department of Home Affairs.

•

You are permitted to work up to 40 hours per
fortnight during a semester. During holidays
you may work unlimited hours.

•

You are responsible for renewing your visa
when it is close to expiry; see Department of
Home Affairs website http://www.homeaffairs.
gov.au/ for information.

•

You are responsible for informing the institute of
any changes you wish to make to your course or

enrolment. Department of Home Affairs must have
accurate information on your course at all times. The
institute can then relay any information provided by
you after issuing the necessary approvals.
•

You are responsible for your finances and the
care of your dependents. As part of your visa
requirements you must show that you have the
necessary financial capacity to support yourself
and your dependents during your study. You are
to also ensure that any school aged children
are to be enrolled in and attending school. You
will need to pay for all necessary school fees.
Your dependents will need to leave Australia at
the time that you are required to do so.

•

You are required to complete 6 months of study
at a recognised higher education provider
before you are able to transfer to another
higher education provider. Please discuss
your circumstances with the Senior Student
Services Manager for further information.

•

You must maintain adequate Overseas
Students Health Cover (OSHC) throughout the
term of your student visa.
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Many international students get part-time or casual
jobs when they’re studying in Australia. It is very
important to understand your rights at work if you do.
Before you look for a job, make sure your visa allows
you to work in Australia. Contact the Department
of Home Affairs on 13 18 81 or visit https://www.
homeaffairs.gov.au/ if you have any questions.
If you are working, you will need a Tax File Number
(TFN) in order to meet your tax obligations. To
organise this, call the Australian Taxation Office on
13 28 61 or visit www.ato.gov.au. You need to give
your employer your tax file number so that you are
able to pay tax and lodge a tax return. Please keep
your Tax File Number private and secure to prevent
identity theft.

OVERSEAS STUDENT HEALTH COVER (OSHC)
All international students in Australia must have
Overseas Student Health Cover to cover the entire
period of their stay. The institute can help arrange
Overseas Student Health Cover for international
students. BUPA is currently the institute’s preferred
provider. The Department of Home Affairs requires
that all student visa holders must have Overseas
Student Health Cover.

KNOW YOUR RIGHTS
Remember, you are not only a student; you also live
in Australia to work and enjoy your life overseas.
You should know your rights and know how to
handle any difficulties you may meet.
In Australia, every person has the right to be
protected from unfair business practices. For
students, especially international students, some
issues might be extremely challenging, such as
renting and bond issues with a landlord, mobile
phone and the correct plan, or purchasing goods
such as cars and other things.
If you are unsure, you can contact NSW Fair Trading
and ask for advice in avoiding unfair business
practices. NSW Fair Trading is a state government
agency that resolves disputes between consumers
and businesses on issues such as shopping,
refunds, renting, cars, buying and selling property,
home building, product safety, scams and more.
NSW Fair Trading provide many tips for consumers
online, and a free smart app.
For further information, please refer to www.
fairtrading.nsw.gov.au/ftw/Youth/International_
students.page

Everyone working in Australia should have access
to basic rights at work. Before you start your
work, knowing your rights is essential. You should
access information on your employment rights and
conditions, and how to resolve workplace related
issues. We strongly recommend every student to
access the Fair Work website to know a sufficient
amount of information before you start work. Fair
Work Website is https://www.fairwork.gov.au/
We also urge international student to read the open
letter of Fair Work Ombudsman. The online versions
is available via https://www.fairwork.gov.au/aboutus/our-role/corporate/open-letter-to-internationalstudents
Please always remember: You are entitled to
minimum pay and conditions for any job, no matter
how long you stay in Australia. You should find out
about your entitlements. Your minimum pay and
conditions can come from an award, agreement or
contract. These are legal documents that say what
your employer is required to do and what you are
required to do as an employee.
If you have workplace issues need to resolve, you can
come to school to talk to Student Services, and you
can also get useful information from the Fair Work
Ombudsman via https://www.fairwork.gov.au/findhelp-for/young-workers-and-students
(Multi languages assistance is available). The Fair
Work Ombudsman provides advice to help you
understand your workplace rights and responsibilities.

LEGAL ADVICE
The Redfern Legal Centre provides free,
confidential advice to international students in
NSW about housing problems, fines, debts, car
accidents, employment, discrimination, family law,
domestic violence, and complaints about colleges
or universities. For advice, please call them on (02)
9698 7277 or go directly to their offices, located
at 73 Pitt Street, Redfern. For more information on
Redfern Legal Centre, please visit their website:
http://rlc.org.au/our-services/international-students.
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BEHAVIOURAL MISCONDUCT
Students are expected to maintain high standards
of behaviour, both on and off campus. Please refer
to the Student Code of Conduct, Part 3.

ACADEMIC INTEGRITY
The institute is committed to the highest level of
academic integrity in its units and courses and to
proactively educate and support its students in their
academic pursuits. The institute strives to produce
graduates with strong ethical foundations who will
act with integrity in their academic, professional and
personal dealings. Here are some key concepts you
should know:
Academic misconduct means conduct by which
a student seeks to gain an unfair or unjustified
academic advantage in a unit or course. It may be
intentional or unintentional. It includes, but is not
limited to, the following:

previously produced and assessed for another
unit or for a previous semester;
•

Misrepresenting, fabricating, or falsifying
information or data;

•

Using information in breach of a duty of
confidentiality;

•

Omitting reference to the relevant published
work of others for the purpose of claiming
personal discovery of new information;

•

Claiming joint authorship with other authors
without their permission;

•

Attributing work to others who have not
contributed to the research;

•

Failing to acknowledge work primarily produced
by a collaborator;

•

Making improper use of copyright material.

Cheating means seeking to obtain an unfair
academic advantage or assist another student to
obtain an unfair academic advantage. It includes,
but is not limited to, the following:

•

Plagiarism or assisting someone else to commit
plagiarism;

•

Purchasing an assignment and submitting it as
though it is the student’s own work;

•

Submitting falsified, copied or improperly
obtained data relating to academic work;

•

Cheating, acting dishonestly or otherwise
attempting to gain an unfair advantage in an
examination or any other assessment task;

•

Submitting an assessment task written for the
student by another person or which the student
has copied from another person;

•

Collusion with or assisting someone else to
cheat, plagiarise or engage in other types of
academic misconduct;

•

Claiming falsely that a student was present at
an activity where attendance is required;

•

Completing an assessment task outside the
conditions specified for that assessment task.

•

Submitting, as a new work an assessment task
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Cheating in examinations means seeking to
obtain an unfair academic advantage while
undertaking an examination. It includes, but is not
limited to:
• Communicating, in any way, during an
examination with any person who is not an
examination supervisor;
• Accepting from, or providing assistance to, any
person who is not an examination supervisor
during the examination;
• Reading or copying from another student’s
work in an examination;
• Possessing, referring to or having access to
any material or device containing information
directly or indirectly related to the subject
matter under examination, other than that
explicitly approved by the Unit Coordinator;
• Permitting another person to attend an
examination on a student’s behalf or attending
an examination on behalf of another student.
Collusion occurs when two or more students
act together to cheat, plagiarise or engage in
other types of academic misconduct.

face academic penalties, including reduction of
marks, a fail grade, exclusion or expulsion.
To avoid academic misconduct, we strongly
recommends that students attend academic
and learning support workshops to improve
their academic skills. The institute also offers a
compulsory online academic integrity workshop
that helps to improve students’ awareness of
academic integrity and promote the institute’s
culture of academic excellence and research. For
more information or assistance, please contact
your teachers, the institute’s English Language
Coordinator, librarians or academic staff.
Academic integrity policy please refer to https://
www.top.edu.au/about-us/policy-register

Plagiarism is when someone intentionally or
unintentionally uses the work of other persons,
copying (in whole or in part) the work or data
of other persons, or presenting substantial
extracts from written, printed, electronic or other
media in a student’s written work without due
acknowledgement. Plagiarism involves giving the
impression that a student has thought, written or
produced something that has, in fact, been taken
from another. Plagiarism has also taken place
when direct use of others’ words is not indicated,
for example by inverted commas or indentation, in
addition to appropriate citation of the source.
Extreme academic misconduct is academic
misconduct of a very serious and deliberate
nature and includes, but is not limited to:
• Repeated acts of deliberate academic
misconduct across multiple assessment tasks;
• Submitting a whole piece of work which is “ghost
written”, stolen from another student, copied from
a book, journal or internet site, or purchased;
• Falsifying data that is used in a major
assessment task;
• Permitting another person to attend an
examination on a student’s behalf or attending
an examination on behalf of another student.
Students who intentionally engage in academic
misconduct, including plagiarism or cheating, will
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STUDENT FEEDBACK
The institute highly values student feedback and
considers student feedback and evaluation as
a key component of our Institute’s internal and
external quality assurance. Students’ views about
their experience at the institute provide valuable
information in maintaining a successful teaching
and learning environment and contributing to
ongoing improvement.

within the Institute, you may speak to the
following independent external parties:
•

Overseas Students Ombudsman (International
Students)
Website: http://www.oso.gov.au/
Call: 1300 362 072 within Australia.
Outside Australia call +61 2 6276 0111.
Enquiries: 9:00am to 5:00pm Monday to
Friday, Australian Eastern Standard Time
(Australian Eastern Daylight Time when
daylight savings is in effect)
Fax: 02 6276 0123
Postal: GPO Box 442 Canberra ACT 2601.

