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Welcome Message
Welcome to The Institute of International Studies Pty Ltd (TIIS), the beginning
of your learning journey.
The programs offered at TIIS have been developed in response to both national
and international demand for professionally trained accountants and business
professionals. The qualifications offered at TIIS are designed to provide the skills
and attributes that are needed to either start or further the current career
prospects of students.
TIIS takes great care to ensure that the learning will be productive, fulfilling and
a rewarding experience. TIIS will provide students with the assistance and
guidance required to maximize the benefits of learning at TIIS.
Our academic staff are professionally qualified, experienced and passionate
about their profession – a passion they will share with students.
I trust that students will enjoy their learning journey with TIIS.

Marshall Wei
Acting Chief Executive Officer
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Introduction
The purpose of the Student Handbook is to assist you with your studies and student
life while enrolled at TIIS. It is important that you read and understand the content
and its implications.
The Handbook outlines the policies and procedures governing the professional
operation of TIIS. Students are expected to comply with the rules and policies of TIIS
as published in this Handbook and online at the Institute’s website: www.tiis.edu.au
Each new student will be required to attend an Orientation Program before
commencing their studies. During the session, the content of this Handbook will be
explained and students will be provided with the opportunity to ask questions and
seek clarification on any related matters.
It should be noted that student related policies change from time to time. Changes
will always be reflected in the on-line version of this Handbook and elsewhere on the
TIIS website. In the event of a dispute, the on-line version will always be considered
the definitive source.
As a registered provider of Higher Education programs in Australia, TIIS operates in
compliance with a number of codes and standards including the:
▪

Tertiary Education Quality and Standards Agency Act 2011

▪

Higher Education Standards Framework (Threshold Standards) 2015

▪

Education Services to Overseas Students (ESOS) Act 2000; and

▪

National Code of Practice for Providers of Education and Training to Overseas
Students 2018 https://internationaleducation.gov.au/RegulatoryInformation/Pages/National-Code-2018-Factsheets-.aspx

If you would like to have a copy of any of the above mentioned legislative instruments
please contact Student Services and request this via email at info@tiis.edu.au and an
electronic copy will be emailed back to you or you can access the legislation at the
links provided above.
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TIIS Vision, Mission and Value
Vision
TIIS is committed to provide high quality high education programs to
prepare TIIS graduates For Today and for Tomorrow.

Mission Statement
The Mission of TIIS is to produce high quality, professionally oriented and
work ready graduates. TIIS will foster a culture of quality and excellence in:
•

learning and teaching

•

staff recruitment and development

•

student support services; and

•

administration.

Our Core Values
TIIS is committed to:
•

Quality education focusing on social and cultural inclusion

•

Respecting and fostering diversity

•

Ethical and sustainable practices

•

Rigorous standards of scholarship

•

Work-focused student outcomes

•

Innovation and flexibility in its approach to teaching and learning

•

A sustaining and forward-thinking workforce plan; and

•

Fostering and developing collegial work environments
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TIIS Campus
Location
The Institute of International Studies (TIIS) Pty Ltd is located on Level 4, 22 Market Street within
the Sydney CBD. It is nearby to the city’s main transport hubs. It is at the heart of the educational
and entertainment precincts of Sydney. Given its location, campus life extends well beyond the
walls of the classroom.

Campus Facilities
Teaching Spaces
TIIS has state-of-the-art digital teaching facilities. The design of the spaces allows for maximum
teaching flexibility.

Computing
TIIS Campus has a dedicated computer laboratory for classes and is always open for general
use when no classes are scheduled.
Wi-Fi is available throughout the campus and all students have dedicated access.

Institute Learning Centre
The Institute’s Learning Centre has a hard copy collection of books that will support your
learning. In addition, the library hosts a small but growing collection of fiction books for the
casual reader.
All major databases required for the course will be available through wi-fi connection and onsite computers. However, if assistance is needed with searching for the right material, TIIS
Librarian is there to assist.
The library is also fitted with printers and photocopiers.

Social Spaces
TIIS has a student lounge and meeting space. There is also a small kitchen for those who want
to make their own tea/coffee or warm food in a microwave.

Staff Spaces
Academic and professional staff are all located at TIIS and are readily accessible.

Main Contacts
Campus:
Level 4, 22 Market Street Sydney NSW 2000
Phone:
+61 2 8098 0702
Enquiry:
info@tiis.edu.au
Website:
www.tiis.edu.au
Office business hours:
Monday to Friday 9:00 am to 5:00 pm (Australian Eastern Standard Time - AEST)
Marketing:
marketing@tiis.edu.au IT Support:
itsupport@tiis.edu.au
Student Handbook 2020-2021 (May. 21)
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Living in Sydney
Population:
Climate:

Over 4.5 million people and growing
Sydney enjoys a subtropical climate with a winter temperature range between
10 and 25 degrees Celsius and a summer average peak of 30 degrees Celsius.

A Great Place to Live and Study
•
•

Sydney continues to regularly rank in the top ten of the widely respected Mercer ‘Quality of
Living’ survey and the Economist's 'World's Most Liveable Cities' survey.
Sydney has one of the lowest city population densities and highest standards of living in the
world.

•

Seven of the top ten Australian attractions are in Sydney, according to the International
Visitor Survey (led by the Opera House and Sydney shopping).

•

Sydney, Australia's oldest and largest city, is one of the most beautiful, cosmopolitan and
safe metropolises in the world. Located on Australia's east coast, Sydney thrives on sunshine
and blue skies all year round.
Sydney combines the best aspects of Australia in a world city. From beaches to bushland,
unparalleled natural beauty to world-famous architecture and a culture renowned for
everything from fine food, music and the arts to nightlife and surfing. Sydney offers a
lifestyle to suit everyone.

•

Culture
As diverse as its people, Sydney has been shaped by many influences. Its culture, lifestyle and
food bring together elements from all corners of the world. International art, music, film and
cultural festivals fill Sydney's streets all year round. In cafes and restaurants across the city, Asian,
European, African and flavours from the Americas are on offer.

A Global City
Sydney is recognised as Australia's world city and a prime driver of the Australian economy. The
city is a national hub for global industries such as business, financial services, law, telecommunications and the media. It is home to more regional and international business
headquarters than any other city in Australia. Sydney is ranked as the most important world city
in the Southern Hemisphere. It has institutions such as the Reserve Bank of Australia and the
Australian Stock Exchange.
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Estimated Cost of Living in Sydney
It is estimated that an international student requires a minimum of $16,000 to $21,000 for living
expenses for each academic year (12 months). Initial establishment costs for a shared
apartment, such as rental bonds for accommodation, electricity, gas and telephone, could add
up to at least $1,500. See the list below for more detailed information:
Rent
Bread
Litre of milk
Dozen eggs
Instant noodles
BBQ chicken
1 kg of rice
Haircut: male
Haircut: female
Movie ticket
Restaurant/café/food hall meal
Medical
Bus
Train
Books
Newspapers
Gas and Electricity
Taxi
Buy car
Petrol

Weekly groceries

Cost of Living Calculator

A$100-500 Weekly rate (share accommodation is
cheapest)
AUD$2.00-$10.00
AUD$1.40 – $2.00
AUD$2.20 -$6.00
AUD$1.00
AUD$8-12
AUD$1.65
AUD$10-40
AUD$20-100 (Women in Australia pay more for a
haircut)
AUD$13-15 (student discounts can apply)
AUD$7-25
AUD$30-40 per consultation (claim on insurance)
AUD$3-12 (special discount for students)
AUD$4-40 (special discount for students)
AUD$10-200 (depending on the book)
AUD$1.20-5
AUD$15-25 per month in a shared accommodation
AUD$8-12 for a 5 minutes ride
AUD$2,000-50,000 plus vehicle registration cost
AUD$1.20-1.80 per litre
AUD$20-50
It’s cheaper to buy groceries from supermarket stores
like:
Woolworths - http://www.woolworths.com.au
Coles - http://www.coles.com.au/
IGA - http://iga.com.au/
http://insiderguides.com.au/cost-of-living-calculator/

Public transport
You can find the timetables and the cost of fares for public transport in Sydney by visiting the
Integrated Transport Information website https://www.131500.com.au
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Finding Accommodation
Sydney has a wide variety of accommodation available to students from single room to shared
apartments/units/flats. If you want to share with other students, leave a message on the bulletin
board on campus with your contact details. For more information ask Student Services to assist
you or check the bulletin board. Here are some useful websites to help you.
Accommodation websites:
http://urbanest.com.au/
https://www.roomz.com/sydney
http://au.easyroommate.com/
http://easy-apartments-to-rent.com
https://www.realestate.com.au/rent
https://www.domain.com.au

Medical Issues
TIIS has an up to date list of medical professionals who are within easy access of the campus. Any
student with medical concerns should inform the Student Support Officer, who will assist them
in finding appropriate medical assistance. Please talk to Student Support Services for more help
and assistance in this matter. Alternatively, you can Google search for medical centres close to
TIIS or near your accommodation.
Below is a snapshot compiled from Google maps shows medical centres around the TIIS Sydney CBD:

Note: It is mandatory/compulsory for international students to have a valid overseas student
health cover/insurance for the period of their visa. Medical costs in Sydney can be very expensive
and from our experience it is economical for students to have overseas health cover to bear this
cost in case of medical emergency. If you need more information regarding overseas health cover
please do not hesitate to contact the Student Services Officer and alternatively you can visit
following websites:
https://www.medibank.com.au
https://www.bupa.com.au
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Legal Services
Legal Aid NSW/LawAccess NSW provides one-off free legal advice regarding a range of legal
issues including.
•

Criminal law – people facing criminal charges.

•
•

Family law – issues arising from family breakdown (especially matters involving children),
domestic violence and child support.
Civil law – including housing law, consumer law including credit, debt and mortgage
matters, discrimination, social security, immigration (only at Central Sydney office),
mental health and guardianship law.

•

For more information please visit their website:
https://www.lawaccess.nsw.gov.au
https://www.legalaid.nsw.gov.au/get-legal-help/advice

Insider Guides
•

Information for International Student Guide to Sydney/Australia
– https://insiderguides.com.au/sydney
• Mercer (provide ranking of cities to live in around and world)
– https://www.mercer.com.au , search ‘Quality of Living’
• NSW Dept of Industry - https://www.industry.nsw.gov.au , search ‘Study NSW’
• Study in Australia Website - https://www.studyinaustralia.gov.au
• Transport Roads & Maritime Service - https://www.myrta.com
Job search websites –
• Seek.com – https://www.seek.com.au
• Career One – https://www.careerone.com.au/jobs

Working in Australia
Getting a job in Australia can be exciting – it’s a great way to learn about Australia, meet people
and make some money while you study. While every workplace is different, remember,
international students have the same workplace rights as all other workers in Australia.
When you start a new job there’s a lot to learn. The Fair Work Ombudsman(FWO) has some great
information including handy facts to help you understand your rights at work. Watch a few short
videos busting some common work myths and read on to find out more at:
https://www.youtube.com/user/FairWorkGovAu
For more information on your rights in the workplace please visit the Fair Work Ombudsman
website at following link:
https://www.fairwork.gov.au/about-us/news-and-media-releases/2017-media-releases/september2017/20170925-international-students-release
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Student Support Services
TIIS has qualified staff to look after your administrative and academic needs during your course
of study. The following support services are available to all students:

Orientation Program
A compulsory orientation program is provided for all new students arriving on campus at the
beginning of their course.

Counselling Services
The TIIS Student Counselling Service is designed to assist students in dealing with a wide range
of problems including homesickness, managing stress, handling conflicts, emotional issues,
improving motivation, enhancing study skills, organising study time and any other issue that may
be of concern. Student Support Officers are well acquainted with the pressures and stress of
student life and are the first point of contact for any assistance. Students will also be referred to
the Program Coordinator or Dean for further consultation as required.
Call Student Support on 1300 164 600 or 8098 0702
For matters involving sensitive personal or related issues, students will be referred to the TIIS
Student Counsellor.
In the event of an acute personal crisis, 24hrs a day, 7 days per week assistance can be obtained
from community support agencies such as Reachout and Lifeline. For more details you can visit
their websites at:
https://au.reachout.com

Tel: 8029 7777

https://lifelinksydney.org

Tel: 13 11 14

Academic Support
TIIS offers individual academic support to students in addition to their regular scheduled
sessions. To assist students with their studies and assessments, workshops or one-on-one
support are available in the following format:
•
•

Individual academic counselling,
workshops to improve study and assessment skills,

The Learning Centre is the Institute’s hub for academic assistance.
Contact the Learning Centre at learningcentre@tiis.edu.au .
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Social Programs
TIIS organises social events throughout the year to provide opportunities for all students to
mingle and socialise. These events include cultural and sightseeing events, dinners, excursions,
sporting events, Christmas parties and cultural festivals.

Employment Assistance
TIIS keeps in close contact with local businesses and industry groups to identify suitable
employment opportunities for students. Throughout your course TIIS staff will assist you to gain
employment by providing self-development activities such as writing effective resume, interview
preparation and the like.

Personal Safety
Stay Safe in our State - advice for international students
The NSW Police Force have created a safety video available to students studying in NSW. We
encourage you to watch the video as it covers a range of topics and tips on how to stay safe and
get help if you need it. The video is available in nine subtitled languages to help you and your
family better understand the important messages from police. Watch the entire video and
refresh your mind when needed with the short segments also available for you on YouTube.
Enjoy and stay safe!
ENGLISH – https://www.youtube.com/watch?v=uFqV0Ec3AJU&list=PLqi7EnTU21lK8doRApH39lDjUfjFwT5q0
ARABIC – https://www.youtube.com/watch?v=NGN1ZDPX-_U&list=PLqi7EnTU21lJ4IpG4utGF9rqvLTcM5_Sc
HINDI – h ttps://www.youtube.com/watch?v=kIqUdBHLAs0&list=PLqi7EnTU21lJ-6idx6Zb6demCEjys_Vi0
THAI – https://www.youtube.com/watch?v=t_1G9uVAMrs&list=PLqi7EnTU21lInNrOemK8cnf73_U8VEkhu
VIETNAMESE – h ttps://www.youtube.com/watch?v=hpg4bukpS2g&list=PLqi7EnTU21lKCe0RdBi1rqvEudm5gGxG5
CHINESE – https://www.youtube.com/watch?v=JqdpTLFR0WY&list=PLqi7EnTU21lJTokygcKtHVE5eVH580eEm
SPANISH – h ttps://www.youtube.com/watch?v=5KF7J1CZgws&list=PLqi7EnTU21lLS1VoAATOJH6ChwyqA00T3
JAPANESE – h ttps://www.youtube.com/watch?v=Vly4h17d6hY&list=PLqi7EnTU21lIvjy-jzCIJln1YB8loqrMK
KOREAN – h ttps://www.youtube.com/watch?v=QBF5fuxN8aI&list=PLqi7EnTU21lIdrlHsMhld2Q2bh4XQKjNx

For more details, students should consult the complete Student Support Framework at tiis.edu.au

Useful Phone Numbers
Phone numbers for organisations in Australia that students may find useful are as follows:
TIIS Office Phone
61 2 8098 0702
Emergency after hour contact with – TIIS Acting CEO
0411 826 650
Department of Immigration and Border Protection (DIBP)
13 1232
Health Services Australia (Medical Examination)
02 8396 0600
Public Transport Information Line (Timetables, routes etc)
13 15 00
Telstra Telephone Directory Service
12455
Telstra International Directory Service
12 25
Lifeline Counselling Service (Telephone Counselling)
13 11 14
Translating and Interpreting Service (24 hours)
13 14 50
Domestic Violence Line (24 hours)
1800 656 463
Centre-link Multilingual Contact Centre
13 12 02
Australian Taxation Office (ATO)
28 61
Student Handbook 2020-2021 (May. 21)
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List of Courses Offered
TIIS currently offers three courses:
Course
Course(s)
Abbreviation
Master of Professional
Accounting (Advanced)
MPAA
(“MPAA”)

CRICOS Course Code:

Duration
(weeks)

102564D

104 Weeks
78 Weeks

Master of Professional
Accounting (“MPA”)

MPA

097840B

Graduate Certificate in
Professional Accounting
(“GCPA”)

GCPA

097841A

12 Weeks

The Institute of International Studies (TIIS) has developed its Master of Professional Accounting
(Advanced) (“MPAA”), Master of Professional Accounting (MPA) and Graduate Certificate in
Professional Accounting (GCPA) in response to the ongoing demand for accounting graduates
with the knowledge, technical expertise and interpersonal skills to operate within dynamic
business environments.

Master of Professional Accounting (Advanced) (“MPAA”)
The MPAA is designed to provide graduates with the knowledge and skills to function as
(accredited) professional accountants. Graduates will have the capacity to operate in a broad
range of business environments. These environments will range from small independent locally
operated practices to government and larger-scale commercial enterprises. As Masters
graduates with professional accreditation, and a degree of maturity, they will be able to work
independently, manage complex and diverse business problems and provide information for
effective business decision-making.
Graduates of TIIS MPAA program will be able to undertake the following tasks:
•
•
•

•
•
•
•
•
•

assisting in formulating budgetary and accounting policies;
preparing financial statements for presentation to boards of directors, management,
shareholders, and governing and statutory bodies;
conducting financial investigations, preparing reports, undertaking audits and advising on
matters such as the purchase and sale of businesses, mergers, capital financing, suspected
fraud, insolvency and taxation;
examining operating costs and organisations' income and expenditure;
providing assurance about the accuracy of information contained in financial reports and
their compliance with statutory requirements;
providing financial and taxation advice on business structures, plans and operations;
preparing taxation returns for individuals and organisations;
liaising with financial institutions and brokers to establish funds management arrangements;
introducing and maintaining accounting systems, and advising on the selection and
application of computer-based accounting systems;
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•
•

maintaining internal control systems;
appraising cash flow and financial risk of capital investment projects.

Course Overview: Master of Professional Accounting (Advanced) (“MPAA”)
The Master of Professional Accounting (Advanced) (“MPAA”) is a 16-unit, 96 credit point, four trimester,
coursework degree. The course is intended for those students who are seeking to extend their accounting
knowledge to an ‘Advanced’ level in a fourth trimester of study; one trimester beyond the ‘standard’ MPA
currently offered by TIIS.
Subject Number

Subject Name

Trimester 1, Year 1

Foundation of Business

MPA501
MPA502
MPA503
MPA504

Accounting Principles
Business and Company Law
Economics for Business
Business Finance

Trimester 2, Year 1

Accounting Knowledge

MPA505
MPA506
MPA507
MPA508

Corporate Accounting
Accounting Information Systems
Management Accounting
Business Statistics and Research

Credit
Points
6
6
6
6
6
6
6
6

Trimester 3, Year 1 & 2 Advanced Accounting Knowledge
MPA509
MPA510
MPA511
MPA512

Contemporary Accounting Theory: Research and Practice
Auditing and Assurance Services
Taxation Law
Management and Leadership

Trimester 4, Year 2

Governance and Accountability

MPAA601
MPAA602
MPAA603
MPAA604

Strategic Business Leadership
Strategic Business Reporting
Advanced Performance Management
Advanced Audit and Assurance
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Master of Professional Accounting (“MPA”)
The expertise of accountants is required across the range of commercial and public enterprises.
Graduates of the TIIS MPA will be industry leaders of the future who will be able to:
•
•
•
•
•
•

critically evaluate the key theoretical, social, legislative, professional, legal and
ethical frameworks that impact the accounting professional;
apply their knowledge of accounting systems, practice and theory to develop responses
to both routine and complex accounting problems;
Undertake systematic investigations of data to build rigorous accounting information
and decision-making systems;
Interpret and effectively communicate accounting information for an intendedaudience
that draws on a range of accounting tools;
generate alternate management and planning scenarios using a range of analytic tools
demonstrate the leadership, communication and interpersonal skills to operate
effectively across a range of professional business settings.

The Master of Professional Accounting (MPA) program fulfils the requirements of the major
professional bodies CPA (Australia) and the Chartered Accountants Association of Australia and
New (CAANZ). An accredited MPA from TIIS is recognition that your course meets the highest
professional standards in accounting. Each of the subjects has been geared towards meeting
those accreditation requirements. In addition, the capstone subject, Management and
Leadership, provides graduates with a platform for building their professional careers as leaders
of the future.
The MPA consists of 12 subjects, each of 6-credit point value. The Course is designed to be
completed in 3 Trimesters - one year of full-time study and you have a Master of Professional
Accounting.

Subject Number

Subject Name

Trimester 1, Year 1

Foundation of Business

MPA501
MPA502
MPA503
MPA504

Accounting Principles
Business and Company Law
Economics for Business
Business Finance

Trimester 2, Year 1

Accounting Knowledge

MPA505
MPA506
MPA507
MPA508

Corporate Accounting
Accounting Information Systems
Management Accounting
Business Statistics and Research

Credit
Points
6
6
6
6
6
6
6
6

Trimester 3, Year 1 & 2 Advanced Accounting Knowledge
MPA509
MPA510
MPA511
MPA512

Contemporary Accounting Theory: Research and Practice
Auditing and Assurance Services
Taxation Law
Management and Leadership
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Graduate Certificate in Professional Accounting (“GCPA”)
TIIS have developed the GCPA for those who seek preparatory skills in professional accounting.
Graduates of the GCPA will:
• critically evaluate and transform information from a range of data sources to complete
specified accounting tasks;
• apply their knowledge of accounting systems to develop responses to selected complex
accounting problems;
• Interpret and effectively communicate accounting information for a selected audience.

The Graduate Certificate in Professional Accounting (GCPA) has been designed as a stand-alone
accounting qualification or a PATHWAY to the MPA and accreditation with all the major
professional bodies. The subjects have been aligned with the first trimester of the MPA. Students
have the option of either continuing through to the MPA or graduating with the GCPA after
completing one trimester.
The GCPA consists of 4 subjects, each of 6-credit point value.

Subject Number

Subject Name

Trimester 1, Year 1

Foundation of Business

MPA501
MPA502
MPA503
MPA504

Accounting Principles
Business and Company Law
Economics for Business
Business Finance

Credit
Points
6
6
6
6

For detailed subject descriptions and the assessment requirements for each subject see TIIS website at tiis.edu.au .
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Student Selection and Admission Policy
Overview
The Institute of International Studies (TIIS) upholds the principle that all applicants to a TIIS course
are treated fairly and equitably. Applicants are be accepted only if their attributes/history suggest
they have a reasonable likelihood of success in completing the program for which they are seeking
entry. TIIS will have open, fair, clear, and transparent procedures that are based on clearly defined
entry criteria for making decisions about the selection of students. Students will be selected on merit
based on the published criteria. TIIS will ensure that throughout the process of selection and
admission, applicants are treated courteously and expeditiously.
Entry criteria and application procedures are published in TIIS’s Handbook and on TIIS’s website for
the information of persons seeking to enrol with TIIS.
As a Higher Education Provider and in accordance with the Higher Education Support Act 2003 TIIS
will have open, fair, and transparent procedures that are based on merit for making decisions about
the: i.
ii.

Selection, from among applicants who seek to enrol with TIIS in a subject; and
Treatment of students undertaking a subject.

The above undertakings do not prevent TIIS taking into consideration educational disadvantages of
a particular student.

General Entry Requirements
Persons seeking to enrol in a higher education course with TIIS are required to submit acceptable
and verifiable evidence that they meet the published entry criteria for their chosen course.
As of January 2016, the entry requirement for admission to the Masters program of TIIS are:
•
•

completion of an undergraduate degree from a recognised Australian institution (or
equivalent); or
completion of a relevant graduate certificate from a recognised Australian institution
(or equivalent)

As of January 2016, the entry requirements for admission to the Graduate Certificate program
of TIIS are:
•

completion of an undergraduate degree from a recognised institution; or

•

TAFE, or equivalent, Diploma or Advanced Diploma in a related field and three (3) years
relevant work experience; or
other relevant qualifications and/or experience as approved by the Dean. This entry
criterion applies in particular to applicants who are 21 years of age or over.

•

Additional Entry Requirements
In addition to the general admission requirements stipulated above, courses may specify
additional requirements that applicants must meet in order to demonstrate their capacity for
success in the course.
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These may include, but are not limited to:
•

specific supporting studies within their undergraduate program;

•

attendance at interviews;

•

relevant work experience;

•
•

presentation of folios; and/or
submission of supplementary information forms.

Additional requirements will be published in the Institute’s Student Handbook and on the
website for the information of persons seeking enrolment.

Special/Alternative Admission Arrangements
Applicants who have not completed Year 12 or its equivalent may gain entry to a course by
addressing one of the following entry requirements:
1. successful completion of a Special Tertiary Admissions Test (STAT) administered by a
tertiary admissions centre; or
2. submission of a portfolio of prior and current academic and professional work; or
3. submitting an application for credit that meets the requirements of the Credit for Prior
Learning Policy and Procedure.
Applicants applying under special admission categories 1 and 2 will be required to attend an
interview with the Course Coordinator to assess the applicant’s capacity for graduate study. The
applicant should submit a portfolio of prior and current academic and professional work prior to
the interview to assist in the assessment process.
The criteria used by the Program Coordinator when selecting applicants to a course under special
/ alternative admission arrangements include:
•

the capacity to pursue tertiary studies;

•
•

motivation to pursue tertiary studies in the discipline of the chosen course;
demonstrated potential for academic studies based on the applicant’s portfolio;

•

relevant professional and industry experience.

The processes used to monitor the progress of students enrolled under special / alternative
arrangements include:
•
•

monitoring of the student’s progress by the Program Coordinator at the conclusion of
the first trimester in the first year of the student’s enrolment;
a “Review of Student Progress” meeting between the student and the Course
Coordinator at the conclusion of the first year of enrolment.
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English Proficiency
International students whose first language is not English must demonstrate competency in
the English language. English proficiency can be demonstrated by providing evidence of an
International English Language Testing System (IELTS) overall test result (or equivalent
alternative test result – such as TOEFL (test of English as a foreign language) or PTE (Pearson
Tests of English) – as defined by regulation) that meets the specified level of English
proficiency required for the course. Typically, entry to a master’s degree course requires an
IELTS average of 6.5 or above, with no band below 6.0; Entry to a grade certificate requires
an IELTS average of 6.0 or above, with no band below 6.0. There is a grey area in these hurdles
(e.g. if one band is slightly below the hurdle and another is far above, the reviewer should try
to be compassionate; Also, if one band is slightly below the hurdle, ELICOS can be used to
make up the difference, however, some deficiencies are too broad to be bridged with
ELICOS).
Other acceptable evidence of English proficiency includes but may not be limited to:
•

completion of an undergraduate degree via the medium of English; or

•

completion of Year 12 secondary schooling in Australia with a pass in General English
within the last two (2) years.

International students who do not meet the specified English proficiency requirements may
undertake an ELICOS (English Language Intensive Courses for Overseas Students) program prior
to undertaking the course.
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Applications
Applications for admission to a course shall be made on the prescribed form and lodged in the
manner prescribed on the form. All applications will incur an Application Fee as advised on TIIS’s
website.

Assessment of Application and Verification of Evidence
An Admissions Officer will assemble the documents for an application for admission to a course
and submit that package for initial review to the Program Coordinator and final review by the
Dean or CEO.
Applicants who apply to undertake a course of study at TIIS must submit documentary evidence
that demonstrates they meet the published entry requirements of their chosen course. An
original or certified copy of documentation must be provided and sighted by the Admissions
Officer.
Qualifications submitted in a language other than English must be accompanied by a certified
official translation.
Where there is any doubt about the authenticity of any documentation provided, the
Admissions Officer may correspond with the issuer of the document and make relevant
enquiries.
The Admissions Officer, Program Coordinator and or Dean will validate all applications and their
assessment.

Offers
Based on the documentation provided and subject to the application meeting the published
entry criteria, a written offer of a place in the course will be made to the applicant via a Letter
of Offer. Any conditions of the offer will be clearly specified in the Letter of Offer.

Acceptance
Applicants accept the offer of a place in the course by signing and returning a copy of the Letter
of Offer and Student Agreement as directed. Acceptance of an offer of a place shall be taken
to constitute acceptance by the applicant of all published policies and procedures of TIIS.
Once an offer is accepted, the applicant is enrolled in their chosen course and sent a
Confirmation of Enrolment letter with details about the course and arrangements for student
orientation.
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Cancellation of Enrolment
A student’s enrolment may be cancelled if statements made by the student (and/or their agent)
in their admission application are shown to be false.
A student shall no longer be deemed enrolled in a course if they have been excluded on
academic or disciplinary grounds.

Appeals
An applicant may appeal against a decision to refuse admission to a course. The grounds for appeal
are that the decision is inconsistent with this policy. Appeals must be made in writing and lodged
with the Dean within ten working days of the applicant receiving written notification of the decision
to refuse their application. The Dean will respond in writing to the appeal within twenty working
days and may confirm or vary the decision. All decisions made by the Dean in regard to appeals will
be documented and a report prepared for the Academic Board following the commencement of
each trimester.
If an applicant remains dissatisfied with the outcome of their appeal against a decision to refuse
admission to a course, they may use TIIS’s grievance handling procedures that enables prospective
students to lodge grievances of a non-academic nature.
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Commitment and Obligations
TIIS of is a place to learn and a place to grow as a professional. By its name and very nature,
TIIS is international in its outlook and diverse in its practice. It is a place where students from
around the world gather to learn about their future profession, themselves as students and
citizens, and the international community with whom they daily interact. TIIS provides a
unique, global oriented learning environment.

Our Commitment
TIIS is committed to building a community of learners. We will provide a safe and welcoming
environment free from harassment in whatever form it takes. The actions of our academic and
professional staff will be responsive, accurate, timely and appropriate to your needs. Our
academic staff will be student focused. They will challenge you intellectually while also providing
the support needed to help make your time at TIIS a success.
The facilities of TIIS will meet the needs of your academic life. The inner-city location will assist
in meeting your social needs.

Your Commitment
TIIS expects that all members of the broader Institute community will behave
professionally and with respect for others. Therefore, students must not behave in a
manner that may be considered disruptive and/or inappropriate by any reasonable
standard. Students are expected to refrain from behaviour that:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

creates significant disruption to the learning environment;
creates an atmosphere of hostility, intimidation, ridicule, anxiety or disrespect for
others;
contradicts published rules, regulations, procedures or common standards of safety;
endangers or threatens to endanger the health or safety of others; or
damages, defaces or destroys the Institute’s property.
Furthermore, students are expected to:
attend their scheduled classes regularly and punctually;
refrain from the use of devices which may disrupt classes. e.g. mobile phones;
comply with reasonable directions from the Institute’s authorised representatives;
conduct themselves in a safe and healthy manner;
identify and report any possible hazards from equipment, facilities and the
environment;
refrain from smoking anywhere on the Institute’s premises;
refrain from drinking and/or eating in any study area, including the library;
refrain from the use of bad language, alcohol and drugs when on campus;
ensure that no students, staff, or visitors to TIIS experience discriminatory, harassing or
bullying behaviour;
report any discriminatory behaviour, harassment or bullying to the Course Coordinator
or the Dean; and
follow the Institute’s policies
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Consequently, students are entitled to:
•
•
•
•

be treated fairly and with respect;
learn in an environment free of discrimination and harassment;
pursue their educational goals in a safe and supportive environment; and
expect that their privacy is respected and their personal information will be kept
confidential.

Application Process
Stage 1: Obtain Course Information
Potential students are advised to visit the Institute’s website at tiis.edu.au . The site contains
the most up-to-date information available. At this site, students will find all the information
they need to ensure they enrol in the right course of study.

Stage 2: Complete an Application Form
For the most up-to-date details of the entry requirements for each qualification, please refer
to the website. The completed application form should be sent to TIIS via email to
info@tiis.edu.au or by post to Level 4, 22 Market Street, Sydney, 2000, Australia for processing.
Documents not in English must be accompanied with a certified translation by a NAATI
accredited translator.

Stage 3: Issuing Letter of Offer
Following the admission process, each application will be assessed based on its merits. A Letter
of Offer will be issued to the successful applicant within five (5) working days of the receipt of
the application. A Letter of Rejection, with reasons, will be sent to unsuccessful applicants.

Stage 4: Accepting the Letter of Offer
Upon receipt of the Letter of Offer, applicants will need to carefully read the terms and
conditions. Only when the applicant fully understands and agrees with the terms and
conditions of the enrolment, should they sign the agreement as attached to the Letter of Offer
and pay the tuition fee (as outlined in the Fees and Charges Schedule).
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The Letter of Offer will carry with it a request for verification of documents as outlined in the
Application Form. This will include but is not limited to:
•
•
•
•
•

certified copies of previous qualifications (including certificates, academic transcripts
etc);
working experience certificate where applicable (including the name, address and
contact details of the organisation or person who provides the certificate etc);
original or certified copies of English proficiency test results such as IELTS test report;
financial support documentation (if required); and
passport and current visa.