•

Resolution Institute (Domestic Students)
Website: https://www.resolution.institute/
Address: Level 1 and 2, 13-15 Bridge Street,
Sydney NSW 2000
Freecall: 1800 651 650
Email: infoaus@resolution.institute

•

Domestic FEE-HELP
A student who is enrolled in or entitled to FEEHELP and is not satisfied with the decision
may apply to the Administrative Appeals
Tribunal (AAT) for a review of that decision.
Further information about the AAT including all
costs and required application forms can be
obtained from www.aat.gov.au.

The institute has multiple channels in place to
collect student feedback, including
•

Student Satisfaction Survey

•

Individual student consultation

•

Focus Groups

•

Graduate Survey

•

Suggestion Box

You can also provide your feedback to the student
representatives of Council, Academic Board, and
other governance and management Committees.

STUDENT COMPLAINTS AND APPEALS
The institute wants its students to enjoy their time
while studying at the Institute. You have the right to
report problems, concerns or grievances regarding
any aspect of your education or other related
activities, which are within the control of the
institute and its management staff. The institute
will attend to your complaint and ensure that your
concerns are addressed appropriately and as
quickly as possible.
For more information on the student complaints
and appeals procedure, please refer to the
Student Complaints and Appeals Policy and
Procedures via https://www.top.edu.au/about-us/
policy-register

EXTERNAL MEDIATION
To provide you with a fair resolution to your
complaints and grievances, independent
third parties maybe involved for advice and
management of your complaint. If you are
dissatisfied with the outcome of any appeals
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LEGISLATIVE AND
REGULATORY
REQUIREMENTS
THE EDUCATION SERVICES FOR
OVERSEAS STUDENTS (ESOS) LEGISLATIVE
FRAMEWORK
The ESOS laws are in place to protect the interests
of international students. These laws include the
Education Services for Overseas Students Act 2000
and the ESOS National Code.
These laws provide international students with tuition
and financial assurance as well as a nationally
consistent approach to the approval of providers
on the Commonwealth Register of Institutions and
Courses for Overseas Students (CRICOS).
For more information on the ESOS Framework and
the protection it offers to international students
please visit: https://internationaleducation.gov.au.

WORKPLACE HEALTH AND SAFETY
The institute guarantees to meet its duty of care to
staff, students and visitors by providing a healthy and
safe environment in which to work and study. As part
of its guarantee, the institute is continually making
improvements and establishing systems to ensure its
employees and students are provided a safe working
environment. Any possible hazards from equipment
and facilities are to be reported to the Facilities
Manager on (02) 9209 4888.
It is expected that students and employees of the
institute will conduct themselves in a safe and
healthy manner and will at all times ensure that they
prevent others from incurring any injury, damage or
disease.
In case of fire, students are to make their way to the
nearest exit and to meet outside and well clear of
the building for roll call. The appointed Fire Warden’s
instructions are to be followed at all times throughout
the evacuation process.
The institute acknowledges the health risks
associated with smoking. Accordingly, smoking
is strictly prohibited within the premises of the
Institute. If students wish to smoke they must leave
the premises and ensure that they are at least 5
metres away from any doorway into the Institute.
Students and employees of the institute share the
responsibility in making this ban known to fellow
students and employees.
A first aid kit is located at both sites of the
Institute. Kits are available at the front desk of

the Administration Office in Biomedical Building,
Yerrabingin House (Building 3) and with the Student
Services Department on Level 1, Bay 16.

DISCRIMINATION AND HARASSMENT
The institute prides itself on being a tolerant,
nurturing and welcoming environment to its student.
Therefore, any acts of discrimination or harassment
of any manner will not be tolerated and may be
subject to penalties and sanctions.
The institute has a framework of policies in place to
address such issues. For more information refer to
the Code of Conduct for Students via https://www.
top.edu.au/about-us/policy-register
Students who wish to discuss a concern with respect to
such matters should consult the Senior Student Services
Manager or send email to counselling@top.edu.au

COPYRIGHT
The Institute, its employees and its students are to
abide by the provisions of the Copyright Act at all
times. The institute currently holds an Educational
(Statutory) License as set out under the Copyright Act
1968 which allows for the institute to copy and share
print and graphic works for educational purposes
only. Please refer to the Copyright Guidelines for
further information via https://www.top.edu.au/
about-us/policy-register

PRIVACY
The institute appreciates that privacy is very important
to you and recognises your rights to expect that your
personal information will be kept confidential and
held securely and privately. The institute ensures that
its obligations under the Privacy Act and the National
Privacy Principles, which aim to protect your personally
identifiable information, are complied with.
The institute will collect certain information about you,
such as your name, address, and contact details when
you register with us. We may also collect this and other
specific types of personal information necessary for the
particular product or service you request from us. The
institute will not ask you for any personal information
which is not required. The institute collects information
only for purposes related to business.
For more information on the Privacy Policy, refer to
the policy on the website www.top.edu.au
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NEIGHBOURHOOD AREA
GUIDE

C

Community centers

M

Medical

D

Dental
Police/Fire Station

B

Banks

P

Post office
Parks and public area
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EMERGENCIES
EMERGENCY CONTACTS
24/7 emergency contact: +61 430 589 903
South Eveleigh security contact: +61 2 9209 4666

South Eveleigh Security
South Eveleigh security is available 24/7, and offers
services such as accompanying you to your car or
the train station if you are feeling unsafe. This is to
ensure that everyone working, studying and living in
the park feels secure and protected.
The park is equipped with a state-of-the-art security
and access control system, allowing surveillance of all
activity in and around the South Eveleigh, including
closed circuit television monitoring, alarms and
motion detection systems.

Redfern Police Station
1 Lawson St, Redfern NSW 2016

+61 2 8303 5199

EMERGENCY EXIT
Emergency exits are located in Bay 16 and
Biomedical Building. In the instance of an emergency,
The institute’s trained fire wardens will direct
students safely away from danger.

FIRST AID AND MEDICAL EMERGENCIES
A basic first aid kit is located in Suite 16101. For
more serious medical issues, please refer to the most
proximate hospitals and medical centres:
•

REDFERN STATION MEDICAL CENTRE
Address: Level1 /147-151 Redfern Street,
Redfern NSW 2016

+61 2 8313 2999
•

ROYAL PRINCE ALFRED HOSPITAL

DISCLAIMER

Address: Missenden Rd, Camperdown NSW 2050

The information is correct at the time of printing and
that the institute reserves the right to change the
information at a later date. Students are advised to
seek further clarification and advice before relying
on the Handbook. The references to legal services
are only for information only and do not constitute
legal advice.

+61 2 9515 6111
•

ST VINCENT’S HOSPITAL SYDNEY
Address: 390 Victoria St, Darlinghurst NSW 2010

+61 2 8382 1111
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CONTACT DETAILS
HOBART STAFF OFFICES
Administration Office:
Lower Ground, 188 Collins Street,
Hobart, TAS 7000
Academic Office:
Lower Ground, 188 Collins Street,
Hobart, TAS 7000

TRANSPORT AND PARKING
By Bus
You can take bus 540 to the campus. The bus stop closest
to the campus is on No. 134 Liverpool Street. For bus
timetables and trip plan please visit https://www.metrotas.
com.au/.

Phone: +61 3 6200 8709
Email: info.tas@top.edu.au
Office business hours:
Monday to Friday 09:00 to 17:00
Website: www.top.edu.au
KEY CONTACT DETAILS
General enquiries
Email: info.tas@top.edu.au
Admission enquiries
Email: admission.tas@top.edu.au
Academic enquiries for business
Email: as.tas@top.edu.au
Student services enquiries
Email: studentservices.tas@top.edu.au
IT support
Email: itsupport@top.edu.au
Social Media
Our community is united by a passion for learning
and innovation. To keep up with the latest events
and news, you’ll always find something interesting
to read on our social media: Facebook (Australian
National Institute of Management and Commerce
and TOP Library), Google+(Top Education), Twitter (@
au_imc), LinkedIn (Top Education Group) and Blog
(www.top.edu.au/blog).

Individual faculty members are to be contacted
via their email address, provided in unit outlines
to enrolled students.
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YOUR RIGHTS AND
RESPONSIBILITIES
In this section we will advise you about your rights and
responsibilities as a student.
STUDENT RIGHTS

STUDENT RESPONSIBILITY

The institute has a reputation of providing a safe,
progressive and friendly place to study. The institute
aims to provide a supportive and collaborative
teaching and learning environment to every student,
to benefit individuals and the community. You
have the right to expect that your education at the
institute will be at a consistently high academic
standard. You have the right to equal access to
resources and accurate and transparent information
from the Institute itself.

ENROLMENT OBLIGATIONS

The institute provides students with multiple
channels to express their voice and their feedback.
We encourage students to be active in the institute
community, through participating in student body
activities and professional development programs.
For more information on Student Bodies and
Professional Development Programs please refer to
Part 9 of the handbook.
We welcome student feedback. Students have the
right to report any issues or grievances regarding both
academic and non-academic matters. If you have any
problems, complaints or grievances, you may report
it to the institute’s Student Rights and Protection Unit
under the Student Experience Committee. For more
information on Feedback, Complaints and Appeals
please refer to Part 13.
The institute appreciates that privacy is very
important to students. When you enrol at IMC, any
personal information provided, such as address and
contact details, is covered by the Privacy Act and the
National Privacy Principles. The institute recognises
your right to expect that your personal information
will be kept confidential and held securely and
privately. For more information about Privacy and
Personal Information please refer to Part 14.
The institute prides itself on being a fair, tolerant,
welcoming environment for every student. Any acts
of discrimination or harassment of any manner will
not be tolerated. For more information about Antidiscrimination and harassment, please refer to the
Student Policies and Procedures page at www.top.
edu.au.

Students are responsible for abiding with the
conditions required under their enrolment. This
may include:
1. Keeping their enrolment and contact
information updated in the institute database;
2. Regularly checking their student email account
and Moodle notifications;
3. Planning their enrolment according to the rules
of the course, within the required study period.
It is expected that students will have consulted
and obtained the relevant advice from the
Admissions team on recognising credit for any
prior learning;
4. Paying their fees in accordance with the
deadlines given by the Institute; and
5. International students to abide by their VISA
conditions in relation to enrolment in a course.

CODE OF CONDUCT FOR STUDENTS
The institute is committed to providing a safe,
harmonious and tolerant environment in which
students are enabled to achieve their full
academic potential. There is an expectation that
students share the responsibility with the institute
and its staff of ensuring the maintenance of
this environment by behaving in a mature and
responsible manner and showing respect for all
other students, teachers, associates of the institute.
It is expected that student conduct will be consistent
with the values of the institute and contribute to
their own and others’ experience at IMC.
Outlined below are some of the responsibilities that
we expect our students to embody while studying
here at the Institute. You can access the full Code
of Conduct for Students via https://www.top.edu.
au/about-us/policy-register
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YOUR RIGHTS AND RESPONSIBILITIES

RESPONSIBLE BEHAVIOUR
You are expected to behave responsibly and promote
the values of the institute at all times. You should
respect all rules and regulations. It is expected that
you will follow the policies and procedures of the
institute and attend to your duties as a student i.e.
maintaining your academic performance as well as
engaging with the wider community.
ACADEMIC MISCONDUCT
Students are to conduct themselves responsibly
during examinations and assessments. The institute
will not tolerate any acts of plagiarism, cheating,
academic dishonesty and/or fraudulent behavior during
exams and assessments. Such behavior will result in
disciplinary action and may also lead to a permanent
mark on your record. For more information please refer
to the Website www.top.edu.au
RESPECT FOR OTHERS
You are required to treat all members of staff and
your fellow students with respect. Students are to be
conscious of their behaviour and not cause offense or
discomfort to the teaching staff or their fellow students.
For example, speaking consistently while lectures are
in progress will not be tolerated and you will be asked
to leave the classroom if you continually interrupt the
lecturer or other students. Students must respect
the privacy of other students and staff members. The
institute maintains confidentiality in regard to personal
details. Intentionally disclosing the personal confidential
details of an individual such as a student’s sexual
orientation, health conditions or religious beliefs to
others in circumstances where that individual has not
authorised or given permission for such disclosure is
harassment.
RESPECT FOR PROPERTY
At all times, students are to respect and maintain the
property of the institute and of Hobart Campus. Students
must not cause damage, including but not limited to,
destruction of property, pollution or vandalising any
part of the premises, property, resources or facilities.
Students must also refrain from putting up signs on the
premises that may be obscene, derogatory of any subject
or persons and/or of a subject matter that is illegal.
HARASSMENT
Harassment is not tolerated at the institute.
Harassment includes any act of physical or verbal
abuse, bullying, improper influence and/or intimidation
committed by a student upon others. Harassment may
include an associate of the institute or an associate
of a student or staff member at the institute. Bullying,
due to its ongoing nature, is intimidating, threatening
and a cause of distress, and IMC shows no tolerance
for students engaging in this kind of behavior.
Harassment and bullying can occur face to face or
via social media, telephone or email. In upholding

the institute’s stand on harassment and bullying,
students must ensure that any such conduct is in no
way condoned and should be reported.You can report
these issues via counselling@top.edu.au All student’s
concerns will be kept private and confidential.
SEXUAL ASSAULT AND HARASSMENT
Sexual assault is a crime. Any student found to
have engaged in this crime will be reported to the
appropriate authorities. Sexual harassment, in any
form, is prohibited by the institute. Sexual harassment
is any unwelcomed behavior of a sexual nature,
including, but not limited to, unwelcomed sexual
advances, persistent questions relating to a person’s
sexual orientation or sex life, or unwelcome requests
for sex or sexual favours. Such behavior is considered
sexual harassment in circumstances where a
reasonable person would anticipate the person(the
subject of the harassment) would be offended,
humiliated or intimidated. Any student found to have
engaged in misconduct that amounts to harassment
or sexual harassment may not only face disciplinary
action by the institute but may also be reported to the
appropriate authorities. Sexual assault is a serious
crime and will not only be investigated by the institute
but reported to police immediately.
DISCRIMINATION
Students are prohibited from all types of discrimination,
which includes victimising, antagonising or singling out
any person or group of persons for any purpose or on
any grounds is a form of discrimination. The institute’s
Anti-discrimination, Anti-harassment and Equal
Opportunity Policy provides details on what constitutes
of discriminatory conduct. Students are prohibited from
inciting or encouraging any other person to take part in
conduct that is discriminating against any other student,
staff member or associate of the institute. Students
should report any instances of discriminatory conduct
immediately. The institute will investigate all complaints
according to the procedures outlined in this Code and
other relevant policies as well as antidiscrimination laws.
DRUGS AND ALCOHOL
Consumption, distribution or the creation of illicit
drugs or alcoholic substances while on the institute’s
premises is strictly prohibited. Under no circumstances
are students permitted to have in their possession
any alcoholic substances, illicit drugs or drug
paraphernalia. Students are prohibited from being
drunk or under the influence of drugs while on the
premises of the institute. Students must not encourage
other students or associates to consume drugs or
alcohol and where any substances are given to another
student, staff member or associate whether accidently,
carelessly or intentionally without their knowledge or
consent, the matter will be referred for disciplinary
action and intervention by the appropriate authorities.
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YOUR RIGHTS AND RESPONSIBILITIES

SMOKING IS A HEALTH HAZARD
Smoking is prohibited in all buildings of premises including the toilets. If students wish to smoke they may do so
within the designated smoking areas.
FALSE DOCUMENTS
Students must not make any false representations regarding themselves as our students or students or staff
members of another kind. Falsification of academic transcripts or other documents provided or purported to be
provided to the institute is strictly prohibited.
For more information on the Student Code of Conduct, please refer to the Student Policies and Procedures register
which can be found at the website: www.top.edu.au.
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STUDENT LIFE
STUDENT NUMBER
Your student number is generated at the time of
enrolment into your chosen course of study, and serves
as your unique identifier during your study here.

STUDENT EMAIL
Your student email will be provided to you following
your enrolment and all official correspondence
from the institute will be sent to this email. The
confirmation of your student email with username,
password and instruction, will be sent to the
personal email account information provided to the
institute during the enrolment process. Students
should receive this confirmation notification within
48 hours once completing enrolment. For assistance
or if you do not receive confirmation, please contact
itsupport.tas@top.edu.au.

STUDENT ID CARD
Your student card will be provided to you following
your enrolment and serves as your official
identification for all assessment and administrative
purposes. Student cards are required for using
library resources, and can also have credit loaded
on it for printing and photocopying services. This
unique student identification card is required to sit
all examinations. Any fraud or inappropriate use of
the student identification card will be regarded as
serious misconduct and may be subject to penalties
and sanctions.

and final assessment. For more information on
assessment, please refer to the Assessment Policy
and Procedure.

SPECIAL CONSIDERATION PROCEDURES
A student who has been prevented through an
illness or other unavoidable and/or unforeseen
circumstances from satisfying the normal
assessment requirements for a unit may apply for
special consideration of his/her assessment.
A student must complete a formal application for a
supplementary assessment or special consideration
as soon as practicable and within five working days
of the assessment.
As stated above only students with extenuating
and compelling circumstances are eligible for
a supplementary examination. Extenuating and
compelling circumstances may include:
•

Illness (supported by medical certificates)

•

Family trauma (supported by evidence)

•

Acute Personal/Emotional Circumstances
(medical certificate or letter from a counselling
service must be obtained);

•

Victim of Crime – A copy of the police report and
/ or appropriate medical professional report is
required. Note it is the stress brought on by being
a victim of the crime which may be considered
exceptional circumstances, rather than the crime
itself. The stress and its impact on academic
performance must be evidenced; and

•

Pregnancy – A medical report from the student’s
doctor or midwife must be provided as evidence
that the student is unable to sit the exam on the
nominated date.

UNIT MATERIALS AND TEXTBOOKS
Required textbooks and recommended texts and
materials will be listed in each unit outline. Our staff
can assist students in sourcing and purchasing texts
and materials. Students are required to purchase
the required text for each course. For help with using
databases and e-books, please contact our library
support staff. You can also attend workshops to
enhance your information and resource searching. More
information on library resources can be found on the
institute’s Library Website: http://library.top.edu.au/

ASSESSMENTS

SPECIAL EXAMINATION ARRANGEMENTS
We will try its best to accommodate any student
with current medical condition/s and/or disabilities.
Students who may require assistance are to seek
advice from the Academic Administration team.