The original documents should be brought with you to ORIENTATION.
Consider Applying for Credit Transfer and/or Credit for Prior Learning (CPL):
Credit for Prior Learning (CPL) is an assessment process through which the skills, knowledge and
experience that students already have may count towards the achievement of a qualification.
If successful, a student will receive credit for that subject. For further information, See Credit
for Prior Learning Policy and Procedure.

Stage 5: Confirmation of Enrolment
A Confirmation of Enrolment (CoE) will be issued to international students for visa purposes
upon receipt of their fee payment and signed Letter of Offer.
Please note that acceptance of the offer serves as a binding contract between TIIS and the
prospective student.
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Orientation Program
A compulsory Orientation Program (normally held one week prior to commencement date) is
arranged for all enrolled students before the commencement of their qualification. Final
course registration will also be completed at this time. The Orientation Program will include
the following activities:
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.

Introduction and welcome by the CEO, academic and administrative staff;
Student registration process;
Introduction to Emergency, Health and Welfare services;
Introduction to course information, timetable, learning and assessment strategies;
Introduction to learner rights and responsibilities;
Introduction to the complaints and appeals process;
Introduction to facilities and resources;
Introduction to student support services;
Student needs survey/interview session;
Emergency evacuation directions and protocols; and
Details on student visa conditions regarding course progress and attendance.
Services overseas students can access for information on their employment rights and
conditions, and how to resolve workplace issues, such as through the Fair Work
Ombudsman.

Students who miss the Orientation Program will have their enrolment cancelled unless their
absence has been approved by the CEO/Registrar, Program Coordinator or Dean.
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Commencement Dates and Trimester Schedule
2021
Trimester 1 2021:
14 January: Orientation (new students)
Block one (1)
: 18 January 2021 – 7 March 2021 (weeks 1 – 8 including exam week)
11 March: Orientation (new students)
Block Two (2)
: 15 March 2021 – 2 May 2021 (weeks 9 – 16 including exam week)

Trimester 2 2021:
6 May: Orientation (new students)
Block one (1)
: 10 May 2021 – 28 June 2021 (weeks 1 – 8 including exam week)
1 July: Orientation (new students)
Block Two (2)
: 5 July 2021 – 20 August 2021 (weeks 9 – 16 including exam week)

Trimester 3 2021:
2 September: Orientation (new students)
Block one (1)
: 6 September 2021 – 22 Oct 2021 (weeks 1 – 8 including exam week)
28 October: Orientation (new students)
Block Two (2)
: 1 November 2021 – 17 Dec 2021 (weeks 9 – 16 including exam week)
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Fees and Charges Policy
TIIS charges fees for admission, tuition, Credit of Prior Learning (CPL), supplementary examination, and
such other activities as determined necessary by TIIS Executive Management Committee (EMC), who
is also responsible to review and approve any adjustment or amendment to fees and charges. TIIS
finance team and student service team are responsible for administer the fees and charges.

Fee Approval Authorities
Fee Items
Tuition Fees for International Students
Tuition Fees for Domestic Students
Enrolment Fee
Administrative and Miscellaneous Charges

Fees Per Subject
EMC
EMC
EMC
EMC

Guiding Principles
•
•
•
•
•

This policy aims at providing clarity in relation to the administration, adjustments and the
collection of fees at TIIS.
TIIS aims at providing information about fees and charges to prospective students prior to
enrolment as part of its enrolment procedure.
Fees are due and payable according to the letter of offer signed by students.
Fees for subsequent study periods are due two weeks prior to the commencement date of the
proposed trimester period. Failure to make payment by the due date might attract additional
penalty fees.
Non-payment of tuition fee might result in the cancelation of enrolment, denial of sitting for final
exams and etc.

Specific rules for international students
•
•
•
•
•
•
•
•

International students on a Student Visa MUST be enrolled in a full-time basis.
Fees must be paid upon the acceptance of the Letter of Offer. The current fee schedule will
always be placed on the TIIS website.
Fees are due and payable according to your letter of offer.
Payment of initial tuition fee is due on acceptance of the offer.
Fees for subsequent study periods are due two weeks prior to the commencement date of the
proposed trimester period. Failure to make payment by the due date might attract additional fees.
Non-payment of tuition fee might result in the cancelation of enrolment and COE, which might
affect student visa of students.
International students are required to demonstrate to the Australian Government sufficient funds
to cover their studies in Australia. As such, financial hardship is not be classified as special
consideration for not meeting fee payment.
Students are required to pay the current applicable fees which may differ from that quoted in the
offer letter or on the COE. If there is any change of fees, you will be required to pay the current fee
that applies from the beginning of the next study period.

Student Handbook 2020-2021 (May. 21)

Page 28 | 104

The Fee Schedule (2021)
(Please note that all fees are referring to Australian dollars $AUD)
Overall Course Tuition Fee for MPAA (4 instalments)
Overall Course Tuition Fee for MPA (3 instalments)
Overall Course Tuition Fee for GCPA (1 instalment)
Enrolment and Administration Fee (non-refundable)
First instalment (payable on acceptance of letter of offer)
Second instalment (Two weeks prior to commencement of next trimester.)
Third instalment (Two weeks prior to commencement of next trimester.)
Fourth instalment (Two weeks prior to commencement of next trimester.)
Late payment of instalment fees – penalty per week from the commencement of
classes
Late Enrolment Fee (Within 10 working days from date of enrolment)
Overseas Student Health Cover (compulsory) – fee will depend on the individual
level of cover
Other Fees and Charges
Change of course - fee payable upon acceptance of a change of course to a
different level. Only applicable if a CoE was already issued for the previous course
- non-refundable.
Prescribed textbooks per subject OPTIONAL (Note: Students are strongly
recommended to purchase the prescribed textbooks prior to commencement of
studies. There are limited number of prescribed books available at TIIS Learning
Center for loan according to TIIS Learning Center Policy.)
Students may have the OPTION to borrow the prescribed books with a fee for the
duration of the term.
Resit Exam (Defer exam due to any controllable conditions to students and NOT
approved by Dean/Program Coordinator)
It is strongly recommended that students purchase materials for the 4 ACCAspecific subjects (MPAA4601 MPAA602 MPAA603 MPAA604) at $150 per subject.
CPL Application Fee
Credit for each subject for which CPL has been granted
Re-Issue Transcript only
Re-Issue Certificate only
Re-Issue complete testamur (Certificate and Transcript)
Postage for Certificates (if different from normal mail service and requested by
the student): Registered Mail
Courier
Supplementary Exam Fee
Security Swipe Key – refundable on completion of studies
Replacement Security Swipe Key
Re-issue of Student Card
Graduation Fee
*TIIS reserves the right to vary its fees and charges at any time without prior notice.
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34,800
26,100
8,700
250
8700
8700
8700
8700
200
200

250

150
Approximately

60
200

300
250
30
30
60

25
40
360 per subject
50
100
20
To be advised

Page 29 | 104

Student Handbook 2020-2021 (May. 21)

Page 30 | 104

Refund Policy and Procedure
This Policy and Procedures governs the refund of tuition fees and other related fees for
students at The Institute of International Studies (“TIIS”). This Policy and Procedures applies
to all candidates applying for admission with effect from June 2020.
This policy meets the requirements of the following standards:
a.
The Education Services for Overseas Students (ESOS) Act 2000
b.
The National Code of Practice for Providers of Education and Training to Overseas Students 2018
(National Code 2018)
c.
Higher Education Standards Framework (Threshold Standards) 2015
The student must complete an application form for a refund of fees. This form may be submitted
electronically, in person or by mail. A copy of the refund application form is available on TIIS
website or can be collected from a TIIS Student Support Officer. Students can contact TIIS at
info@tiis.edu.au regarding any refunds.

Refund Framework
Description of item
Enrolment and Administration Fee
Visa refused prior to course commencement
(for International students)
Withdrawal of course more than 10 weeks prior
to course commencement
Withdrawal of course between 4 to 10 weeks
prior to course commencement
Withdrawal of course less than 4 weeks prior to
course commencement
Withdrawal of course after course commencement

Refund status
Non-refundable
Full tuition fee refund less enrolment
and course material fees
80% tuition fee refund less enrolment
and course material fees
50% tuition fee refund less enrolment
and course material fees
30% tuition fee refund less enrolment
and course material fees
No refund

Visa cancellation due to students’ actions (for
International students)
Enrolment cancelled due to actions of the
student and results in serious breaches of the TIIS’s
Policies and Procedures
Compulsory Health Insurance (Student Visa only)
If TIIS withdraws its offer to deliver the course before
or after the course commencement date

No refund

Student Handbook 2020-2021 (May. 21)

No refund

Refer to the OSHC provider
Full tuition fee refunds less enrolment and
administration fee
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Notes:
a. If a student is able to demonstrate compassionate or compelling circumstances, the
amount refunded to the student can be higher than what is specified in the table above
at TIIS’s discretion. ‘Compassionate or compelling circumstances’ are reasons why a
student’s enrolment status may be changed. These are generally those situations
beyond the control of the student. The following are examples of compassionate or
compelling circumstances:
i.

Unavailability of units in the enrolled course

ii.

Inability to commence study on commencement date due to student visa delay or
refusal (evidence from DIBP must be provided. This clause does not include the
situation where the student has decided not to seek extension of visa for whatever
reason).

iii.

Serious illness or injury (a medical certificate must be provided stating that student
is unable to attend class).

iv.

Bereavement of close family members such as parents, grandparents, brother,
sister, (a death certificate must be provided).

v.

A traumatic experience such as witnessing a serious accident or witnessing or being
victim of a serious crime (police report must be provided).

vi.

A major political upheaval in the student’s home country which requires emergency
travel that will affect student’s studies.

vii.

A natural disaster in the student’s home country which requires emergency travel
that will affect student’s studies.

b. If the student is not satisfied with TIIS’s refund or related policies, the student has a right
to seek external advice and pursue action under Australia’s consumer protection laws.
c.

TIIS will only refund monies to the student’s nominated bank account.

d. Payment will only be made to students himself or herself and to the bank accounts/card
from which the payment has been made.
e. If the student has applied for deferral in line with TIIS Deferral Policy (and the deferral
request has been approved), the refund policy applies from the Original Date of Enrolment,
Not the Deferred DATE of Commencement.

Procedures
a. Students are required to complete a Refund Request Form with supporting documents
and provide a copy of the same to Administration in person or via email info@tiis.edu.au.
b. The Registrar will coordinate with the Chief Executive Officer (“CEO”) to determine a
decision based on the evidence provided.
c.

The decision will be conveyed by the Registrar to the student regarding their refund
application. The notification is provided within twenty-eight (28) days of receipt of the
student’s request.
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Refund – Provider Default
In the unlikely event that TIIS is unable to deliver the course in full, the student will be offered a
refund of all the course fees they have paid to date. Where possible, the refund will be paid to
the student within 28 days from the date on which the course ceased being offered/provided.
The student has the right to a refund of the unused portion of the tuition fee (calculated
according to the percentage of training and assessment already completed against the total
duration of the qualification).
For international students, if TIIS is unable to provide a refund or place the student in an
alternative course, TIIS’s Tuition Protection Scheme (TPS) is authorised by the Australian
Government to place the student in a suitable alternative course at no extra cost to the student.
In the event a student cannot find an alternative course placement option, the student is eligible
to request a refund of unexpended pre-paid tuition fees from the TPS, and is required to comply
with any relevant immigration requirements. If the TPS Director cannot place the student in a
suitable alternative course, the student will be eligible for a refund as calculated by the TPS
Director.

Dispute Resolution
An applicant may lodge an appeal with TIIS if there is disagreement with the way TIIS has
calculated the refund. The appeal must be in writing and addressed to the Registrar via
info@tiis.edu.au. The Registrar may also be contacted if assistance in preparing an appeal is
required.
Once TIIS has received an appeal, an official acknowledgement of receipt will be sent to the
student. A student who has lodged an appeal will be notified in writing of TIIS’s decision and the
reasons for making the decision. The response may confirm the original decision, vary the decision,
or set the decision aside and substitute a new decision.
Note: This Policy and Procedures and other TIIS’s Policies and Procedures do not remove the right
of the students to take action under Australia’s consumer protection laws. TIIS’s dispute
resolution processes do not circumscribe the student's rights to pursue other legal remedies.
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Credit for Prior Learning Policy and Procedure
Overview
Granting credit and providing recognition for prior learning (CPL) ensures that students
commence study both at a level that appropriately recognises their prior learning experiences
and are not required to repeat equivalent learning successfully undertaken in another context.
The Institute of International Studies (“TIIS”) is committed to developing open and accessible
guidelines to granting CPL towards a course of study based on prior learning, whether from
formal studies or professional work experience.

This Policy and Procedures is designed to:
a. Optimise the Credit for Prior Learning (CPL) students can gain for prior learning while
preserving the integrity of learning outcomes and discipline requirements of the award
to which it applies1.
b. Meet the best practice principles outlined in the AQF Qualifications Pathways Policy2.
The TIIS policy on the granting of CPL will be:
a. evidence based, clear, equitable, accessible, and transparent,
b. applied consistently and fairly with decisions subject to appeal and review,
c. cognisant of all prior learning regardless of how, when and where it was acquired, provided
that the prior learning is relevant and current and has a relationship to the learning
outcomes of the course,
d. academically defensible and consider the students’ chance of success in a course,
e. decided in a timely way,
f. cognisant that pathways into and between TIIS and other awards are available to all students
by furthering articulation pathways with other higher education and vocational training
providers and facilitating transfer between courses at TIIS, and
g. formally documented for the student including any reasons for not granting CPL.

What does CPL Encompass?
According to TEQSA Guidance Note: Credit and Recognition of Prior Learning, ‘Credit’ is a benefit
provided to a student by waiving one or more of the normal requirements for completion of a
course of study, such as not having to complete a particular unit of study. Credit is obtained on
the basis of evidence that the student has already undertaken learning that is deemed to be
equivalent to the parts of the course of study for which credit has been granted. For the
purposes of this Guidance Note, credit is interpreted broadly to include:
•
•
•

specified and unspecified credit
exemptions
advanced standing

1

Higher Education Standards Framework

2

Australian Qualifications Framework Handbook – January 2013

- Qualification Standard 3
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•
•
•

credit transfers
opportunities for substitute learning
other similar outcomes.

‘Credit for Prior Learning’ (CPL) is defined in the Australian Qualifications Framework as a
process through which eligibility for the award of credit is assessed, through assessment of
formal, informal and non-formal learning.

General Principles for Credit for Prior Learning (CPL)
a. Entry to TIIS courses is based on specific published entry criteria and decisions regarding
student selection will be in accordance with Policy and Procedures – Student Selection
and Admissions.
b. An offer of CPL does not guarantee admission into a specific course.
c. The assessment of the CPL to be granted in particular courses shall be determined by
the Program Coordinator within the framework of this Policy and Procedures and must
be periodically reviewed by the Teaching and Learning Committee.
d. Regardless of the CPL granted, the requirements of each course must be fulfilled.
e. CPL can be in the form of specified or, where appropriate, block and/or unspecified CPL.
f.

Applicants for a degree/award from TIIS must complete a minimum amount of the
course through TIIS. Total CPL external to TIIS shall not generally exceed 50% of the
total credit points required for the award toward which CPL is sought—unless it is
internal CPL or approved and justified by the Dean.

g. The 50% may comprise a mixture of CPL for formal study from a different program and
CPL for work experience. However, the portion of CPL granted for learning from relevant
and documented work experience must not exceed 20% of the total credit points of the
relevant award.
h. CPL granted for a specific course may (with approval of the Dean) be transferred from
one course to another – in such cases of internal transfer or a credit transfer based on
the equivalent program from another institution, the 50% limit may be exceeded as
long as the integrity of the target award is not impaired.
i.

This Policy and Procedures shall consider only units at a high “P” (pass; 55%) or above.
Where an applicant has completed a unit at another institute at the equivalent of a low
“P” (a pass < 55%) it is in the best interests of the applicant to redo the unit and CPL will
normally not be granted.

j.

CPL will not be given for subjects which have previously been awarded CPL toward a
completed degree/award – either by TIIS or another higher-education institution.

k. The CPL awarded by TIIS must not be based on CPL awarded by another institute—
instead, original transcripts/reason behind the CPL awarded by another institute must
be evaluated.
l.