Details of assessment tasks for each unit are
available in individual unit outlines provided at the
beginning of semester. Assessments in each unit
may be made up of several components, such as a
formal examination, essays, tests, assignments, oral
presentations and participation in class.
The final mark that a student receives in a unit will
be determined by the lecturer or examiner of each
unit and will take into account all aspects of internal
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STUDENT LIFE

THE GRADING SYSTEM
Grade

Descriptions
High Distinction(HD)
85% - 100%
Distinction(D)
75% - 84%

An outstanding level of achievement. The student has an extensive knowledge
and understanding of the unit material and unit objectives beyond the normal
expectations of the course; very high level of competence.
A high level of achievement. The student exhibits a comprehensive
understanding of the unit content and unit objectives and can readily
apply this knowledge; high level of competence.

Credit(C)
65% -74%

Substantial level of achievement. The student has a thorough knowledge
and understanding of the unit content and unit objectives and is competent
in the processes and skills of the course; reasonable level of competence.

Pass(P)
50% - 64%

Satisfactory achievement. The student has demonstrated an acceptable
level of knowledge and understanding of the unit content and unit
objectives and has achieved a basic level of competence in the processes,
skills and knowledge of this unit; adequate level of competence.

Fail(F)
0 - 49%

Unsatisfactory achievement in the unit. The student has limited knowledge
and understanding of the unit content and unit objectives and has not
been able to demonstrate a satisfactory level of competence and skill in
the unit content.

Failed Compulsory
Component
(FCC)
Fail Absent
(FA)

The student with a current enrolment failed a component of the
unit deemed essential to pass the unit. A FCC grade can apply to a
student with an aggregate mark greater than 50%.
The student did not attend the final exam.

Fail Incomplete
(FI)

The student did not satisfactorily complete all required with-in
semester assessment tasks.

Fail Withdrawn
(FW)

The student has withdrawn after the census date with academic penalty.
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STUDENT LIFE

LEARNING SKILLS AND
RESOURCE SUPPORT
The institute designs tailored support programs and
coordinates with both the Business and Law school
to deliver substantive, effective learning skills, study
and available resources, designed to meet student
needs and to facilitate learning. This includes:
•

Providing English language proficiency support;

•

Running regularly face-to-face and online
academic skills workshop and seminars;

•

Other forms of learning support for students
with special service/learning needs.

You can always get advice and assistance from
our Academic Support Team and Student Support
Services. If you have any problems about unit
content, we encourage students to raise questions
and ask their lecturers or tutors. We also suggest that
students book consultation sessions with lecturers if
they need any extra assistance with their study.
If you encounter any issues with, or questions about,
writing assignments, using academic databases,
and/or improving your Academic English, you can
attend an academic skills in-class workshop, or take
individual consultation with our Learning Skills and
Language Support Coordinator. Information on faceto-face academic skills workshops and seminars is
available on Moodle. You can also contact learning.
tas@top.edu.au for assistance, or contact the staff
in person at the Learning Resource Centre.
The institute also offers an online Academic Integrity
Module (AIM) to help students understand the
institute’s academic culture and how to avoid academic
misconduct. For more information on Academic
Misconduct, please refer to our website www.top.edu.au

STUDENT PROGRESSION
During enrolment at the institute all students must
demonstrate consistency and progress in their studies.
Course progress assessments will take place
at the end of each semester. At this time, you
will be formally assessed based on your course
progression and if you are not meeting 50% of
the course requirements you will be nominated as
making unsatisfactory progress. Progression is also
monitored progressively throughout each semester
via attendance and assessment performance.
Each unit will have assessment tasks. You are
required to complete each assessment task to satisfy
the course requirements. For more information on
progression, please refer to the Student Progression,
Exclusion and Graduation Policy.
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STUDENT LIFE

EARLY INTERVENTION FOR STUDENTS AT
RISK
Student performance within each teaching period
will be monitored to assist towards successful
completion of the units in which they are enrolled
in. Students whose performance is deemed to be at
risk will be identified through an early intervention
strategy. Indicators of students at risk of not
completing the unit satisfactorily may include:
•

Not attending lectures and/or tutorials.

•

Not performing adequately in assessment tasks.

Where you are identified as at risk of failure you will
be counselled on academic matters and advised to
access available support services.
For more information on progression and
early intervention, please refer to the Student
Progression, Exclusion and Graduation Policy on
our website.

STUDENT DOCUMENTS
An Academic Transcript is a certified record of a
student’s full enrolment history at the institute. This
includes all courses attempted, results received,
and awards conferred. To apply for an Academic
Transcript, please email your full name and student
number to myrecords@top.edu.au

A Completion Letter is an official document that is
required by an external organisation to confirm a
student has graduated or completed the necessary
requirements to finish their degree. To apply for a
Completion Letter, students must complete an ‘I Expect
to Complete’ form and submit it to the Academic
Department. If student’s have queries regarding their
eligibility to meet requirements, they should contact an
adviser in the Academic Department.
A Graduation Certificate is a certified credential
that represents the completion of a degree at the
institute. Students that do not wish to attend the
Graduation Ceremony may collect their Certificate
from the Administration Office.
A Confirmation of Enrolment (CoE) contains
significant information about an international
student’s enrolment status at the institute. To apply
for a CoE please email your full name and student
number to application@top.edu.au.
A Proof of Enrolment Letter is a letter used to verify and
confirm a student’s enrolment at the institute. To apply
for a Proof of Enrolment Letter please email your full
name and student number to myrecords@top.edu.au
All documents can be collected from the
Administration Office or received via email as a
PDF document. For information, please contact the
Administration Office at admission@top.edu.au or
call on (03) 6200 8709 .
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CREDIT TRANSFER AND ARTICULATION
The award of credit transfer and recognition of prior
learning is designed to facilitate a more tailored and
relevant course of study through validation of learning
gained through work and life experience. It also aids
credit transfers between educational institutions, and
helps eliminate duplication of learning.
The institute’s Recognition of Prior Learning (RPL)
Policy strives to be equitable, evidence driven and
provide a transparent process for determining an
appropriate amount of RPL credit for each student.
For more information on credit transfer, please refer
to the RPL policy available on our website.

WITHDRAWAL OF THE COURSE
If you wish to cancel your enrolment you must
complete a Withdrawal of Course Form with all
supporting documentation attached. You will receive
notification in writing of the outcome of the request.
If you have any questions about withdrawing from
your course of study, please contact Student Services
studentservices.tas@top.edu.au.

LEAVE OF ABSENCE
A Leave of absence is a period of time that allows
students to take a temporary break from studies. You
are only permitted for a leave of absence during the
course through a formal agreement with the Institute.
For more information on a Leave of Absence please
refer to the Student Progression, Exclusion and
Graduation Policy.

DEFERRAL, SUSPENSION AND
CANCELLATION

For more information on deferral, please contact the
admissions department directly.

INITIATED DEFERRAL, SUSPENSION OR
CANCELLATION
The institute may suspend a student’s enrolment
where there are instances of misconduct. Such
circumstances include where the student:
• has been in serious breach of the institute rule;
• is in breach of enrolment conditions; or
• is considered to present a threat to the well-being
of other students or staff.
The institute may cancel a student enrolment for:
• a serious breach of the institute policy;
• breach of enrolment conditions;
• where a student is considered to provide a threat
to the well-being of other students or staff;
• serious misconduct;
• failing to meet the requirements of the course
progress policy; and
• non-payment of tuition fee.
Where suspension or cancellation is initiated by the
institute, you will receive a notice of Intent to Suspend
or Cancel Enrollment. This notice will clearly indicate
that you will be given 20 working days to access the
Institute’s internal appeals process. When the appeal
process is initiated, the institute will maintain the
student’s enrolment until the internal appeals process
is complete.
For international students, the suspension or
cancellation will be notified to the Department of Home
Affairs on completion of the 20 working days or at the
end of the appeals process if the appeal is not upheld.

In some circumstances, after making a tuition fee
payment you may still have the option to defer your
course for up to one year. Deferment of a course is
open to both international and domestic students. All
applications for deferral are assessed on a case-bycase basis and may depend on your chosen course.
To apply for a deferral, please submit a Deferment of
Program application form to the admissions office.
After your deferral application is processed, for
international students we will inform the Department
of Home Affairs via the PRISMS system and a new CoE
will be issued. For domestic students, the institute will
update your enrolment status in the system.
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FINANCE
TUITION FEES
Student tuition fees are based on the current rate
at the time of issuing an offer. Fees are reviewed
annually and are subject to change. Please refer to
https://www.top.edu.au/future-students/fees

FEES REFUND POLICY
INTERNATIONAL STUDENTS
Tuition fees will be refunded only in the following
circumstances:
i.

The student is refused a visa for study in
Australia (documentation required)

ii. In the event that the institute is unable to
provide the course, all tuition fees paid are fully
refundable;
iii. Where a student gives notice in writing at
least four (4) weeks before commencement
of that semester or the specified date for
commencement of a program, they will be
entitled to a refund of Tuition Fees paid for the
semester, less twenty per cent (20%) of the
prescribed semester fee;
iv. Where a student gives notice in writing less
than four (4) weeks prior to the commencement
of that semester or the specified date for
commencement of a program, and before the
census date they will be entitled to a refund
of Tuition Fees paid for the semester, less fifty
percent (50%) of the prescribed semester fee; or
v.