Undergraduate units (AQF 6-7) are generally not recognised for Graduate (AQF 8-9) CPL.
However, where a student has successfully completed an undergraduate degree in the
discipline of a graduate foundation subject, CPL may be granted.
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Credit for Formal Studies
a. CPL will not normally be granted for formal study completed more than 10 years prior to
application. This restriction may be waived if the applicant has, in the intervening years
remained current by progressing through relevant work experience at a significant level (e.g.
not clerical work).
b. Graduate CPL may be granted for the successful completion of:
i.
ii.

iii.
iv.
c.

Units/subjects which form part of an accredited course provided by a recognised
higher education provider,
Accredited courses at AQF-6 and above offered by a registered vocational training
provider (NB: course at an AQF-6 must be accompanied by significant work
experience),
Courses provided by a professional association or other similar body, and
Training delivered by employers or other similar bodies.

CPL may be granted where there is substantial overlap (at least 75%) with content and/or
learning outcomes of TIIS units for which CPL is claimed.

d. When assessing CPL, the following will be considered, the:
i.
ii.
iii.
iv.
v.
vi.
vii.

General educational practices and standards of the provider(s) or any accreditation
obtained by such provider that may be relevant to the course under consideration,
Objectives of the course and the methods adopted to achieve those objectives,
Admission requirements to the course,
Duration of the course, having regard to entry requirements and course objectives,
Breadth, depth, and balance in the course/unit material involved and the intellectual
effort required,
Methods of assessment, and
Arrangements for practical training and experience as part of the course.

Credit for Learning from Work Experience
a. CPL may be granted for work experience where the relevance of that learning can be
documented to the satisfaction of the Dean.
b. The onus shall be on the applicant to provide appropriate evidence or demonstrate the
relevant skills, knowledge, and understanding.
c.

The maximum CPL that can be granted for learning from work experience is 20% of the total
credit points required for the course toward which CPL is sought and that 20% forms part of
the 50% overall cap on the CPL awarded toward a given course.

d. When assessing CPL for work experience, the following will be considered:
i.
ii.
iii.
iv.
v.
vi.

authenticity - the applicant has demonstrated the learning outcomes that are being
claimed,
currency - the learning outcomes are still valid and performable,
quality - the learning has reached the acceptable level,
relevance - the learning is applicable to the unit claimed,
transferability - the learning outcome can be applied outside the specific context in
which it was learned, and
comparability - the prior learning is comparable in content and standard with the
unit/s of study in which CPL is sought.
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Internal Transfer Between Courses
a. CPL may be granted when a student has successfully completed units while undertaking a
course with TIIS and wishes to transfer to another course within TIIS.
b. CPL may be granted for those units already undertaken which form part of the course into
which the student is transferring.
c. The maximum CPL that can be granted in these circumstances is not limited.
d. Credit for a TIIS subject cannot be applied twice, except where there is a formal study path
for a double or combined degree.

Cross-Institutional Credit
a. While CPL is normally associated with prior studies, there are circumstances where a student
may want to study one or more subjects at another institution. Student must apply to the
Program Coordinator for written permission to apply future subjects at another institution—
all other CPL rules then apply for that credit to be counted as part of a TIIS degree.
b. In exception circumstances, Cross-Institutional Credit may be applied for one or more of the
last four subjects in a TIIS course. In all circumstances, Cross-Institutional Credit will be shown
in the student’s records as CPL.

Applications
A CPL application must be made in the appropriate form at, or near, the time of application for
admission to a course. The CPL application should be supported by enough documentary evidence –
e.g. transcripts and unit descriptions (including learning outcomes).
Assessment of the application will be undertaken by the Program Coordinator who will ensure that
the applicant is advised in writing/email of the result. A record of any CPL (including reasons for not
granting CPL) will be made available to the student and placed on the student’s file.
Normally, graduate CPL will not be offered for undergrad subjects but CPL for introductory subjects
may be offered for undergrad degrees in the same discipline. Also, for CPL to be offered for graduate
subjects, those subjects (typically) need to be taken in Australia. Undergraduate CPL will be offered on
the basis of 75% subject content coverage as per the guides of the National Office of Overseas Skills
Recognition (NOOSR).
It is the intention of this Policy and Procedures that students should be advised of the CPL that is
offered at, or near, the time they accept a place in a course.
The Program Coordinator will prepare an annual report for the Academic Board on decisions taken
over the previous 12 months.
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International Students
If the applicant is an international student applying for a study visa the following applies:
a. Where CPL is granted before the issue of a visa, the actual course duration in the
Certificate of Enrolment (CoE) issued to the student will be reduced (NB: reductions in
the actual course duration do not affect the formal course duration—e.g. a two-year
course remains a two-year course).
b. Where CPL is granted after the issue of a visa, TIIS will report the change of course
duration via the Provider Registration and International Students Management System
(PRISMS).
If an international student is granted CPL that significantly shortens (i.e. by one trimester or more)
their course, it remains a visa condition that they continue to study full-time. Also, as noted
above, TIIS must inform the (Australian) Department of Home Affairs of that significant reduction.

Articulation Arrangements (CPL Agreements)3
Consistent with national policy, TIIS will systematically negotiate agreements with other tertiary
education providers to maximise the CPL available to eligible students for entry into TIIS courses.
These agreements will provide CPL for graduates of specific courses offered by recognised providers
of tertiary education for units/subjects that form part of a TIIS course.
When negotiating these agreements, TIIS will consider the comparability and equivalence of the
articulating Institute’s course, notably, the:
•

learning outcomes,

•

volume of learning,

•

content, and

•

learning and assessment approaches.

When negotiating a formal articulation arrangement, TIIS will assess the quantum of CPL that may
be awarded by mapping the specified learning outcomes for the course provided by the external
Institute against the learning outcomes of units within the relevant Institute course.
The existence of a CPL agreement does not preclude an individual student applying for additional
CPL under this policy.
The Academic Board will approve all articulation arrangements after evidence of the mapping of the
learning outcomes of the external course against the relevant Institute course has been considered.
Once approved by the Academic Board, the articulation arrangement will be set out in a formal CPL
agreement, signed by both parties and recorded in a register of approved articulation agreements.
TIIS will make publicly available details of all current CPL agreements in accordance with section 2.3
of the AQF Qualifications Pathways Policy.4
3

For the purposes of Schedule 1A of the Higher Education Support Act 2003 (amended/revised 2018;
https://www.legislation.gov.au/Details/C2018C00312) and the Australian Qualifications Framework 2013
(https://www.aqf.edu.au/) articulation agreements are known as ‘Credit Transfer Arrangements’. Articulation
arrangements are also colloquially known as ‘pathways’.
4
As set out in the Australian Qualifications Framework Handbook – January 2013.
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Internal articulation arrangements
At the appropriate time, TIIS may develop internal articulation arrangements to enable graduates of
lower AQF level courses offered by TIIS to articulate to higher AQF level courses offered by TIIS. The
process for developing these arrangements and determining the quantum of CPL will be the same
for external articulation arrangements.

Appeals
A student/applicant may appeal against a decision denying the granting of CPL. The grounds for
appeal are that the decision is inconsistent with this Policy and Procedures. Appeals must be made
in writing and lodged with the Dean within 10 working days of the student being sent written/email
notification of the decision. The Dean will respond to the appeal within 20 working days and may
confirm or vary the decision.
If a student remains dissatisfied with the outcome of their appeal against a decision regarding the
award of CPL, they should first use the TIIS grievance-handling procedures and, if after that process
concludes, they are unhappy with the outcome they can appeal via the Office of the Commonwealth
Ombudsman.

Publication and review
This Policy and Procedures will be made available to all prospective and current students on the TIIS
website to enable them to make well-informed choices between alternative pathways and consider
the CPL that may be available to them. Prospective students should be advised in pre-enrolment
materials and upon enrolment about this Policy and Procedures.
This Policy and Procedures will be regularly reviewed to maximise applicability to new and updated
awards and to student and industry needs in line with section 4.3 of the TIIS Quality Assurance
Framework.
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Student Assessment Policy and Procedure
Overview
The Institute of International Studies (“TIIS”) has designed this policy to ensure that all student
assessment tasks are appropriately designed to determine the extent to which students have met
the learning and skills outcome requirements within a subject of study and to assist teaching staff
to make decisions about the performance of individual students within a subject of study.

Rationale for Assessment
The rationale for assessment is:
a. to promote, enhance, and improve the quality of student learning through feedback that
is clear, informative, timely, constructive and relevant to the needs of the student;
b. to measure and confirm the standard of student performance and achievement in
relation to a subject’s defined learning objectives;
c. to reward student effort and achievement with an appropriate grade;
d. to provide relevant information in order to continuously evaluate and improve the quality
of the curriculum and the effectiveness of the teaching and learning process.

Forms of Assessment
Some assessment is formative; it is specifically intended to assist students to identify weaknesses in
their understanding, so that they may improve their understanding and enhance their learning. Other
assessment is summative; its objective is primarily to pass judgment on the quality of a student’s
learning, generally in terms of assigned marks and grades. Furthermore, critical reflection on the
outcomes of assessment tasks, both formative and summative, can inform lecturers and students, not
only about the quality of student learning but also about the effectiveness of teaching. A practice of
continuous assessment and supplementary examinations shall be implemented.
Normally, assessment of a subject will have:
a. Three items of assessment;
b. No one assessment weighted more than 50% of the total mark;
c. Assessment tasks which are formative, summative, and a mix of formative and summative;
d. Ensure that ≥ 50% of total assessments are invigilated individual work; and
e. Limit group assessment to 30% of the total mark.
The forms of assessment used for each subject will be clearly delineated in the Subject learning Guide
available to students.
Forms of assessment may include, as appropriate:
•

Written quizzes, tests and/or exams - in the form of short answer questions, numerically
based questions, limited use of multiple-choice questions (no multiple-choice questions in the
final exam), essays, and case studies.

•

Written assignments - in the form of essays, literature reviews, reports, work logs, portfolios,
reflective journals, research reports, etc. Students should be made aware of the limited gain
and high risk of using so called Contract writers (‘cheaters’), plagiarism, and/or doing or
accepting ghost writing for assignments.
Seminars/presentations - normally based around formal discussion groups where students

•
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•
•

will be delegated particular topics for research and will be required to present their findings
at subsequent seminars;
Practical assignments - students may be required to complete a series of practical
assignments designed to test students’ abilities under ‘real world’ conditions;
e-based assignments - students may be required to respond to simulations, design strategies,
develop modelling scenarios, prepare forecasts, develop applications etc.

Notification of Assessment
A fundamental aspect of developing a subject is the specification of the prescribed assessment tasks
in a way that relates them directly to the subject objectives (including expected learning outcomes),
the course structure, the teaching methods to be used, and the learning strategies to be fostered. The
details of all assessment tasks will be stated clearly in the Unit Study Guide and include a statement of
the objectives of the subject; its assessment plan, including weightings allocated to each assessable
component and related submission dates; deadlines, sanctions and penalties.

Timing and Weight of Assessments
Students are expected to achieve the objectives of a unit progressively throughout the trimester.
They will be set tasks during the study period that allow their progress to be evaluated against
set criteria.
Assessment tasks will be designed carefully, first, to keep in proportion student time
commitment and the weight of the assessment task in the overall assessment, and second, to
reflect, as far as possible, the importance of each task in determining the effectiveness of
students having met the subject objectives. This might mean that an important task, such as a
final examination, is weighted more heavily. Care will be taken to avoid the imposition of a heavy
imbalance of assessment load toward the second half of the study period. Assessment should
reflect both the level of the subject and the credit points assigned.
Typically, one or more assessment tasks will be set, submitted, marked and returned to students
by the mid-point of a subject. Although students need regular feedback on their progress, set
assessment tasks should be kept to the minimum that is enough to enable students to make
judgements about their progress. Due dates for assessment tasks will be well separated in time
to provide students periods for reflective learning that are free from the pressure engendered
by a looming deadline.
In some disciplines, students are expected to practise skill development continuously. To
evaluate students’ ability to perform such on-going tasks, consideration will be given to
strategies for self-assessment. In this way, students can obtain evidence concerning their level
of understanding of the work, while avoiding the stress of frequent formal appraisal by an
examiner.
Apart from examination scripts, all assessed work will be returned to the student, preferably in
a class context where the student has the right to query the assessment result for clarification
either then or later. Typically, all marked assignments will be returned to students within two
weeks.
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Unit Study Guides will advise students at the beginning of a subject how all assessment results
are to be combined to produce an overall mark for the subject. In particular, the subject outline
will make clear:
a. the weight of each task in contributing to the overall mark;
b. the formulas or rules used to determine the overall mark;
c. minimum standards that are applied to specific assessment tasks, and the consequences if
such standards are not met (including failure to submit particular tasks);
d. rules regarding penalties applied to late submissions; and
e. precise details of what is expected in terms of presentation of work for assessment.
Emphasis will be placed on appropriate referencing conventions and requirements, on the degree
of cooperation permitted between students, and on what constitutes academic dishonesty and
the consequences of committing it as outlined in the Policy and Procedures – Academic Integrity
and Honesty.

Submission of Assessment Items
Students are required to submit assessment items at the time and date specified in the Subject Study
Guide. Assessment items submitted after the due date will be subject to a penalty unless the student
has been given prior approval in writing for an extension of time to submit that item.
Assessments should be submitted in the form specified in the Subject Study Guide. Where assessment
items are submitted electronically, the date and time the email was received will be considered the
date and time of submission. Where practical, assessments must be subjected to plagiarism detection
software such as Turnitin. In all assignments, students should be rewarded for providing/integrating
informed opinions (citing expert opinions) and penalised for giving unsupported (and/or plagiarised)
opinions.

Penalties for Late Submission
An assessment item submitted after the assessment due date, without an approved extension or
without approved mitigating circumstance, will be penalised. The standard penalty is the reduction of
the mark allocated to the assessment item by up to 10 percent of the total mark applicable for the
assessment item, for each day or part day that the item is late. Assessment items submitted more than
10 days after the assessment due date will be awarded zero marks.
Extensions to assignment deadlines based on mitigating circumstances will be at the discretion of the
Program Coordinator and should be granted in writing. Mitigating circumstances are situations outside
of the student's control that are likely to have had a significant adverse effect on a student's work or
ability to work.

Special Consideration
Students whose ability to submit or attend an assessment item is affected by sickness,
misadventure, or other circumstances reasonably beyond their control, may be eligible for
special consideration. No consideration is given if the condition or event is unrelated to the
student's performance in a component of the assessment, or when it is considered not to be
serious.
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Students must apply in writing to the Program Coordinator for special consideration within three
days of the assessment item due date or exam. When considering an application for special
consideration, the Program Coordinator will consider one or more of the following.
When considering the application for special consideration, the Program Coordinator will consider
one or more of the following:
a. the student’s performance in other assessment tasks in the subject;
b. the severity of the event;
c. the student's academic standing in other subjects and in the course; and
d. any history of previous applications for special consideration, especially where they indicate a
chronic problem.
If an application for special consideration is accepted, any one of the following outcomes may be
appropriate:
a. no action is taken;
b. additional assessment or a supplementary examination is undertaken. Additional assessment
may take a different form from the original assessment. If a student is granted additional
assessment, the original assessment may be ignored at the discretion of the Program
Coordinator. Consequently, a revised mark based on additional assessment may be greater or
less than the original mark;
c. marks obtained for the completed assessment tasks are pro-rated to achieve a final percentage
result;
d. the deadline for assessment is extended;
e. the student can discontinue from the subject without failure. This is unlikely to occur after an
examination or final assessment has taken place.

Assessment Feedback
To minimise the number of requests for reviews of an assessment decision, the Institute will ensure
that students are provided with feedback from markers that enables them to understand the reason
for their results.

Reasonable Adjustment
Students with a disability may request reasonable adjustment to an assessment task to
accommodate a disability. Adjustments to assessment must balance basic issues of equity (all
students) with fairness (e.g., consider the special characteristics/attributes of the requesting
student).
Any adjustments made must be ‘reasonable’ so that they do not impose an unjustifiable hardship
upon TIIS nor unfairly treat the student with a disability nor provide an unreasonable advantage.
A request for reasonable adjustment is made by the student in writing to the Lecturer for the subject
affected, or by a Student Support staff member on their behalf.
Reasonable adjustments must be communicated to and approved by the Program Coordinator—
such adjustments may involve varying the procedures for conducting an assessment, for example:
a.
b.
c.
d.

Allowing additional time for completion of an assessment;
Extending an assessment deadline/s;
Varying an assessment’s question and response modalities;
Providing or allowing additional resources in examinations.