Where a student gives notice in writing of the
cancellation of enrolment in a course more
than four (4) weeks after the start of the course
no Tuition Fees are refundable.

International Students Fees are protected by
the Australian Government’s Tuition Protection
Service (TPS).

ADDITIONAL COSTS
Textbooks: Costs are dependent on the unit of study.
For business textbooks, you may need approximately
$120 per unit. For law textbooks, you may need
$200 - $300 per textbook. You may receive course
notes from the lecturer, and you must buy your own
stationary: folders, note-books, etc.
For more information, please refer to https://www.
top.edu.au/future-students/fees/international-fees
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LEARNING RESOURCE
CENTRE
In the learning resource centre, students
can access computers, a core and reference
textbooks and e-books. Our staff are highly
trained in information retrieval and analysis,
and are available by appointment for assistance
and training with information resources.
The institute also provides acquiring a large number
of database and eBook resources. Students can
access via our website http://library.top.edu.au/,
is complete with subject-specific guides, and pages
designed to assist students with every aspect of
their learning and professional development. On
the home page of our site is our search system,
complete with Google-style functionality, giving
students instant access, at a click, across the wide
range of journal and eBook resources we have
available for their research needs.

COPY, PRINTING AND SCANNING
We have copy, printing and scanning available in
the Learning Resource Centre for students.
The copy and printing cost is 10 cents for 1 side
per page. Double sides copying and printing cost
20 cents per page. Student need to charge the
credit to their account before using the services.

STUDENT WIFI
The institute provides free on site WIFI service for all
students. The service covers all IMC campus areas.
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IT SERVICES
Students will receive confirmation of their student accounts with access to students’ email services, Moodle,
campus WIFI within 48 hours of completing enrolment (exclude weekends). If you have problems of accessing
any of these IT services, please contact ithelpdesk@top.edu.au for assistance.

SCHOOL EMAIL SERVICES
The institute provides Google G-Suite service for all our students. This includes Gmail, Google drive, Google
Calendar for free.
A student’s school email will be the primary contact email address. All school admission emails, financial
notifications and academic related activities emails will be sent to the school email address. We
recommend students check their school email account on a daily basis.

MOODLE ACCESS AND USE
The institute uses Moodle as an online platform to provide students with a collaborative and supportive
learning environment. Moodle is a user- friendly platform, and is accessible off-campus on PC, Mac OS,
tablets, and mobile devices.
Student can use Moodle to access learning resources for their units. This can be also used to interact with
lecturers and classmates via unit forum, participate in online academic skills workshops, complete unit
quizzes, and submit assignments. Student can login to Moodle via http://te.moodle.com.au/login/index.php

54

Hobart Campus | Part 8

SCHOLARSHIPS AND
AWARDS
The institute offers a wide range of
scholarships and awards each year to
both domestic and international students.
Scholarships and awards are designed
to recognise academic, leadership and
community achievements and to assist
students for a variety of reasons. Student can
get the detailed information on https://www.
top.edu.au/future-students/scholarships
To make further enquiries, please email
admission.tas@top.edu.au
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STUDENT PARTICIPATION
AND SOCIAL ACTIVITIES
The institute is invested in the success of its students. We want to prepare our graduates to be job ready
and to be the best possible version of themselves, professionally, academically and personally.
Here, we are always finding ways to enhance student experiences and make your time here at the institute
memorable. Throughout the year we organise social activities. These activities not only provide you with
a social environment, a fun atmosphere and a chance to meet different classmates, it also gives you the
chance to explore Australian. We also offer students a wide range of events, including a number of cultural
events and exchanges, sightseeing, mental health awareness weeks and social activities throughout
the year. Information on social activities will be sent to students via a regular Student Newsletter, and
information will also be shared via Moodle announcements.
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The institute is committed to providing and
maintaining a healthy, friendly and collaborative
environment for all students. You can find
assistance via the student support team, online
resources, workshops and professional bodies.

EMPLOYMENT
All international students have the same workplace
rights as other workers in Australia. The Fair Work
Ombudsman provides free advice and assistance
to all workers (including students) to help them
understand their rights.
Please refer to www.fairwork.gov.au

SAFETY
While Hobart is safe to navigate by foot during
daylight hours, students should be cautious
walking alone after dark in the CBD, particularly in
and around the Elizabeth Street Mall, St David’s
Park, Franklin Square, and areas close to drinking
establishments in Salamanca Place and on the
waterfront. Poorly lit streets, minimal police
presence and a general lack of foot traffic make
areas of Hobart at times more dangerous than
parts of more populated Australian cities. Having
said that, violent crime is still very rare.
For more personal safety tips and crime prevention,
you can visit the safety page of Hobart city via:
https://www.hobartcity.com.au/Community/
Community-Programs/Community-safety
For more safety information, please refer to
https://www.top.edu.au/current-students/studentservices/safety-and-wellbeing

ROAD SAFETY
All road users in Tasmania should be able to arrive
safely at their destination.
In Australia we drive on the left side of the road
and walk on the left.
For road safety tips refer to
•

https://www.transport.tas.gov.au/roadsafety

FIRE SAFETY
The first priority in any fire situation is safety of life.

If there is a fire/smoke in Hobart Campus, please
follow the following the procedure:
•
•
•
•
•

Remove yourself and others from danger;
Make a final check of the room and shut the door;
Raise the alarm;
Follow the instructions by fire wardens;
Commence evacuation and move to the
evacuation assembly area.

Always remember, if there is emergency call 000
(Police, Ambulance and Fire). You can also find the
institute’s Critical Incident Policy online:
https://www.top.edu.au/about-us/policy-register
Further emergency contacts for dealing with critical
incidents are provided below:
The Victims of Crime Service 1300 300 238
Alcohol and Drug Information Service (ADIS) 1800
811 994
Australia Rape Crisis Centre 1800 211 028
Sexual Assault Support Service 1800 697 877 or if
you need counselling services please contact (03)
6231 0044
Please note, if you encounter difficulty or danger
and need support from the institute, please do not
hesitate to ask us. The institute staff is here to
support you, help you study and to live safely while
in Australia.

HEALTH
If you are unwell prior to arriving on campus, you
are required to attend a medical practice close to
your home. If you become unwell whilst on campus,
the closest is The Lucy Rose Clinic, located only
150m away from the campus.
The Lucy Rose Clinic: Room 35, Highfield House,
114 Bathurst Street, Hobart TAS 7000. Tel: 1300
849 764
If you are ill whilst on campus, please do not leave
the institute without informing your teacher or the
Student Services Office.
In the case of a serious illness or injury occurring
on campus, please report the incident to the
Student Services Office. A first aid kit is available in
the Student Services office.

Smoke kills. Do not place yourself at risk.
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For information regarding international students’
Overseas Health Cover (OHSC), please refer to Part 12.
If you or your peers require urgent medical
attention call an Ambulance on 000 and follow
their instructions.

MENTAL HEALTH
Good mental health is essential for all students
to achieve their academic success. Many people
experience mental health difficulties. It is quite
common that students experience psychological
distress or mental health difficulties, such as
acting inappropriately or in disruptive ways;
exhibiting aggression and disrespect and so
on. Mental health difficulties can significantly
reduce a student’s capacity to meet their course
requirements, it can also highly impact their
personal lives throughout all aspects.
The institute has various activities to promote
mental wellbeing and facilitate a healthy student’s
life cycle, such as Stress-Free Week before the
exams each semester. If you need any assistance,
or you would like to just chat to someone about
your situation, please do not hesitate to drop into
Student Services. Our staff can listen to your story
and give you support if you need, including hot tea,
chocolate and a hug.
If you need immediate external support and
intervention, please contact Lifeline on 13 11 14.
More information can be found on their website:
https://www.lifeline.org.au/.
You can also get help for emergencies from the
following resources:
Tasmania Mental Health Line: 1800 332 388
Royal Hobart Hospital: Emergency Department
(03) 6166 8308

WELLBEING
INDIVIDUAL COUNSELLING
It is important for you to know that you are not
alone in dealing with the pressures you may face
as part of your studies. All members of the institute
team are willing to offer guidance and support if
required. Our Senior Student Service Manager and
the Academic and Administrative teams have an
open-door policy and are willing to talk to you about
any matters you may be facing.
Student services can assist students with issues
including but not limited to:
• Personal/cultural problems, such as stressful
circumstances or emotional issues which
interfere with your studies
• If you think you may have chosen the wrong
course

•
•
•
•
•
•
•
•

Decision making, interpersonal issues and
personal behavioral patterns
Incidents of harassment or discrimination
Incidents of sexual harassment or sexual
assault
Attenance difficulities
Administrative problems or complaints
Adjustments to your studies
Guidance on future career pathways and
academic progress
Guidance on mental health and life coaching

Individual assistance is available for students in
need of specialised counselling. Please feel free to
contact Student Services Office via counselling@
top.edu.au or just drop by.
IMC has connection with LIFESUPPORTS, which is
a network of therapists who have different areas
of counselling services. They can provide services
to our students at Hobart Campus. Students can
contact 1300 790 487, or send an email to info@
lifesupports.com.au. Students can also ask our
staff to assist with relevant matters.
Please find below resources and information on various
ways that you can get the right kind of help for you:
1. Beyond Blue: https://www.beyondblue.org.au/
2. The Black Dog Institute: http://www.
blackdoginstitute.org.au/
3. Reach Out.com: http://au.reachout.com/
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CYBER SAFETY

CYBER BULLYING

SPAM EMAILS

Cyber bullying is when a person uses the internet to
threaten, intimidate, embarrass or put down others.