Requirements for Successful Completion of a Subject
Students must achieve at least 50% of the total marks for the subject to pass the subject—
alternate requirements are listed in section 14 of this policy with the Codes NGP, CG, and CPL.
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Resubmission
Where a student has completed all assessment tasks of a subject and achieves a near fail (i.e., a score
of 46-49%) the Program Coordinator may recommend that s/he be offered the option of completing
additional assessable work which, if completed at the prescribed standard, will result in the student
passing the subject. The grade awarded after the additional assessment is finalised is limited to P*
or, if the student does not adequately complete the additional assessment work, FO*.

Supplementary Examinations
At the discretion of the Dean, students who score a near fail (≥ 45) may be allowed to write a
supplementary examination with a score limited to 50% (P*) if they pass their supplementary
examination or FO if they fail or do not write the supplementary exam.

Grades
During each subject, students will be provided with an evaluation of their individual performance
with reference to the criteria for each assessment in accordance with the following guidelines:
Grade

Definition

High Distinction (outstanding performance)
Code: HD
Mark range: ≥ 85%

Outstanding work which exhibits sophisticated understanding and critical
synthesis, analysis, and evaluation of the subject matter. While the work
utilizes opinions of others, judgements about the value of the subject
matter are made and drawn together in an organized whole. Gaps in the
subject matter might also be identified and the implications discussed.
Substantial work of high quality, which demonstrates a clear
understanding of the subject matter, in which the relationship between
the constituent elements are identified clearly and discussed with some
level of critical analysis. The work also applies abstract ideas in concrete
situations.
Sound and competent work, which demonstrates a reasonable but
incomplete grasp of the subject matter. Recall and paraphrasing of the
work of others with little integration. Some basic level of critical analysis
is evident. Originality in the work is rarely evident.
Work that demonstrates a satisfactory engagement with the subject
matter such that the student is said to have a general understanding of
the field.
Completion of an assessed task on a pass/fail basis.

Distinction (very-high performance)
Code: D
Mark range: 75-84%

Credit (high level of performance)
Code: C
Mark range: 65-74%
Pass (competent performance)
Code: P
Mark range: 50-64%
Non-graded Pass
Code: NGP
Credit on Compassionate Grounds
Code: CG
Credit Granted for Prior Learning
Code: CPL
Deferred
Code: DEF
Withdrew without Failure
Code: WO
Fail (Outright)
Code: FO
Mark range: < 50%
Fail (Non-submission)
Code: FN
Mark range: < 50%
Withdrew with Failure
Code: WF
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Credit granted for compassionate or equivalent grounds.
Credit has been applied for and granted for prior learning.
Officially Deferred examination (e.g. due to illness on the exam day). DEF
converts to an FO if not resolved in one trimester or renewed.
Withdrew from the subject before census date or after the census date
with special circumstances.
Attempted all or most of the assessments but did not meet key learning
objective/s of the subject.
Did not attempted one or more of the assessments and, as a result, did
not provide evidence that they met key learning objective/s of the
subject.
Withdrew from the subject after the census date.
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Publication of Results
All subject results must be reviewed and properly approved before publication. The Teaching
and Learning Committee will nominate three of its members (but not any student
representative) to sit at the end of each study period as the Board of Examiners to approve
results prior to publication. At least one of the members will be an independent member of the
Teaching and Learning Committee.
Once results have been approved, the Registrar and Dean will ensure that the approved mark
and grade is recorded in the student database against the relevant subject and students notified
of their results via their registered Institute email address.

Review of an Assessment Decision
A student may request a review of an assessment decision. A request for a review may relate to the
decision regarding an individual assessment item or a final unit grade.
Students should first approach the Lecturer, where appropriate, to discuss their concerns about the
assessment decision. Where the issue regarding the assessment decision is unable to be resolved at
this level, a request for a review may be made in writing on the prescribed form and lodged with the
Dean within five working days of formal notification of the assessment result.
The grounds upon which the student may request a review of an assessment decision are:
a.
b.

that the student believes that an error has occurred in the calculation of the grade; and /or
a demonstration that the assessment decision is inconsistent with the published assessment
requirements or assessment criteria.

Students should note that each review against an assessment decision is determined on its own
merits without reference to other applications.
The Dean will normally respond to the request for a review of an assessment decision within ten
working days and may confirm or vary the original decision. All decisions relating to reviews of
assessment decisions are sent to the Dean who compiles an annual report for review by the Teaching
and Learning Committee.
If a student remains dissatisfied with the outcome of the review of an assessment decision they may
utilise TIIS’s grievance handling procedures.
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Student Progression and Exclusion Policy
and Procedure
TIIS requires that the academic achievement of each student is monitored so that students who
are determined to be ‘at risk’ can be provided with advice and support to ensure successful
course completion whenever possible.

Maximum Candidature
Students must meet the requirements of a course within a prescribed number of years from the
date of first enrolment. The rationale for placing a timeframe on course completion is to ensure
that the qualification awarded reflects currency of knowledge and skill.

Years to Complete
The number of years allowed to complete the requirements of a course is listed below. The time
elapsed will be calculated from the date that the student commenced their first study period.
TIIS will send students a courtesy reminder after three years of inactivity to notify students of
the maximum period of candidature. The Dean will make adjustments in completion times for
those students who move between full and part-time modes.
Course

Years

Master of Professional Accounting (MPA)

3 years (max duration for full-time mode)
5 years (max duration for part-time mode)

Applications for an Extension of Time
Students who fail to complete within the prescribed period and who can reasonably be expected
to meet the course requirements within two additional study periods may apply for an extension
of time. Each application will be considered on its merits and with reference to the student’s
academic performance to date.

Applications for an extension of time to complete the course must be made in writing to the Dean
at least one (1) study period prior to the expiry of the student’s prescribed period of maximum
candidature. The application must include reasons for the student’s inability to complete the
qualification in the prescribed time period. The Dean will provide a written response to the
student within twenty (20) working days outlining their decision and informing the student of
their right to appeal the decision.

Students Who Fail to Complete Within the Time Limit
Students who fail to complete course requirements within the specified time limit (including any
extension of time granted) will have their enrolment terminated and a statement noting that the
maximum period of candidature has been exceeded will appear on the final record of results
issued to the student. The student will be advised in writing of the decision to terminate their
enrolment and will also be advised that they have twenty working days from receiving notification
of the decision to terminate their enrolment to appeal the decision.

Requirement to Attain Minimum Academic Standards
Students are required to attain the following minimum academic standards in order to be
deemed to be maintaining satisfactory academic progress in a course:
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•
•

Not more than one failure in a particular subject; and/or
Not fail 50% or more of the subjects attempted in a study period.

The Dean monitors the academic performance of each student against the minimum academic
standards at the end of each study period. Where a student has failed to meet the minimum
academic standards the Dean will deem that student as being ‘at risk’.
At the unit level, Academic staff will monitor the progress of students by identifying those who are
failing or underperforming in prescribed assessment events. In the first instance, staff will counsel
students on their performance. Depending on the outcomes from this informal session, staff may
recommend students seek learning support or personal advice from the student counsellor. Staff may
also refer students deemed to be ‘at risk’ directly to the Dean.

Students Deemed ‘at risk’
The Dean will contact each student who is deemed to be ‘at risk’ and arrange an appointment
for an academic counselling session.
During the academic counselling session, the counsellor and student will determine what additional
support will be provided to the student and an intervention strategy will be put in place. This may
include, but is not limited to, the student:
a. entering into a learning contract;
b. attending academic skills workshops;
c. attending tutorial or study groups;
d. receiving individual case management;
e. attending counselling;
f. receiving assistance with personal issues which are influencing progress;
g. receiving mentoring; or
h. a combination of the above and a reduction in course load.
The student will also be advised of the possibility that conditions may be placed on their enrolment.
A record of the academic counselling session will be signed by the academic counsellor and the
student and placed on the student’s file.

Students Who Continue to Fail to Meet Minimum Academic Standards
If a student continues to fail to meet minimum academic standards after an intervention strategy
has been put in place, the Dean will request that the student provide a written statement within
twenty working days outlining reasons why they should be permitted to continue their
enrolment in the course.
A student who does not submit a written statement by the due date will have their enrolment
terminated.
The Dean shall consider the written statement and may:
a. terminate the student’s enrolment; or
b. permit the student to continue with or without specific conditions.
The Dean will provide a written statement to the student within 20 working days of his/her decision
and informing the student of their right to appeal the decision.
A student who is permitted to continue their enrolment in the course, but with conditions imposed,
who again fails to attain the minimum academic standards or breaches the conditions imposed, will
have their enrolment terminated due to unsatisfactory academic progress.
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Consequences of Termination of Enrolment
Students whose enrolment is terminated due to unsatisfactory academic progress or exceeding
the maximum period of candidature and who wish to undertake further study will need to apply
to TIIS for re-admission in line with the Policy and Procedures – Student Selection and Admissions.

Academic Literacy and English Language Proficiency
Academic literacy and proficiency in English are vital factors in a student being able to
satisfactorily progress through their course.
‘Academic Literacy’ refers to the capacity of a student to undertake formal study and to
understand and communicate discipline-specific knowledge. ‘English language proficiency’ refers
to the student’s ability to communicate in and understand both written and spoken English.
Higher Education Providers are responsible for ensuring their students are sufficiently competent in
the English language to participate effectively in their studies5. Furthermore, Provider Registration
Standard 6.5 requires an Institute to provide ongoing academic language and learning support for
students.
Information about support services to assist students to enhance their academic literacy and
English language proficiency skills will be provided at Orientation prior to the start of a student’s
first study period and via the website. Further, staff will identify at risk students during the first
trimester and refer them to an appropriate academic skills workshop, study group or one-to-one
coaching support. Students may also self-refer to student support for assistance with academic
literacy and English language proficiency at any time.

Failing a Pre-requisite Subject
Normal course progression rules require that a student who has not passed a prerequisite for
entry to a particular unit cannot be enrolled in that unit. However, where a student believes that
this rule may adversely affect their course progress, the student may seek a review of this rule
by writing to the Dean. The Dean will assess the student’s academic record and, if the Dean
believes the student has a reasonable chance of success, they may allow the student to repeat
the prerequisite unit concurrently with the unit/s for which it is a prerequisite.

International Students
International students are expected to complete their course in the standard number of years
for a student undertaking a full-time load (the registered CRICOS course duration) less any time
for credit granted by TIIS. This period is noted on the student’s eCoE.
The Dean will monitor international students’ enrolment load and academic progress at the end
of each compulsory study period to determine if the student has met the minimum academic
standards and will be able to complete their studies within the registered course duration.
Where necessary an intervention strategy will be put in place (as described in 3.1 above). The
Dean may extend the duration of an international student’s study where it is clear that the
student will not complete the course within the expected duration, as specified on the student’s
eCoE, as the result of:
a) compassionate or compelling circumstances (e.g. illness where a medical certificate
5

Australian Universities Quality Agency (AUQA). (2009). Good practice principles for English language proficiency for
international students in Australian universities. Report to the Department of Education, Employment and Workplace
Relations, Canberra. p.3)
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states that the student was unable to attend classes); and/or
b) an intervention strategy being implemented for students who are at risk of not meeting
minimum academic standards.
Where an international student has failed to meet minimum academic standards, the Dean may
consider a reduction in their study load as part of the intervention strategy. All considerations
for a reduction in study load due to failure to meet academic standards will be at the sole
discretion of the Dean, normally the study load will not be reduced below the legal limit of 75
percent of a normal load (i.e., three units/trimester) for international students.
Following an intervention strategy being put in place, if an international student fails to meet the
minimum academic standards in a second consecutive study period, the Dean will advise the
student in writing of the intention to report the student for not achieving satisfactory academic
progress. The student will also be advised that they have a right to appeal the decision within 20
working days. During the period for lodging an appeal and, if the student lodges an appeal,
during the period the appeal is being considered, the student has a right to continue their studies
in the course.
After all grievance and appeals processes are finalised, or if the student has chosen not to access
the appeals process within 20 working days, the student’s enrolment will be formally terminated
and TIIS will report the student through the Provider Registration and International Student
Management System (PRISMS). Note: All actions taken in respect of the above, and all
correspondence with and from students, will be maintained on the student’s file.

Appeals
A student may appeal against a decision made under this Policy and Procedures. The grounds
for appeal are that the decision is inconsistent with this policy. Appeals must be made in writing
and lodged with the Dean within ten (10) working days of the student receiving written
notification of the decision. The Dean will respond in writing to the appeal within twenty (20)
working days and may confirm or vary the decision. The Teaching and Learning Committee will
review all decisions of the Dean in relation to appeals.
If a student remains dissatisfied with the outcome of their appeal, they may refer to Policy and
Procedures – Student Grievance Handling.

Student Consultation Policy and
Procedure
The Institute of International Studies (“TIIS”) is committed to ensuring that all teaching staff are
available for face-to-face and online student consultation during each trimester of study
(including mid-trimester break, study week and the examination period).
This policy outlines the mechanism by which all teaching staff (including full-time, part-time,
casual and sessional staff) will make themselves available to assist students with academic
matters outside scheduled class times.

Availability of Teaching Staff for Student Consultation
Availability for Face-to-Face Consultation
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All teaching staff (including full-time, part-time, casual and sessional staff) will make themselves
available for at least one hour per week for each subject they are teaching in order to allow
students to consult on issues related specifically to those subjects. This means that a full-time
staff member delivering four subjects will be available for student consultation four hours per
week during the trimester, a part-time staff member delivering two subjects will be available for
two hours per week, while a casual or sessional staff member delivering one subject will be
available for one hour per week.
Where a staff member will be available for more than two hours per week, availability must be
scheduled for at least two sessions on different days of the week.
Casual or sessional staff may align their consultation times with scheduled classes.
Where reasonable, consultation times should consider the needs of specific groups of students,
such as part-time, non-award, and disabled students.

Approval of Proposed Consultation Times
Teaching staff must advise the Program Coordinator of their proposed consultation hours at the
beginning of each trimester. The Program Coordinator will either approve the proposed consultation
times or, where the times appear to be less than favourable for many students, liaise with the staff
member concerned to negotiate revised student consultation times.

Advising Students of Availability
Approved consultation times for each individual member of teaching staff will be published in
the Subject Study Guide for any subject that they are teaching. Student consultation times for all
teaching staff will be published on TIIS’s intranet.

Consultation Sessions
Where a lecturer uses a shared office, consultation sessions may be held in a vacant lecture/ tutorial
room, interview room, or office but wherever a consultation is held, confidentiality should be a
priority.

Online Consultation
Students are always provided with access to email accounts to facilitate asynchronous
communications with TIIS. Students are required to use their registered Institute email account
to contact teaching staff outside of scheduled consultation times, where appropriate. The
contact email address for teaching staff will be published in each Unit Study Guide for the
subjects that they are teaching.
Teaching staff should respond to emails from students within two business days. Where a significant
issue arises from email communication, the staff member should make every effort to meet the
student face-to-face or by telephone as soon as possible to discuss the matter.

Availability of Non-teaching Staff
The Dean and Program Coordinator(s) are available for student consultation by appointment. In
the case of urgent matters, non-teaching staff will make themselves available as soon as possible
to discuss the matter with the student.
Support staff are also available to assist students in a range of non-academic matters as
detailed in the Student Handbook.
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Student Academic Integrity and Honesty
Policy and Procedure
The Institute of International Studies (“TIIS”) upholds the principle that academic integrity relies
on the application of honesty in all scholarly endeavours. Students of TIIS will conduct themselves
in their academic studies honestly and ethically and are expected to carefully acknowledge the
work of others in all their academic activities.
This Policy and Procedures describes academic misconduct to students 6 and outlines the TIIS’s
response to instances of academic misconduct that are detected.

Types of Academic Misconduct
Academic misconduct involves cheating, collusion, plagiarism or any other conduct that
deliberately or inadvertently claims ownership of an idea or concept without acknowledging the
source of the information. This includes any form of activity that negates the academic integrity
of the student or another student and/or their work. Examples include:
Plagiarism occurs when students fail to acknowledge that the ideas of others are being used.
Specifically, it occurs when:
•

other people’s work and/or ideas are paraphrased and presented without a reference;

•

other students’ work is copied or partly copied, or paraphrased without due acknowledgment;

•

other people’s designs, codes or images are presented as the student’s own work;

•

phrases and passages are used verbatim without quotation marks and/or without a
reference to the author or source;

•

lecture notes are reproduced without due acknowledgement.

Cheating occurs when a student seeks to obtain an unfair advantage in an examination or in
other written or practical work required to be submitted or completed for assessment. Cheating
also occurs when a student’s identity is falsified or attendance records are similarly falsified.
Collusion (unauthorised collaboration) involves working with others without permission to
produce work that is then presented as work completed independently by the student. Collusion
is a form of plagiarism. Students should not knowingly allow their work to be copied.

Notification to Students
All Subject Study Guides will explain the meaning of academic misconduct and will give students
clear instructions as to whether they are permitted to work on an assignment jointly and provide
clear guidelines relating to all aspects of group work.
The Subject Study Guides will also provide adequate information to students about referencing
requirements and academic conventions for the use of others’ work including advice on how to
avoid plagiarism.
The Subject Study Guides will refer students to this policy.

6

Academic Integrity in relation to the Institute’s staff is contained in the Academic Freedom, Integrity and Free Intellectual Enquiry Policy
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Prevention and Detection of Plagiarism
In order to assist in the prevention of plagiarism teaching staff have a responsibility to explain to
students both good scholarly practice and the concept of plagiarism. The Subject Study Guides will
provide advice to students about referencing requirements and academic conventions for the use of
others’ work as well as advice on how to avoid plagiarism. Specialised tutorials on referencing
techniques will be offered regularly by TIIS.
When marking papers, lecturers may detect possible plagiarism by observing changes in formatting
within a paper, including a mixture of quotation marks; changes in writing style within a paper;
suddenly improved writing style; a paper veering away from the topic; lack of recent reference
sources or unusual or anachronistic references; and common phrases appearing in more than one
paper.
If a lecturer believes that plagiarism has occurred they can search for a key phrase on a search engine
(preferably enclosed in quotation marks).
If it is suspected that plagiarism of an internet site has occurred it would be advisable to print out
the material in case the site is changed or removed.
Students will be required to submit all papers in electronic format, and to utilise plagiarism detection
software as required by the Institute – currently Turnitin.

Allegation of Academic Misconduct
When academic teaching staff suspect’s misconduct, the Course Coordinator should be notified.
Allegations of academic misconduct must be based on firm evidence.
The Program Coordinator should give the accused student(s) an opportunity to respond to the
allegation of academic misconduct. The student(s) should be called to a meeting where they are
given particulars of the suspected academic misconduct and given a chance to defend the allegation.
The student(s) should be informed of the penalties that may be applied if the allegation of academic
misconduct is upheld. In cases where it is impracticable for a student to attend such a meeting,
particulars of the alleged academic misconduct should be put to the student in writing, and the
student should be asked to respond within 10 working days from receipt of the written
communication.
The Program Coordinator is required to decide whether the allegation of academic misconduct is
upheld or rejected and, if upheld, whether the academic misconduct was likely to have been
intentional or unintentional.
There are a number of factors that might be taken into consideration when deciding whether the
alleged academic misconduct was unintentional, such as the student:
• is in the first year of the course and has not received a prior warning;
• is from an educational background where different norms apply for the acknowledgement of

sources;
• has plagiarised a negligible amount; and/or
• has made an inadequate attempt at referencing.

In contrast, an indication that alleged academic misconduct was intentional is that the student/s:
•

•

were given information on how to acknowledge extracts and quotations and the student was
present and received written information and knew that using material without adequate
acknowledgement is unacceptable;
had received a prior warning about academic misconduct.
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Penalties
Once an allegation of academic misconduct has been investigated and found to be upheld a
determination will be made within 10 working days of the appropriate penalty. Each finding of
academic misconduct will be treated on its merits, although prior incidents may be used to infer
intent. Repeated incidents of academic misconduct will be made apparent by maintain and
referring to the central register will be made before the penalty is determined (refer section
“Recording Incidences of Academic Misconduct”).

Unintentional Academic Misconduct
Where the Program Coordinator determines that academic misconduct was unintentional, they
may take one of the following possible actions—warn the student and:
• mark the assessment item without penalty (deduction of marks); or
• mark the assessment item with penalty; or
• request resubmission and mark the resubmitted assessment item with or without penalty.

Warnings and penalties must be communicated in writing to the student and will be kept on the
student’s file. The student shall also be advised of their right to appeal the finding of academic
misconduct and the penalty imposed.
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Intentional Academic Misconduct
Before the Program Coordinator determines that the finding of academic misconduct was
intentional, s/he must consider the student’s response (if any) to the allegation. If the student fails
to respond to an allegation of intentional academic misconduct or cannot convince the Course
Coordinator that the academic misconduct was unintentional, the Course Coordinator in
consultation with Dean will determine an appropriate penalty for the finding of intentional
academic misconduct, which may include one or more of—the student may:
a.

be required to undertake additional or alternative assessment (the maximum mark possible
being a Pass grade);

b.

receive a grade of Fail may be recorded for the assessment item;

c.

receive a grade of Fail may be recorded for the subject;

d.

be withdrawn from the course for a period of specified time; and
be excluded from the course and expelled from TIIS.

e.

The most serious penalties may be considered in the case of repeated academic misconduct.
The basis on which the academic misconduct has been determined to be intentional and the
penalty that has been determined must be communicated in writing to the student and a copy
kept on the student’s file. The student shall also be advised of their right to appeal the finding of
academic misconduct and the penalty imposed.

Recording Incidences of Academic Misconduct
All proven cases of academic misconduct are entered onto a central register to allow for
verification of repeated infringements. The Dean maintains this register.

Further Education
In the case that a finding of academic misconduct has been determined, and the student is not
expelled from the Institute, the student will be required to attend the next scheduled tutorial on
referencing techniques.

Appeals
A student may appeal against a decision made under this policy. The grounds for appeal are that
the decision is inconsistent with this policy. Appeals must be made in writing and lodged with
the Dean within ten working days of the student receiving written notification of the decision.
The Dean will respond in writing to the appeal within twenty working days and may confirm or
vary the decision. The Teaching and Learning Committee will review all decisions of the Dean in
regard to appeals under this policy.
If a student remains dissatisfied with the outcome of their appeal, they may utilise the Institute’s
grievance handling procedures.
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Student Code of Conduct and Disciplinary
Procedures
Students are entitled to engage in the educational process free from disruptive or inappropriate
behaviours. To this end, The Institute of International Studies (“TIIS”) is committed to ensuring that
there are clearly defined standards of behaviour and conduct for all enrolled students. By adhering
to this Policy and Procedures, students will be afforded a safe and productive environment in which
to study.

Expectations
TIIS expects that all members of the broader Institute community will behave professionally
and with respect for others. Therefore, students must not behave in a manner that may be
considered disruptive and/or inappropriate by any reasonable standard.

Students are expected to refrain from behaviour that:
a. creates significant disruption to the learning environment;
b. creates an atmosphere of hostility, intimidation, ridicule, anxiety or disrespect for others;
c. contradicts published rules, regulations, procedures or common standards of safety;
d. endangers or threatens to endanger the health or safety of others;
e. contradicts standards of conduct for internships and/or rules and regulations of the
internship work place;
f. damages, defaces or destroys the Institute’s property.
g. may bring the reputation of TIIS into disrepute.

Furthermore, students are expected to:
a. attend their scheduled classes regularly and punctually;
b. refrain from the use of devices which may disrupt classes
c. comply with reasonable direction from the Institute’s authorised representatives;
d. conduct themselves in a safe and healthy manner;
e. identify and report any possible hazards from equipment, facilities and the environment;
f.

refrain from smoking anywhere on the Institute’s premises;

g. refrain from drinking and/or eating in any study area, including the library;
h. refrain from the use of bad language, alcohol and drugs when on campus;
i.

ensure that no students, staff, or visitors to TIIS experience discriminatory, harassing or
bullying behaviour;

j.

report any discriminatory behaviour, harassment or bullying to the Course Coordinator or
the Dean; and

k. follow TIIS’s policies.
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Consequently, students are entitled to:
a. be treated fairly and with respect;
b. learn in an environment free of discrimination and harassment;
c. pursue their educational goals in a safe and supportive environment; and
d. expect that their privacy is respected and their personal information will be kept confidential.

Procedures
The following procedures for dealing with inappropriate behaviour are not intended to be
necessary, consecutive steps. If in the judgment of individuals authorised to resolve claims of
inappropriate behaviour, the situation warrants immediate action, the initial steps (a – f) may
be omitted and appropriate action may be taken to remove an offending student.
a. The student will be asked by an authorised representative of TIIS to cease the inappropriate
behaviour.
b. Where the student does not cease the inappropriate behaviour, they will be asked to leave
that environment. Where that individual does not leave, a member of the Executive
Management Committee or security may be called to remove that individual from the
environment where the inappropriate behaviour has occurred.
c. In all cases of inappropriate behaviour, the Dean will be notified and the details of the
incident noted on the student’s file.
d. Where a complainant notifies the alleged inappropriate behaviour and no interventions (as
described above) occur at that time, the complainant may first consult with the Dean to
attempt informal resolution. The Dean will follow-up on such allegations in a timely manner
and may meet with the complainant and the respondent to facilitate resolution. Where the
Dean cannot resolve the issue, the complainant may submit a formal grievance under Policy
and Procedures – Student Grievance Handling.
e. Where inappropriate behaviour takes place in an internship setting, a work place supervisor
is authorised to ask a student to stop such behaviour and/or ask that the student to leave
the work setting. Such incidents will be reported to the Dean.
f.

In the event that a breach of this Policy and Procedures, the Dean will determine the
disciplinary actions to be taken. These may include (but are not limited to):

i.

a verbal warning and counselling regarding the incident of inappropriate behaviour.

ii.

a written warning that clearly states that the behaviour is inappropriate and
outlines/identifies possible consequences including disciplinary action up to and
including suspension of study or cancellation of enrolment in the event of
continuation of the inappropriate behaviour.

iii.

where the breach of this Policy and Procedures is deemed serious based on a
"reasonable person" standard, immediate disciplinary action up to and including
suspension of study or cancellation of enrolment.

g. In the case that an TIIS-initiated suspension of study or cancellation of enrolment due to
inappropriate behaviour relates to an international student, Policy and Procedures –
Deferment, Suspension or Cancellation of Enrolment (International) will apply.
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Appeals
a. A student may appeal against a decision made under this Policy and Procedures. Appeals
must be made in writing and lodged with the Chief Executive Officer (“CEO”) within 20
working days of the date of notification of any disciplinary action taken under this Policy
and Procedures. The CEO will respond in writing to the appeal within 20 working days and
may confirm or vary the decision.
b. If a student remains dissatisfied with the outcome of their appeal, they may refer to Policy
and Procedures – Student Grievance Handling.

Education and Awareness
a. Appropriate training in the procedures under this Code will be provided to all staff
members.
b. Students will be informed of this Policy and Procedures at orientation and in each Unit
Study Guide. This Policy and Procedures will also be published on TIIS’s website.
c. Students who are impacted by inappropriate behaviour will have access to support
services through Student Support personnel as appropriate.
d. Information on any incident involving inappropriate behaviour will be provided to the
Dean. The Dean will note all incidents on the student’s file.
e. The Dean will report incidents under this Policy and Procedures that result in disciplinary
action to the Executive Management Committee.

Student Grievance Handling Policy and Procedure
The Institute of International Studies (TIIS) is committed to developing and maintaining an
effective, timely, fair and equitable grievance handling system which is easily accessible to all
complainants.
TIIS aims to:
a. Develop a culture that views grievances as an opportunity to improve the organisation and
how it works.
b. Create a grievance resolution system that is complainant focused, seeks causes, and helps
prevent grievances from recurring.
c. Ensure that grievances are resolved promptly, objectively, with sensitivity and in complete
confidentiality.
d. Ensure that the views of each complainant and respondent are respected and that any party
to a grievance is not discriminated against nor victimised; AND
e. Ensure that there is a consistent response to grievances.
A grievance can be defined as a person’s expression of dissatisfaction with any aspect of TIIS’s
services and activities. They may include academic and non-academic matters such as:
•

the enrolment, induction, and orientation.

•
•

the quality of education provided.
academic issues, including student progress, assessment, curriculum and awards

•

the handling of personal information and access to personal records; and

•

the way someone has been treated (e.g. any forms of harassment).
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This Policy and Procedures are designed to ensure that TIIS responds effectively to individual
cases of dissatisfaction.

Policy Coverage
In relation to non-academic grievances, the term “complainant” applies to both students of TIIS and
applicants to TIIS.
Complainants are entitled to access the grievance procedures set out in this policy regardless of the
mode in which they study or their place of residence.

Before an Issue Becomes a Formal Grievance
Complainants are encouraged to resolve concerns or difficulties informally with the person(s)
concerned wherever possible. There are staff available to assist the resolution of issues at this
level. Complainants may raise an informal grievance by contacting the Registrar. Note that it is
not mandatory for complainants to raise a grievance informally.

Procedures
Complainants can submit a grievance of an academic or non-academic nature. Grievances of an
academic nature include issues related to student progress, assessment, curriculum, and awards in a
course of study. Grievances of a non-academic nature cover all other matters including grievances in
relation to personal information that TIIS holds in relation to an individual. TIIS will take all steps to
ensure that:
•

the complainant and any respondent will not be victimised or discriminated against.

•

the complainant has an opportunity to formally present their case; (each party to a grievance
may be accompanied and assisted by a support person at any relevant meeting).

•

a full explanation in writing of decisions and actions taken as part of the process will be provided
if requested by the complainant or a respondent.

•

where the internal or external grievance handling or appeal process results in a decision that
supports the complainant, TIIS will immediately implement any decision and/or corrective and
preventative action required and advise the complainant of the outcome.

•

A complainant shall have access to the internal stages of this grievance procedure at no cost.
Costs for an external appeal will be reasonably shared by TIIS and the complainant unless that
external process mandates a different approach.

Stage One – Formal Grievance:
Formal grievances must be submitted in writing marked to the attention of the Registrar.
Receipt of the grievance will be acknowledged in writing. The grievance handling process will
commence within ten (10) working days of the receipt of the formal grievance and all reasonable
measures will be taken to finalise the process as soon as practicable.
The Registrar, or their nominee, will then, if necessary, seek to clarify the outcome that the
complainant hopes to achieve.
Such clarification may be sought by written or verbal request or by a face-to-face interview with the
complainant. When such clarification occurs in a face-to-face interview the complainant or
respondent may ask another person to accompany them.
The Registrar, or their nominee, will then endeavour to resolve the grievance and will provide a written
report to the complainant on the steps which have been taken to address the grievance, including the
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reasons for the decision, within 10 working days. The report will further advise the complainant of
their right to access the internal appeals process if they are not satisfied with the outcome of their
formal grievance.

Stage Two – Internal Appeal:
If a complainant is dissatisfied with the outcome of their formal grievance, they may lodge an
appeal with the CEO (who is senior to the original decision maker) within twenty working days
of receiving notification of the outcome of their formal grievance. The CEO will appoint an
appropriate person or committee to consult with the complainant and other relevant parties
within 10 working days of receipt of the appeal.
Where possible such consultations should take the form of face-to-face interviews. The
complainant or the respondent may ask another person to accompany them to these interviews.
Following the consultation, the CEO, or their nominee, will provide a written report to the
complainant advising the steps taken to address the grievance, including the reasons for the
decision, within ten working days. The report will further advise the complainant of their right to
access the external appeals process if they are not satisfied with the outcome of their internal
appeal.

Stage Three – External Appeal (Domestic and International Students):
If the complainant is dissatisfied with the outcome of their appeal, an independent mediator
will be sourced by TIIS through the Resolution Institute (https://www.resolution.institute/).
Should mediation fail at this level, the Resolution Institute also provides advice on legal
arbitration. Complainants may contact the Resolution Institute directly.
If a student is not happy with the outcome, they can submit a complaint to TEQSA
(https://www.teqsa.gov.au/raising-complaint-or-concern) or to NSW Fair Trading
(https://www.fairtrading.nsw.gov.au/help-centre/online-tools/make-a-complaint.)
TIIS agrees to be bound by any recommendations arising from the external appeal and the CEO
will ensure that any recommendations made are implemented within 30 days of receipt of such
recommendations.

Stage Three – External Appeal (International Students – Administrative Matters):
International students who have a complaint or want to lodge an external appeal about a
decision made by their HEP provider can also contact The Commonwealth Ombudsman
(https://www.ombudsman.gov.au/How-we-can-help/overseas-students).
TIIS agrees to be bound by any recommendations from The Commonwealth Ombudsman and
the CEO will ensure that any recommendations made are implemented within 30 days of receipt
of such recommendations.

Further Action
If a grievance remains unresolved after the external dispute resolution process, the complainant
may decide to refer the matter to an external agency such as The Anti-Discrimination Board or
The Office of Fair Trading.
This Policy and Procedures does not replace or modify responsibilities which may arise under
other policies or laws.
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Enrolment Status
Where a current student chooses to access this Policy and Procedures, TIIS will maintain that
person’s enrolment while the grievance handling process is ongoing.