If you receive an email from someone you do not
know and the subject line seems a bit strange, you
may have received a Spam email. Here are a few
tips to help you pick up whether you have come
across Spam:
•

The email may be advertising something;

•

The email is making offers that you weren’t
expecting;

•

There are misspelt words in the subject line
and/or throughout the body of the email;

•

The mail may be in a different language; or

•

The email is announcing that you have won a prize
or contest that you don’t recall signing up for.

PERSONAL INFORMATION
Your personal information may include your
passwords, tax file number, contact details or any
kind of information that you would reasonably not
want in somebody else’s hands. Such information
can be used to identify you and if in the wrong
hands could lead to issues such as identify theft. It
is important that you do not disclose your personal
information to parties that you do not know or trust
online through social media, emails or through any
other online modes of communication. The institute
does not accept any responsibility for the misuse
of your personal information that you may provide
an unauthorised party that is not connected to
the institute while using your student emails and
facilities.

If you think you are the victim of cyber bullying or
the attack is by another student or staff member
and you become overwhelmed, please talk to the
Student Services Manager for further advice. If you
witness cyber bullying, please help the institute to
promote a safe online environment for its student
and staff and assist the victim where possible. The
institute encourages you to report such behaviour
so that we may respond appropriately. If possible,
please save evidence of the alleged conduct in the
event that the Student Services Manager needs to
conduct investigations.
If a student is found to have engaged in cyber
bullying, the institute will not tolerate such
behaviour and this will likely attract penalties and
sanctions under the Student Code of Conduct.
GENERAL SUGGESTIONS
•

Always have virus protection on your computer
that is regularly updated;

•

Ensure that the software on your computer is
regularly updated so that you do not lose any
important assignment and work; and

•

If you need any assistance or further
information regarding your IT matters please
visit our friendly IT staff in IT office.

WEBSITE DANGERS
Certain websites may have harmful programs or
viruses that may damage your computer or steal
your personal information. It is important that you
are vigilant while surfing the web. Here are a few
tips to help you identify problem sites:
•

Avoid websites that encourage you to click on a
link to download or save a file;

•

Avoid websites that are threatening, hurtful or
contain adult content;

•

Avoid websites that ask for your personal
information; and

•

Avoid websites that have popups and
advertisements attached to it.

The institute has the best quality firewall and virus
protection in place to protect you while using the
Internet and your personal information. The institute
accepts no responsibility if you visit a site that is
clearly dangerous from your personal system and
effectively pass on viruses or malware to your peers.
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ETHNIC AND RELIGIOUS ASSOCIATIONS
If you need any support or you would like to
receive any further information regarding
multiculturalism and religions in Australia, the
following information may helpful.
•

Community-Multicultural Access Point: http://
www.multicultural.tas.gov.au/community

•

Anglican Church of Australia: https://www.
anglican.org.au/

•

Australian Bahai Community:		
http://bahai.org.au/

•

Federation of Australian Buddhist Councils:
http://www.buddhistcouncil.org.au/fed/home/

•

Catholic Religious Australia:
http://www.catholicreligiousaustralia.org.au

•

Australian Christian Church: 			
https://www.acc.org.au

•

Hindu Council of Australia: 			
http://hinducouncil.com.au

•

Quakers Australia: 				
https://www.quakeraustralia.org.au

•

Sikh Council of Australia: 			
http://www.sikhcouncil.org.au

SUPPORT FOR INDIGENOUS STUDENTS
Here is some useful information for Indigenous
Students:
•

NACCHO (The National Aboriginal Community
Controlled Health Organisation)
NACCHO is the national peak body presenting
142 Aboriginal Community Controlled Health
Services across the country on Aboriginal
health and wellbeing issues.
Website: www.naccho.org.au/

•

Tasmanian Aboriginal Centre
Location: 198 Elizabeth Street Hobart
Phone: 6234 0700
Email: hobart@tacinc.com.au
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LIVING IN HOBART
Hobart offers a contrasting blend of heritage,
scenery and culture, with world-class activities and
attractions nearby. Nestled amongst the foothills of
Mt Wellington, Hobart combines heritage charm with
a modern lifestyle in a setting of exceptional beauty.
Hobart is Tasmania’s capital city and the second
oldest capital in Australia, after Sydney. Located at
the entrance to the Derwent River, its well-preserved
surrounding bushland reaches close to the city
centre and beaches line the shores of the river and
estuary beyond.
With its captivating history, picturesque waterways,
rugged mountains and gourmet experiences, the city
have something for everyone.
Enjoy the contrast of elegant heritage sandstone
alongside modern architecture. Explore Salamanca
Place, a short walk from the waterfront, with its
galleries, theatres, craft shops and restaurants
in 1830s Georgian warehouses and on Saturdays
enjoy the food and entertainment of Salamanca
Market, Australia’s best outdoor market.
Take a walk along Hobart’s iconic waterfront,
explore the Tasmanian Museum and Art Gallery or
take a ferry upriver to MONA for an out-of-this-world
modern art experience.

support staff; however, no accommodation is prearranged or personally provided for individual
students by the institute.
There are several options for accommodation,
including renting a house or an apartment, renting
a room, sharing with other students and homestay.
You can find this information through social media,
your friends’ or classmates’ recommendations,
newspaper advertisements or on public notice
areas around Hobart. You may also find online,
such as Domain, via https://www.domain.com.
au/?mode=rent or https://flatmates.com.au.
SOME HELPFUL TIPS:
•
•
•
•

Try not to rush
Do plenty of research & shop around
Visit before you move in
Budget

Read and understand tenancy agreements: visit
www.tenanthelp.com.au for advice before signing
any agreement.
Read and understand tenancy agreements: visit
www.tenanthelp.com.au for advice before signing
any agreement.
Do not be afraid to ask questions and get copies of
every document you sign.

Hobart is also close to many of southern Tasmania’s
best travel experiences, from historic Port Arthur
and the rugged Tasman Peninsula to Bruny Island,
the Huon and Derwent Valleys and Mount Field
National Park.

If you have any disputes with you roommates and/
or landlord, please remember to protect your rights.
Fair Trading can provide support in solving issues
or disputes. For more information, please refer to
https://www.cbos.tas.gov.au.

If you’d like to follow the latest and freshest
events in this lovely city, you can check out
http://cityofhobart.org/. If you’d like to see more
about Hobart, Tasmania also checks out www.
discovertasmania.com.au for more details.

TRANSPORT

Reference: https://www.discovertasmania.com.au/
about/regions-of-tasmania/hobart-and-south/hobart

ACCOMMODATION
Students can obtain information about
accommodation options by contacting student

While Hobart is smaller than most of Australia’s
major cities, it still has plenty of transport options
for visitors including buses, driving, and walking.
There is practical information on getting around
Hobart to help make moving around the city very
simple.

PUBLIC TRANSPORT OPTIONS IN HOBART
To use the public bus network in Hobart, you can
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purchase a Metro Greencard or buy single tickets
on board. The Greencard costs $25 (which includes
a $5 deposit and $20 of credit) and is available
from several Greencard agents as well as the Metro
Shop on Elizabeth Street in Hobart. Once you have
the Greencard, you’ll receive a discount to your bus
fares and a daily cap, which will be automatically
applied when you travel. For more details about the
Greencard, please refer to https://www.metrotas.
com.au.
Fares vary depending on the distance, but most trips
within the city cost only a few dollars. To start your
ride, tap your card on the driver’s ticket machine
when you board and make the driver aware of your
destination.

BUSES
Most buses in the Metro network will depart from
Elizabeth Street (between Macquarie and Collins
Streets) or Franklin Square. Some useful routes are
the 446 bus to South Hobart to visit the Cascade
Brewery and Female Factory, or the X20 express bus
to the Museum of Old and New Art (Mona). Use the
Hobart Network guide to plan your route.
The Red Decker hop-on, hop-off bus is another
great way to see Hobart’s city attractions. You can
purchase a 24-hour City Loop ticket or a 48-hour
City Loop ticket, both of which include Salamanca
Place, Battery Point, Wrest Point, Cascade Brewery,
Female Factory, Tasmanian Museum and Art Gallery,
and the Royal Tasmanian Botanical Gardens. The
City Loop + Mt Wellington ticket allows you to visit
the summit of Hobart’s majestic mountain on a
separate two-hour tour.

•
•

An International Driving Permit OR
An English translation of your licence by a
person accredited to translate

If you would like to know more about transportation
in Hobart, Tasmania, please refer to their website:
https://www.transport.tas.gov.au.
Some students, both international and domestic,
travel by bicycle. There are some bicycle lanes
around Hobart that are safer than riding on the road.
Maps and other information are available: https://
www.biketas.org.au.
It is a legal requirement for bike helmets to be worn
at all times.

SUN AWARENESS
The Australian sun is intense and may be harmful to
your skin. To avoid being sunburnt and skin damage
take the following steps:
During summer, before you go outside or to the
beach, apply SPF 30+, broad-spectrum, waterresistant sunscreen to all areas except those that will
be covered by clothing. Do not forget your sunglasses.
On very hot days, make sure you take extra SPF 30+
sunscreen, a broad-brimmed hat, a bottle of water, a
long-sleeved shirt with a collar, and long pants if you
intend on staying outdoors for an extended period.