Record Keeping and Confidentiality
A written record of all grievances handled under this Policy and Procedures and their outcomes
shall be maintained for a period of at least five years to allow all parties to the grievance, upon
written request to the Registrar, appropriate access to these records. These records will be
maintained at TIIS’s Head Office.
All records relating to grievances will be treated as confidential.

Change of Ownership or Management Policy
Under this policy, The Institute of International Studies (TIIS) will advise TEQSA, as well as any other
relevant authority in writing of:
1. any prospective changes to the ownership of TIIS as soon as practicable prior to the change
taking effect, and
2. any prospective or actual change to high managerial agent (as defined in section 5 of the ESOS
Act) as soon as practicable prior to the change taking effect or within 10 working days of the change
taking effect where the change cannot be determined until it takes effect.

Campus Safety and Security
TIIS strives, through a process of continuous improvement to fully integrate health and safety
into all facets of its operations and activities.
TIIS promotes a proactive health and safety management philosophy based on effective
communication and consultation, the systematic identification, assessment and control of
hazards and the encouragement of continuous improvement and innovation.
TIIS has in place policies and procedures to ensure that staff, students, visitors and guests are
provided with a safe environment in accordance with the Work Health and Safety Act (2011).
This policy applies to all employees, students, visitors and contractors. On entering the
workplace of TIIS, visitors, clients and customers of TIIS are required to comply with this policy.

Responsible Parties
Members of Management are held accountable for their performance in managing Work Health
and Safety in areas under their control.

Student Responsibilities
While staff have overall responsibility for managing Health and Safety Issues on campus,
students also have a responsibility to comply with established practices that are designed to
protect the welfare of all campus users. Further, it is incumbent upon students to draw to the
attention of staff any matters relating to health and safety that arise in the course of their day
to day interactions with campus facilities and infrastructure.

Policy and Procedures
All staff and managers have the responsibility to look after the welfare of, and to provide a
healthy and safe environment for, their fellow staff members, students, visitors and contractors
and to ensure that the standards and practices adopted are in conformity with statutory
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requirements and the provisions of TIIS’s policy.
In particular, it is their role to:
• Appoint appropriately trained emergency personnel.
• Consult with the relevant health and safety representatives, where practicable, on all
changes which may affect the work health and safety of staff, students, visitors or
contractors.
• Arrange for work health and safety rules to be developed, documented and issued to all
staff and where appropriate, student, visitors and contractors.
• Ensure that all staff, students (at ORIENTATION), visitors and contractors receive a safety
induction that includes information pertaining to emergency response procedures and
personnel.
• Ensure that all staff, students, visitors and contractors receive the appropriate
information, instruction and training necessary for them to perform work safely and with
the hazards to which they are exposed.
• Ensure that adequate emergency equipment is provided and properly maintained, that
regular training in the use of the equipment is carried out and that at least two emergency
evacuation exercises per annum take place.
• Ensure that the health and safety implications of new equipment and new materials are
fully assessed prior to purchase.
• Ensure that hazard identification and risk assessment procedures are developed,
documented and maintained for the use, handling, storage, transport and disposal of
equipment, materials and substances, and that appropriate risk controls are implemented
and maintained.
• Ensure that the facilities and equipment provided are safe and suitable for the types of
work to be carried out and that healthy and safe work methods are developed and
adopted.
• Ensure that records are maintained in relation to all of the above.
• Complete full site WHS audits annually or earlier if necessary.
Managers have a particular responsibility for ensuring that the work for which they are
responsible is carried out in ways which safeguard the work health and safety of staff, students
in their charge and contractors for whom they are responsible.
While responsibility for work health and safety at TIIS is a prime function of all levels of
management, each member of staff has an overriding moral and legal responsibility for ensuring
that his or her own work environment is conducive to good work health and safety by:
•
•
•
•
•
•
•
•
•

Taking action to avoid, eliminate or minimise hazards of which he or she is aware.
Taking reasonable care for their own safety and safety of others.
Complying with all work health and safety instructions, policies and procedures
Reporting all identified hazards and accidents or near misses or other incidents to their
manager.
Making proper use of all safety devices and personal protective equipment.
Complying with the instructions given by emergency response personnel such as
emergency wardens and first aiders.
Not wilfully placing at risk the health and safety of any person at the workplace.
Consuming or storing food and drink in only those areas designated.
Being familiar with emergency and evacuation procedures and the location of, and if
appropriately trained, in the use of, emergency equipment.

Safety Officers
Management is responsible for appointing a suitable safety officer for the areas under their
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control.The main role of a safety officer is to act as a local point for all work health and safety
matters arising at the particular location. Carrying out the role involves:
1. Identifying hazards and making recommendations to eliminate or reduce risks associated
with those hazards.
2. Providing advice on local work health and safety matters and obtaining advice on areas
outside their expertise from WHS or other sources.
3. Bringing to the attention of work health and safety hazards associated with their work.
4. Monitoring health and safety standards and compliance with WHS rules, policies and
procedures.
5. Bringing to the attention of Management unresolved work health and safety matters.
6. Investigating and reporting on all incidents, injuries and work health problems and
notifying WHS of incidents and hazards in line with reporting requirements.
7. Assisting with the promotion of work health and safety awareness.

Personal Safety and Security
All students will be provided with a student identification card. Access to the campus will be
restricted to identified students and bona fide visitors. In accordance with the policies outlined
above, students should report to Institute staff any matters or individuals that they believe are
a threat to their personal safety. Whilst on campus, students should take all reasonable steps to
protect their personal belongings and equipment.

Campus Security
The campus has security arrangements that include surveillance cameras and recorded video.
Staff and students should be aware of the following:
Camera surveillance may be used to deter theft of personal and Institute property
It may be used as evidence in a dispute or complaint (e.g. bullying or harassment)
Files are kept for 1 month and are automatically deleted. Files will only be saved permanently if
there is a need for ‘evidence’ for cases such as theft or harassment.
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Privacy & Personal Information Policy and Procedure
In the course of its business, The Institute of International Studies (TIIS) may collect information
from students or persons seeking to enrol with TIIS, either electronically or in hardcopy format,
including information that personally identifies individual users. TIIS may also make a record of
communications between individuals or their agents and TIIS.
In collecting personal information, TIIS will comply with the requirements of the Australian Privacy
Principles (APPs) set out in the Privacy Act 1988 (Cth) as amended by the Privacy Amendment
(Enhancing Privacy Protection) Act 2012.

Collection and use of personal information
TIIS will only collect personal information from individuals by fair and lawful means which is
necessary for the functions of TIIS. TIIS will only collect sensitive information with the consent
of the individual and if that information is reasonably necessary for the functions of TIIS.
The information requested from individuals by TIIS will only be used to provide details of study
opportunities, to enable efficient course administration, to maintain proper academic records,
and to report to government agencies as required by law. If an individual chooses not to give
TIIS certain information, then TIIS may be unable to enrol that person in a course or supply
them with appropriate information.

Disclosure of personal information
The information that an individual provides may be disclosed to organisations that run courses in
conjunction with TIIS.
Personal information about students studying with TIIS may be shared with the Australian
Government and designated authorities, including the Tertiary Education Quality and Standards
Agency (TEQSA), and the Tuition Protection Service (TPS). This information includes personal and
contact details, course enrolment details and changes, and in the case of international students the
circumstance of any suspected breach of a student visa condition.
TIIS will not disclose an individual’s personal information to another person or organisation unless:
a. The individual concerned is reasonably likely to have been aware, or made aware that
information of that kind is usually passed to that person or organisation.
b. The individual concerned has given written consent to the disclosure.
c. TIIS believes on reasonable grounds that the disclosure is necessary to prevent or lessen a
serious and imminent threat to the life or health of the individual concerned or of another
person.
d. The disclosure is required or authorised by or under law; or
e. The disclosure is reasonably necessary for the enforcement of the criminal law or of a law
imposing a pecuniary penalty, or for the protection of the public revenue.
Where personal information is disclosed for the purposes of enforcement of the criminal law or of
a law imposing a pecuniary penalty, or for the purpose of the protection of the public revenue, TIIS
shall include in the record containing that information a note of the disclosure.
TIIS will only disclose information to an overseas recipient if that disclosure relates to an individual’s
course containing an overseas component. TIIS will take all reasonable steps to ensure that any
overseas recipient complies with the APPs. Overseas agents may collect information on behalf of
TIIS where an individual from a foreign country seeks to study in Australia.
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Any person or organisation that collects information on behalf of TIIS or to whom personal
information is disclosed as described in this procedure will be required to not use or disclose the
information for a purpose other than the purpose for which the information was collected.

Security and integrity of personal information
TIIS is committed to ensuring the confidentiality, security, and integrity of the personal information
it collects, uses and discloses.
TIIS will take all reasonable steps to ensure that any personal information collected is relevant to
the purpose for which is was collected, is accurate, up to date and complete.
TIIS will store securely all records containing personal information and take all reasonable security
measures to protect personal information it holds from misuse, interference, loss, unauthorised
access, modification, and/or disclosure.
Where TIIS has no further use for personal information for any purpose disclosed by TIIS, or is no
longer required to maintain that personal information, all reasonable steps will be taken to destroy
or de-identify the information.

Right to access and correct records
Individuals have the right to access or obtain a copy of the personal information that TIIS holds
about them. Requests to access or obtain a copy of personal information must be made in writing.
There is no charge for an individual to access personal information that TIIS holds about them;
however, TIIS may charge a fee to make a copy. Individuals will be advised of how they may access
or obtain a copy of their personal information and any applicable fees within 10 days of receiving
their written request. Where it is reasonable to do so, access to the information will provided in
the manner requested by the individual.
If an individual considers their personal information to be incorrect, incomplete, out of date or
misleading, they can request that the information be amended. Where a record is found to be
inaccurate, a correction will be made as soon as practical. Where an individual requests that a
record be amended because it is inaccurate, but the record is found to be accurate, the details of
the request for amendment will be noted on the record. There is no charge for making a request
to correct personal information.
Written requests for access to, to obtain a copy of, or correct personal information held by TIIS
should be sent to: registrar@tiis.edu.au

Complaints about an Alleged Breach of the APPs
Where an individual believes that TIIS has breached an APP in relation to that individual, they may
lodge a complaint under TIIS’s Policy and Procedures – Student Grievance Handling.

Publication
This Policy and Procedures will be made available to students and persons seeking to enrol with
TIIS by publication on TIIS’s website. Alternatively, a copy of this Policy and Procedures may be
requested by contacting the Registrar using the contact details provided above.
In order to ensure that students have given their informed consent for their personal information
to be disclosed to certain third parties as outlined above, TIIS will advise students on enrolment
about this Policy and Procedures and its location.
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Graduation and Awards Policy
The purpose of this Policy and Procedures is to define the rules for the issuing of AQF7 awards once
a student has completed a course of study with The Institute of International Studies (TIIS) Pty Ltd.
(“TIIS”).
This Policy and Procedures is designed to align to the AQF Qualifications Issuance Policy and Section
1.5 of the Higher Education Standards Framework (Threshold Standards) 2015.

Policy
a. TIIS ensures that the qualifications are awarded only if a course of study leads to the award of
that qualification and all of the requirements of the course of study have been fulfilled.
b. TIIS ensures that the learning outcomes for the qualification are consistent with the level
classification for that qualification in the Australian Qualifications Framework.
c.

TIIS ensures that the awardees of qualifications are issued with authorised certification
documentation including a testamur, an academic transcript and a record of results that state
correctly:
i.
the full name of TIIS issuing the documentation;
ii.
the full name of the person to whom the documentation applies;
iii.
the date of issue;
iv.
the name and office of the person authorised by the higher education provider
to issue the documentation; and
v.
if the qualification is recognised in the Australian Qualifications Framework, the
testamur is certified with either the logo of the Australian Qualifications
Framework or the words, ‘This qualification is recognised within the Australian
Qualifications Framework’.

d. TIIS ensures that all certification documentation issued is
i.
unambiguously issued by TIIS;
ii.
readily distinguishable from other certification documents issued by TIIS;
iii.
protected against fraudulent issue;
iv.
traceable and authenticable;
v.
designed to prevent unauthorised reproduction; and
vi.
replaceable by the higher education provider through an authorised and
verifiable process.
e. TIIS ensures that all testamurs state correctly, in addition to the requirements for all
certification documentation:

f.

7

i.

the full title of the qualification awarded, including the field or discipline of study;

ii.

any subsidiary component of the qualification (such as an area of specialisation or a
major study); and

iii.

if any parts of the course of study or assessment leading to the qualification were
conducted in a language other than English, except for the use of another language
to develop proficiency in that language.

TIIS ensures that the Academic Transcripts state correctly, in addition to the requirements for
all certification documentation:

Australian Qualifications Framework www.aqf.gov.au
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i.

the full name of all courses and units of study undertaken and when they were
undertaken and completed;

ii.

credit granted through recognition of prior learning;

iii.

the weighting of units within courses of study;

iv.

the grades and/or marks awarded for each unit of study undertaken and, if
applicable, for the course overall;

v.

where grades are issued, an explanation of the grading system used; and

vi.

any parts of a course or units of study or assessment that were conducted in a
language other than English, except for the use of another language to develop
proficiency in that language.

g. TIIS ensures that qualifications that do not align with a qualification that is recognised in the
Australian Qualifications Framework are not described using the nomenclature of the
Australian Qualifications Framework or implied to be a qualification recognised in the
Australian Qualifications Framework or an equivalent qualification.
h. TIIS ensures that students who complete one or more units of study that do not lead to the
award of a qualification have access to a Results of Results for the units undertaken.
i.

TIIS ensures that a Record of Results contains the following information:
i.

the full name of the units of study undertaken and when they were undertaken and
completed;

ii.

credit granted through recognition of prior learning for the unit;

iii.

the grades and/or marks awarded for each unit of study undertaken;

iv.

where grades are issued, an explanation of the grading system used; and

v.

any parts of the units of study or assessment that were conducted in a language other
than English, except for the use of another language to develop proficiency in that
language.

Eligibility to Graduate and Approval to Issue an Award
a. The Program Coordinator, in collaboration with the Dean, monitors student academic progress
of the student enrolled at TIIS. The Program Coordinator in collaboration with the Dean and
lecturers to prepare the assessment materials of each unit and organize the assessments and
marking in accordance with TIIS Assessment Policy.
b. TIIS Board of Examiners approves the assessment results upon completion of the marking
process.
c.

The Program Coordinator, in collaboration with the Dean, verifies that students have
demonstrated the learning outcomes specified for the course of study, whether assessed at
unit level, course level, or in combination in accordance with TIIS Assessment Policy and
requirements of the course.

d. The Program Coordinator, in collaboration with the Dean, authorises the student services team
to send email reminders that they might be eligible to graduate.
e. Once request for graduation or completion has been received from students, the Program
Coordinator compiles a list with a recommendation to the Dean that the listed students be
awarded a qualification.
f.

The Dean provides TIIS Academic Board with the list of students who are eligible to graduate
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and tables the approved list to be approved at an Academic Board meeting.
g. Upon recommendations from the Academic Board, the Board of Directors will approve the
issuing of the awards. Following approval by the Board of Directors, the Dean/Registrar will
create the necessary documentation.
h. Students will be advised in writing of their eligibility to graduate. Students will be given an
opportunity to nominate whether they will attend a graduation ceremony or graduate in
absentia.

Note 1: Students who have an outstanding debt to TIIS shall not be permitted to receive their
award until such debts have been paid.
Note 2: Students who are enrolled in a higher qualification but have completed the
requirements of a nested award within that qualification are not eligible for the award of the
nested qualification unless they withdraw from the course in which they are enrolled. Following
withdrawal, the student will be eligible to graduate with the highest nested qualification for
which they have completed all course requirements.
A student who is enrolled in an AQF qualification and has successfully completed all the
requirements for the qualification is entitled to receive the following certification documentation
upon award of the qualification:
a. A Testamur.
b. A Academic Transcript
c. Completion Letter
A student who has successfully completed one or more subjects of study that form part of an AQF
qualification in which they were enrolled but have subsequently withdrawn are entitled to receive:
a. A Record of Results

Award Specifications
Testamur
A Testamur will contain the following information:
a.
b.
c.
d.
e.
f.
g.
h.
i.
j.
k.
l.

the legal name of the Institute;
the trading name of the Institute;
the Institute’s ABN;
the Institute’s CRICOS provider code;
the Institute’s address and contact details, including website;
the Institute’s logo to ensure authenticity;
the graduate’s full name;
the graduate’s student number;
the AQF qualification title;
date of conferral (date approved by the Board of Directors);
the name, title and signature of the persons authorised to sign the document;
the statement ‘This qualification is recognised within the Australian Qualifications
Framework’ either/or the AQF logo;
m. the language of delivery, if other than English; and
n. a unique certificate number.