FERRIES
If you’re planning on seeing the wild and wacky art
at Mona, there is a private ferry that will take you
from Brooke Street Pier on Hobart’s waterfront to
the art museum in Claremont. The journey takes 25
minutes and the undercover ferries sail in rain, hail
or shine.

GETTING TO AND FROM THE AIRPORT
The SkyBus shuttle is an easy way to get to Hobart
Airport from the city. The bus drops and collects
passengers from many hotels in Hobart, and the
timetable meets all flights arriving and departing
from Hobart Airport.
Reference: https://www.australia.com/en/places/
hobart-and-surrounds/getting-around-hobart.html
Overseas students may be permitted to drive using
their home country’s driver’s license. In some cases,
If your overseas licence is not in English, you must
also carry either:
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BEACH SAFETY
Hobart has some of Australia’s most beautiful and
popular beaches. Remember to enjoy them safely.
Always swim in between the red and yellow flags,
not outside them. The flags mark the safest place to
swim and the area where lifesavers and lifeguards
patrol. Raise and wave your hand if you need help
when you are in the water. Feel free to speak to
the lifesavers and ask them advice or report any
problems - Visit Surf Lifesaving Australia: www.
lifesaving.com.au.

BUSH SAFETY
Hobart and Tasmania have many spectacular
national parks and areas of natural beauty we
encourage you to explore and enjoy safely. Before
you organize a trip make sure someone knows
where you are going, try to go with others, preferably
a guide who is familiar with the area. Wear good
walking shoes, take a first aid kit, plenty of food
and water. Always remember to check the weather
forecast and take anything you might need if the
conditions change – a jumper, rain coat etc – It is
important to stay on trails and walking tracks and
be very careful if you plan to swim in lakes or rivers.
Do not dive in and look for signs advising of any
dangers. Do not feed or touch animals. Try to stay
within mobile phone range. Visit Tasmania National
Parks: http://www.visithobartaustralia.com.au/
national-parks.html and safety instructions: https://
www.parks.tas.gov.au/?base=6111.

MONEY: ATMS AND EFTPOS
ATMs (Automatic Teller Machines) are operated by a
bank or credit union which dispense money and allow
limited transactions, 24/7. They are located at banks
and shopping centres and allow access to cash and
deposits during and outside business hours.
EFTPOS (Electronic Funds Transfer at Point of Sale) is
provided by a small machine located next to the cash
register in most shops, allowing you to use a credit
card or bankcard to make your purchase.

BANKING
For students who intend to remain in Australia for
some time, it is advisable to open a bank account.
Opening an Australian bank account will allow
you to earn money in Australia. Any payment you
receive from employment or a scholarship will need
to be paid directly into an Australia account.
In order to open a bank account in Australia,
overseas students need to provide written
confirmation of their enrolment at their educational
institution, a student card and passport.

It normally takes a week or so for bankcards to be
mailed to an applicant. There are many banks for
students to choose from and they all offer different
services, so it pays to ‘shop around’.

VISA CONDITIONS
International students are required to observe
certain conditions. It is important that you
understand what your visa entitles you to do, and
what you are not permitted to do. In some instances,
The institute is required to report breaches of
Student Visa conditions to the Department of Home
Affairs. You should take the time to familiarise
yourself with visa requirements by visiting the
website http://www.homeaffairs.gov.au/
Main points you should be aware of include:
•

You must notify the institute of your current
Australian address and contact details within 7
days of arriving in Australia. Should you change
your address or contact details during your
enrollment you must notify the institute within
5 working days.
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You must remain enrolled in a full time study
program (a standard of four units per semester),
and attend classes in accordance with the
institute attendance policy. You must maintain
satisfactory academic progress. If you are an
international student and you continually fail
units, the institute may need to report your
performance to the Department of Home Affairs.

•

You are permitted to work up to 40 hours per
fortnight during a semester. During holidays
you may work unlimited hours.

•

You are responsible for renewing your visa
when it is close to expiry; see Department of
Home Affairs website http://www.homeaffairs.
gov.au/ for information.

KNOW YOUR RIGHTS
Remember, you are not only a student; you also live
in Australia to work and enjoy your life overseas.
You should know your rights and know how to
handle any difficulties you may meet.
In Australia, every person has the right to be
protected from unfair business practices. For
students, especially international students, some
issues might be extremely challenging, such as
renting and bond issues with a landlord, mobile
phone and the correct plan, or purchasing goods
such as cars and other things.
If you are unsure, you can contact Tasmania
Consumer, Building and Occupational Services and
ask for advice in avoiding unfair business practices.
Consumer, Building and Occupational Services
(CBOS), is a business unit of the Department of
Justice in the Tasmanian government.
It works towards a fair, just and safe Tasmania
through the delivery of equitable, efficient and
effective consumer, building and occupational
regulation.

•

You are responsible for informing the institute
of any changes you wish to make to your course
or enrolment. Department of Home Affairs must
have accurate information on your course at all
times. The institute can then relay any information
provided by you after issuing the necessary
approvals.

•

You are responsible for your finances and the
care of your dependents. As part of your visa
requirements you must show that you have the
necessary financial capacity to support yourself
and your dependents during your study. You are
to also ensure that any school aged children
are to be enrolled in and attending school. You
will need to pay for all necessary school fees.
Your dependents will need to leave Australia at
the time that you are required to do so.

For further information, please refer to https://www.
cbos.tas.gov.au/

•

You are required to complete 6 months of study
at a recognised higher education provider
before you are able to transfer to another
higher education provider. Please discuss
your circumstances with the Senior Student
Services Manager for further information.

•

You must maintain adequate Overseas
Students Health Cover (OSHC) throughout the
term of your student visa.

If you are working, you will need a Tax File Number
(TFN) in order to meet your tax obligations. To
organise this, call the Australian Taxation Office on
13 28 61 or visit www.ato.gov.au. You need to give
your employer your tax file number so that you are
able to pay tax and lodge a tax return. Please keep
your Tax File Number private and secure to prevent
identity theft.

OVERSEAS STUDENT HEALTH COVER (OSHC)
All international students in Australia must have
Overseas Student Health Cover to cover the entire
period of their stay. The institute can help arrange
Overseas Student Health Cover for international
students. BUPA is currently the institute’s preferred
provider. The Department of Home Affairs requires
that all student visa holders must have Overseas
Student Health Cover.

Many international students get part-time or casual
jobs when they’re studying in Australia. It is very
important to understand your rights at work if you do.
Before you look for a job, make sure your visa allows
you to work in Australia. Contact the Department
of Home Affairs on 13 18 81 or visit https://www.
homeaffairs.gov.au/ if you have any questions.

Everyone working in Australia should have access
to basic rights at work. Before you start your
work, knowing your rights is essential. You should
access information on your employment rights and
conditions, and how to resolve workplace related
issues. We strongly recommend every student to
access the Fair Work website to know a sufficient
amount of information before you start work. Fair
Work Website is https://www.fairwork.gov.au/
We also urge international student to read the open
letter of Fair Work Ombudsman. The online versions
is available via https://www.fairwork.gov.au/aboutus/our-role/corporate/open-letter-to-internationalstudents
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Please always remember: You are entitled to minimum pay and conditions for any job, no matter how long you
stay in Australia. You should find out about your entitlements. Your minimum pay and conditions can come
from an award, agreement or contract. These are legal documents that say what your employer is required to
do and what you are required to do as an employee.
If you have workplace issues need to resolve, you can come to school to talk to Student Services, and you can
also get useful information from the Fair Work Ombudsman via https://www.fairwork.gov.au/find-help-for/
young-workers-and-students (Multi languages assistance is available). The Fair Work Ombudsman provides
advice to help you understand your workplace rights and responsibilities.

LEGAL ADVICE
Hobart Community Legal Service Inc: The Hobart Community Legal Service provides free legal information
advice and referrals to people in southern Tasmania. They can help you with almost any legal matter, including
issues with Centrelink debts or appeals, consumer rights disputes with your telecommunications provider or
insurance company, employment and fair work issues, or family violence, child support or criminal matters.
You can attend one of their free legal information evenings, call them to talk through your legal issue, or make
an appointment to meet with one of their lawyers.
For advice, please call on 03 6223 2500 or go directly to their offices, located at 166 Macquarie Street, Hobart
TAS 7000 For more information on Hobart Community Legal Service Inc, please visit their website: https://
www.hobartlegal.org.au.
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BEHAVIOURAL MISCONDUCT
Students are expected to maintain high standards
of behaviour, both on and off campus. Please refer
to the Student Code of Conduct, Part 3.

ACADEMIC INTEGRITY
The institute is committed to the highest level of
academic integrity in its units and courses and to
proactively educate and support its students in their
academic pursuits. The institute strives to produce
graduates with strong ethical foundations who will
act with integrity in their academic, professional and
personal dealings. Here are some key concepts you
should know:
Academic misconduct means conduct by which
a student seeks to gain an unfair or unjustified
academic advantage in a unit or course. It may be
intentional or unintentional. It includes, but is not
limited to, the following:

previously produced and assessed for another
unit or for a previous semester;
•

Misrepresenting, fabricating, or falsifying
information or data;

•

Using information in breach of a duty of
confidentiality;

•

Omitting reference to the relevant published
work of others for the purpose of claiming
personal discovery of new information;

•

Claiming joint authorship with other authors
without their permission;

•

Attributing work to others who have not
contributed to the research;

•

Failing to acknowledge work primarily produced
by a collaborator;

•

Making improper use of copyright material.

Cheating means seeking to obtain an unfair
academic advantage or assist another student to
obtain an unfair academic advantage. It includes,
but is not limited to, the following:

•

Plagiarism or assisting someone else to commit
plagiarism;

•

Purchasing an assignment and submitting it as
though it is the student’s own work;

•

Submitting falsified, copied or improperly
obtained data relating to academic work;

•

Cheating, acting dishonestly or otherwise
attempting to gain an unfair advantage in an
examination or any other assessment task;

•

Submitting an assessment task written for the
student by another person or which the student
has copied from another person;

•

Collusion with or assisting someone else to
cheat, plagiarise or engage in other types of
academic misconduct;

•

Claiming falsely that a student was present at
an activity where attendance is required;

•

•

Submitting, as a new work an assessment task

Completing an assessment task outside the
conditions specified for that assessment task.
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Cheating in examinations means seeking to
obtain an unfair academic advantage while
undertaking an examination. It includes, but is not
limited to:
• Communicating, in any way, during an
examination with any person who is not an
examination supervisor;
• Accepting from, or providing assistance to, any
person who is not an examination supervisor
during the examination;
• Reading or copying from another student’s
work in an examination;
• Possessing, referring to or having access to
any material or device containing information
directly or indirectly related to the subject
matter under examination, other than that
explicitly approved by the Unit Coordinator;
• Permitting another person to attend an
examination on a student’s behalf or attending
an examination on behalf of another student.
Collusion occurs when two or more students
act together to cheat, plagiarise or engage in
other types of academic misconduct.

face academic penalties, including reduction of
marks, a fail grade, exclusion or expulsion.
To avoid academic misconduct, the institute
strongly recommends that students attend
academic and learning support workshops to
improve their academic skills. The institute also
offers a compulsory online academic integrity
workshop that helps to improve students’
awareness of academic integrity and promote the
institute’s culture of academic excellence and
research. For more information or assistance,
please contact your teachers, The institute’s
English Language Coordinator, librarians or
academic staff.
Academic integrity policy please refer to https://
www.top.edu.au/about-us/policy-register.

Plagiarism is when someone intentionally or
unintentionally uses the work of other persons,
copying (in whole or in part) the work or data
of other persons, or presenting substantial
extracts from written, printed, electronic or other
media in a student’s written work without due
acknowledgement. Plagiarism involves giving the
impression that a student has thought, written or
produced something that has, in fact, been taken
from another. Plagiarism has also taken place
when direct use of others’ words is not indicated,
for example by inverted commas or indentation, in
addition to appropriate citation of the source.
Extreme academic misconduct is academic
misconduct of a very serious and deliberate
nature and includes, but is not limited to:
• Repeated acts of deliberate academic
misconduct across multiple assessment tasks;
• Submitting a whole piece of work which is “ghost
written”, stolen from another student, copied from
a book, journal or internet site, or purchased;
• Falsifying data that is used in a major
assessment task;
• Permitting another person to attend an
examination on a student’s behalf or attending
an examination on behalf of another student.
Students who intentionally engage in academic
misconduct, including plagiarism or cheating, will
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STUDENT FEEDBACK,
COMPLAINTS AND
APPEALS
STUDENT FEEDBACK
The institute highly values student feedback and
considers student feedback and evaluation as
a key component of our Institute’s internal and
external quality assurance. Students’ views about
their experience at the institute provide valuable
information in maintaining a successful teaching
and learning environment and contributing to
ongoing improvement.
The institute has multiple channels in place to
collect student feedback, including
•

Student Satisfaction Survey

•

Individual student consultation

•

Focus Groups

•

Graduate Survey

•

Suggestion Box

within the Institute, you may speak to the
following independent external parties:
•

Overseas Students Ombudsman (International
Students)
Website: http://www.oso.gov.au/
Call: 1300 362 072 within Australia.
Outside Australia call +61 2 6276 0111.
Enquiries: 9:00am to 5:00pm Monday to
Friday, Australian Eastern Standard Time
(Australian Eastern Daylight Time when
daylight savings is in effect)
Fax: 02 6276 0123
Postal: GPO Box 442 Canberra ACT 2601.

You can also provide your feedback to the student
representatives of Council, Academic Board, and
other governance and management Committees.

STUDENT COMPLAINTS AND APPEALS
The institute wants its students to enjoy their time
while studying at the Institute. You have the right to
report problems, concerns or grievances regarding
any aspect of your education or other related
activities, which are within the control of the
institute and its management staff. The institute
will attend to your complaint and ensure that your
concerns are addressed appropriately and as
quickly as possible.
For more information on the student complaints
and appeals procedure, please refer to the
Student Complaints and Appeals Policy and
Procedures via https://www.top.edu.au/about-us/
policy-register.

EXTERNAL MEDIATION
To provide you with a fair resolution to your
complaints and grievances, independent
third parties maybe involved for advice and
management of your complaint. If you are
dissatisfied with the outcome of any appeals
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LEGISLATIVE AND
REGULATORY
REQUIREMENTS
THE EDUCATION SERVICES FOR
OVERSEAS STUDENTS (ESOS) LEGISLATIVE
FRAMEWORK
The ESOS laws are in place to protect the interests
of international students. These laws include the
Education Services for Overseas Students Act 2000
and the ESOS National Code.
These laws provide international students with tuition
and financial assurance as well as a nationally
consistent approach to the approval of providers
on the Commonwealth Register of Institutions and
Courses for Overseas Students (CRICOS).
For more information on the ESOS Framework and
the protection it offers to international students
please visit: https://internationaleducation.gov.au.

WORKPLACE HEALTH AND SAFETY
The institute guarantees to meet its duty of care to
staff, students and visitors by providing a healthy and
safe environment in which to work and study. As part
of its guarantee, the institute is continually making
improvements and establishing systems to ensure its
employees and students are provided a safe working
environment. Any possible hazards from equipment
and facilities are to be reported to the Facilities
Manager on (03) 6200 8709 .
It is expected that students and employees of the
institute will conduct themselves in a safe and healthy
manner and will at all times ensure that they prevent
others from incurring any injury, damage or disease.
In case of fire, students are to make their way to the
nearest exit and to meet outside and well clear of
the building for roll call. The appointed Fire Warden’s
instructions are to be followed at all times throughout
the evacuation process.
The institute acknowledges the health risks
associated with smoking. Accordingly, smoking
is strictly prohibited within the premises of the
Institute. If students wish to smoke they must leave
the premises and ensure that they are at least 5
metres away from any doorway into the Institute.
Students and employees of the institute share the
responsibility in making this ban known to fellow
students and employees.
A first aid kit is located at both sites of the Institute.

Kits are available at the front desk of the Student
Services Office..

DISCRIMINATION AND HARASSMENT
The institute prides itself on being a tolerant,
nurturing and welcoming environment to its student.
Therefore, any acts of discrimination or harassment
of any manner will not be tolerated and may be
subject to penalties and sanctions.
The institute has a framework of policies in place to
address such issues. For more information refer to
the Code of Conduct for Students via https://www.
top.edu.au/about-us/policy-register
Students who wish to discuss a concern with respect
to such matters should consult the Senior Student
Services Manager or send email to counselling.tas@
top.edu.au

COPYRIGHT
The Institute, its employees and its students are to
abide by the provisions of the Copyright Act at all
times. The institute currently holds an Educational
(Statutory) License as set out under the Copyright Act
1968 which allows for the institute to copy and share
print and graphic works for educational purposes
only. Please refer to the Copyright Guidelines for
further information via https://www.top.edu.au/
about-us/top-policies-and-procedures/policy-register

PRIVACY
The institute appreciates that privacy is very important
to you and recognises your rights to expect that your
personal information will be kept confidential and
held securely and privately. The institute ensures that
its obligations under the Privacy Act and the National
Privacy Principles, which aim to protect your personally
identifiable information, are complied with.
The institute will collect certain information about you,
such as your name, address, and contact details when
you register with us. We may also collect this and other
specific types of personal information necessary for the
particular product or service you request from us. The
institute will not ask you for any personal information
which is not required. The institute collects information
only for purposes related to business.
For more information on the Privacy Policy, refer to
the policy on the website www.top.edu.au
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EMERGENCIES

EMERGENCY CONTACTS
HOBART CAMPUS security contact:

+61 2- 9209 4666

Hobart Police Station
37 – 43 Liverpool St, Hobart TAS 7000

(03) 6230 2111

FIRST AID AND MEDICAL EMERGENCIES
A basic first aid kit is located in Student Services
Office. For more serious medical issues, please
refer to the most proximate hospitals and medical
centres:
•

ROYAL HOBART HOSPITAL
Address: Argyle St, Hobart TAS 7000

+61 2 8313 2999

DISCLAIMER
The information is correct at the time of printing and that the institute reserves the right to change the
information at a later date. Students are advised to seek further clarification and advice before relying on the
Handbook. The references to legal services are only for information only and do not constitute legal advice.
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