Academic Transcript
Academic Transcript will contain the following information:
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a.
b.
c.
d.
e.
f.
g.
h.
i.
j.

the legal name of the Institute;
the trading name of the Institute;
the Institute’s ABN;
the Institute’s CRICOS provider code;
the Institute’s address and contact details, including website;
the Institute’s logo to ensure authenticity;
the student’s full name;
the student number;
the AQF qualification title the student is enrolled in;
For each subject of study attempted:
i.
study period in which the subject was undertaken
ii.
the subject code
iii.
the subject name
iv.
the credit points allocated to the subject
v.
the result for the subject;
k. date of issue;
l. the name, title and signature of the person(s) authorised to sign the document; and

Note: the AQF logo must not be used on an Academic Transcript.

Record of Results
A Record of Results will contain the following information:
a.
b.
c.
d.
e.
f.
g.
h.
i.
j.

the legal name of the Institute;
the trading name of the Institute;
the Institute’s ABN;
the Institute’s CRICOS provider code;
the Institute’s address and contact details, including website;
the Institute’s logo to ensure authenticity;
the student’s full name;
the student number;
the AQF qualification title the student is enrolled in;
For each subject of study attempted:
i.
study period in which the subject was undertaken
ii.
the subject code
iii.
the subject name
iv.
the credit points allocated to the subject
v.
the result for the subject;
k. date of issue;
l. the name, title and signature of the person(s) authorised to sign the document; and

Note: the AQF logo must not be used on a Record of Results.

Quality Control Procedure
a. Upon approval from TIIS Board of Directors for the list of students eligible to graduate,
TIIS Dean goes to the Student management system and prints out a list of students
including their course, name, Student number and contact details.
(Note: The Dean formally alerts the Chief Executive Officer (CEO) of any information if
it is not correct, so that the CEO may examine any possible amendments that are
required.)
b. The Dean asks that the Accountant check if there are any outstanding fees due to be
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paid by the student and to inform the student to pay the amount owing prior to issuing
the AQF qualification.
c. Upon confirmation from the Accountant that outstanding fees have been paid, the
Dean goes to the student management system and records all graduating students as
‘Award’ Issued.
d. Once the above procedures have been completed, the Dean prints an AQF
Qualification, placing one copy in the student’s file and provides formal notification to
the CEO stating that compliance checks have been completed and that the award
documents are cleared for final processing which includes signing and embossing by
the CEO.
e. The CEO completes a final check of student records and cross checks that Certificate is
clearly for the AQF qualification that is on scope. If all data is compliant, the CEO places
or authorises that TIIS seal onto Certificate via embossing machine and then signs and
dates the document. This is to be considered as the date of issue of award or the
conferral date.
f.

Students are advised in writing of their eligibility to graduate. Students will be given
an opportunity to nominate whether they will attend a graduation ceremony or
graduate in absentia.

g.

The CEO arranges a graduation ceremony to be held for the certificate to be presented
to the students with the graduation ceremony details to be notified to all students. Or
if there is no formal graduation ceremony, the CEO will have for the student notified
to pick up award documents or mails via registered mail to student. If the award
documents are issued by mail, the envelope is to display the wording: “PLEASE DO NOT
BEND” and a cardboard 300gsm is also placed in envelope.

Record Keeping
a. The original AQF Qualification and/or Records of Results and the Completion Letter
will be given to the Student. A copy is placed in the student’s file with the student’s
signature indicating that the student has received the original documents, or if the
original was mailed to the student, then an email confirmation from the student
confirming receipt of the original documents will be kept in the student’s file.
b. Records of student’s AQF certification documentation issued are to be retained for 30
years and copies are to be accessible to past and current students.
c. All qualifications and records of results are recorded in the ‘Award Register’ of the
student management system.

Qualifications Register
In keeping with the principles of best practice and the requirements of the AQF Qualifications
Register Policy, the Institute maintains a:
a. a Register of all AQF qualifications the Institute is authorised to issue;
b. a Register of all AQF qualifications issued to graduates.
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The Qualifications Register will include the following for each qualification:
a. qualification title;
b. student’s full name;
c. date of conferral; and
d. certificate number.
The Qualifications Register will be kept and maintained by the Registrar.

Presentation of Awards
Awards may be issued:
a. at a graduation ceremony;
b. In person outside a formal graduation ceremony;
c. by personal proxy with written permission from the student and personal identification
displayed upon collection; or
d. in absentia (by mail) at the request and cost of the student in writing.
Awards will not be issued to students until after the graduation ceremony at which the award
would otherwise have been presented.

Revocation and Return of Awards
The Institute may revoke an award where it becomes evident that the award was inappropriately
obtained through fraud or dishonesty.
The Institute will require an award to be returned in the following circumstances:
a. when a request has been received to reissue an award because the original award has been
damaged or there has been a change in legal name of the graduate;
b. the award has been issued with error; or
c. an award has been presented for a nested qualification prior to the granting of the higher
award.

Re-issuing an Award and/or Record of Results
The Institute will reissue a graduate’s certification in the following circumstances:
a. when a request is made in writing to the Registrar;
b. when a replacement fee is paid;
c. when the original is returned (if possible)8.
The graduate will provide in writing the reasons why replacement certification is required. This
request must include all relevant details of the graduate (full name, student identification number,
name of the qualification and date, or approximate date, that certification was issued).
Where the original certification cannot be returned the written request for the re-issuing of an
award must be made as a Statutory Declaration.
In the case of a former student who has successfully completed part of the requirements of an AQF
qualification a new Record of Results will be issued following the same procedure as outlined
above.

8 In the case of a lost or destroyed award this condition will not apply.
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The Registrar will validate the re-issuing of a graduate’s qualification by verifying the original issue
of the award on the Qualifications Register. The re-issued award will also be entered on the
Qualifications Register.

Retention of Records
The Institute will retain sufficient student records of attainment to re-issue an AQF qualification
and/or record of results for a minimum period of 30 years.

Responsibility
The Registrar is responsible for the implementation of this policy and procedure and for ensuring
that staff, graduates and former students are aware of its application and procedures.

Completion within Expected Duration
Policy and Procedure
The purpose of this policy has been developed in accordance with the National Code of Practice for
Providers of Education and Training to Overseas Students 2018 to ensure that TIIS has documented
policies and procedures for:
•

monitor the overseas student’s course progress and attendance according to the
requirements of their sector to ensure that at all times the student is in a position to
complete the course within the expected duration as specified on the student's Confirmation
of Enrolment (“CoE”); and

•

ensuring that TIIS will only enable students to extend the expected duration of study for the
course through the issuing of a new CoE in limited circumstances.

Policy
TIIS will at all times monitor the progress of each student to ensure they are in a position to
complete the course within the expected duration as specified on the student's CoE.
TIIS will only enable students to extend the expected duration of study for the course through the
issuing of a new CoE in limited circumstances.

Policy for Repeating Subjects for International Students
If a student is required to repeat a subject due to failure, or other circumstances, they are not
required to be enrolled with TIIS in a fulltime capacity.
The student must re-do the relevant subject at an additional cost to them which will be determined
by TIIS upon written request from the student.
Students are not permitted to repeat a subject more than once due to academic failure. However,
in exceptional circumstances, a student may be exempted from this rule. These circumstances
could include illness or other circumstances that are beyond their control such as bereavement.
Per the “Student Progression and Exclusion Policy and Procedures” policy: Students who fail a
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recorded subject have three options:
a. Accept the fail and repeat the subjects,
b. Write a supplementary exam if they achieved a ≥ 40% result (note after Covid-19 is
resolved the hurdle may return to 45%), and
c.

Retake the subject as a “Directed Studies” if the student: finds a TIIS teacher is willing and
qualified to supervise, pays 70% current trimester subject fees, attends 80% of the online
seminars of 1 or 2 hours/week in, respectively, normal or block mode, studies the videos
of the lectures (taken in the prior trimester and/or Block), writes that trimester’s final exam
for the subject—the mark will depend on how well they write the final exam in the directed
studies trimester/block. NB: directed studies lecturers will be paid on an hourly basis at
the lecture rate for the seminars and marking rate for the final exam (no in-trimester
marks). NB: the lecturer rate presumes that the lecturer is involved significant preparation
time and other work along with the contact hours.

If a vast majority of lectures and tutorials have not been videoed, a Directed Studies request must
be reviewed and approved by the Dean. If a student passes a Directed Studies subject, that mark
replaces any prior fail. If a student fails a Directed Studies subject, the student retake that subject
in a regular class.
Supplementary-exam and directed-studies-subject failures are not used in calculating a student’s
“student-at-risk” status.

Procedure for Monitoring Progress to Ensure Students Complete within
the Expected Duration
Student course progress is monitored on a regular basis through the review of participation, mid
course assessments and final assessment to determine completion within the specified time frame.
Student files will be maintained at all times and may include the following:
•
•
•
•

a student’s enrolment type.
documents relating to any compassionate and compelling circumstances that have
interfered with the student’s ability to complete the course within the expected duration.
documents relating to any approved deferment or suspension; or
documents that relate to the student’s poor academic progress and action taken to
intervene.

Years to Copmlete

As stated in the “Student Progression and Exclusion Policy and Procedures” policy, the number of years allowed to
complete the requirements of a course is limited to what is listed in the table below. The time elapsed will be calculated
from the date that the student commenced their first study period less any suspended trimesters. TIIS will send students
a courtesy reminder after one (1) year of inactivity to remind students of the maximum period of candidature. The Dean
will make adjustments in completion times for those students who move between full and part-time modes and/or
officially suspend their studies for one or at the most two trimesters.
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Course
04-subject Graduate Certificate

Years
1.00 years (max duration for full-time mode)
1.67 years (max duration for part-time mode)

12-subject master’s degree

3.00 years (max duration for full-time mode)
5.00 years (max duration for part-time mode)

16-subject master’s degree

4.00 years (max duration for full-time mode)
6.67 years (max duration for part-time mode)

Procedure for Altering the Students CoE, and Reporting Students to
Department of Home Affairs (DoHA)
TIIS will only extend the duration of a student’s study where it is clear that the student will not
complete the course within the expected duration, as specified on the student’s CoE, as the result
of:
•
•
•

compassionate or compelling circumstances (for example, illness where a medical certificate
states that the student was unable to attend classes or where TIIS was unable to offer a prerequisite subject);
TIIS implementing its intervention strategy for students who were at risk of not meeting
satisfactory course progress; or
an approved deferment or suspension of study has been granted under Standard 12 (course
credit).

Where there is a variation in the student’s load which may affect their expected duration of study,
TIIS will:
•
•
•
•
•

continue to monitor student course progress to ensure completion within the allowable time
frame.
implement an intervention strategy to help the student complete the course within the
required time frame.
if necessary, increase the course length to enable the student to meet academic progress
requirements.
record any variation and the reasons on the student file; and
report the student via PRISMS and/or issue a new CoE when the student can only make up
for the variation(s) by extending his or her expected duration of study.

International Student Transfer Policy
and Procedure
This Policy and Procedures supports the requirements of Standard 7 of the National Code of Practice
for Registration Authorities and Providers of Education and Training to Overseas Students (Transfer
between Registered Providers).

Policy Coverage/Scope
This Policy and Procedures applies to all Student Visa holders requesting a transfer between
Registered Providers prior to completing six (6) months of their Principal Course. The Institute of
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International Studies (TIIS) will not release students to a provider that is not CRICOS registered.
Under the National Code, TIIS will assess requests from Students applying to transfer between
Registered Providers prior to the Student completing six months of the Principal Course in
accordance with their documented procedures. Students who have completed more than six
months of their Principal Course are not required to formally seek permission to transfer between
providers.
As a first principle, TIIS recognises that overseas students are consumers and supports them in their
exercise of choices.

Definitions
When considering a request from an overseas student seeking to transfer, TIIS
Award – a qualification issued under the Australian Qualifications Framework (AQF) which is the
result of completing an accredited course of learning that is certified by TIIS via a testamur.
ELICOS Courses – English Language Intensive Courses for Overseas Students.
Letter of Release – a statement from the Student’s current education provider approving their
transfer to a new education provider.
ESOS Legislative Framework – the legislative instruments which govern the provision of education
to overseas students in Australia.
Packaged Offer means an offer of admission for two or more Courses bundled together, e.g.:
a. ELICOS + Principal Course of Study.
b. Two academic Courses (Graduate Certificate + Master’s Degree).
c. ELICOS + two academic Courses (ELICOS + Graduate Certificate + Masters).
Principal Course – primary course a student has applied to undertake, usually a bachelor’s or
master’s course. For Students at TIIS on a packaged offer (e.g., ELICOS followed by a Graduate
Certificate, followed by a Masters), the Principal Course refers to the highest or last Course.
Course – an approved course of learning leading to an Award from TIIS.
Registered Provider – an Australian educational institution listed on the Commonwealth Register
of Institutions and Courses for Overseas Students (CRICOS) and therefore having a current CRICOS
provider number/code.
Candidate – a person who has applied to study at TIIS.
Student – a person who has commenced studies at TIIS.
International Student – a student who holds a Student Visa and has commenced studies at TIIS.
Confirmation of Enrolment (CoE) – document issued to international students by an Australian
higher education provider/institution, confirming they have been offered a place to study.

Procedures
a. Students seeking a Letter of Release from TIIS on academic or language grounds must first
access the internal support services offered by TIIS.
b. Students must apply for a Letter of Release in writing using the designated Application for
Letter of Release form.
c. The Application for Letter of Release should be submitted directly to TIIS administration
once completed. Applications which are not complete, including supporting
documentation not attached, will automatically be returned to the student.
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d. If the Student is an ELICOS or TIIS Student who has accepted a Packaged Offer, release
must be obtained from ELICOS before an Application for Letter of Release Form is
submitted to TIIS. Copies of the ELICOS release must be attached to the Application.

Unacceptable Reasons for Transfer from TIIS
The following circumstances are not considered acceptable reasons for release:
a. The student has failed to complete at least two trimesters at a pathway provider (if in a
packaged Course).
b. The student does not have a valid offer from another provider; and
c. In unusual situations where, in the professional judgement of the CEO/Registrar/Program
Coordinator, that such a change is not in the best interests of the student. For example,
where TIIS considers the Student has taken advantage of the Student Visa Framework to
obtain a student visa to enter Australia and has requested to transfer without making a
genuine effort to commence their study at TIIS.

Acceptable Reasons for Transfer from TIIS
TIIS will issue a Letter of Release in circumstances including where:
a. The student has changed their mind about the course, including those students enrolled
in preparatory or pathway courses.
b. The student wants to transfer to a similar course at another provider.
c. The distance from the student’s residential address to the campus of study is problematic.
d. The student wants to change to a provider with lower fees.
e. The student wants to live somewhere else.
f. TIIS has cancelled or ceased to offer the Student’s course.
g. The student did not meet academic or language requirements for entry into the course or
the course was academically unsuitable (e.g., the Student is better suited to a different
learning environment or the course does not meet their educational development needs).
h. The student has a government sponsor who considers the change to be in the Student’s
best interests; and
i. TIIS is unable to offer the Course which the Student has accepted. Under these
circumstances, TIIS will notify the student in writing.

Supporting Documentation
a. All Students applying for a Letter of Release must attach a valid offer from their new
education provider to their Application.
b. Additional information will be required depending on the reason why the Student wants
to transfer to another provider, and their individual circumstances, including:
i.
A copy of advice or confirmation that TIIS has cancelled or ceased to offer the
Student’s accepted Course (Academic Director)
ii.
Advice from the TIIS (Program Coordinator) that the Student has not met
academic or language requirements for entry into the Course.
iii.
Advice from TIIS (Program Coordinator) that the Student is better suited to a
different learning environment or that the Course does not meet their educational
development needs.
iv.
Evidence of Approval to Withdraw from ELICOS or evidence of release from TIIS if
they have accepted a Packaged Offer.
v.
A copy of written support from their sponsor if they are a Sponsored Student
which outlines why the Sponsor considers the change to be in their best interests.
c. All documentation submitted with the Application must be in English.
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Reasons for Refusal
An Application for a Letter of Release will be refused if the student does not have an acceptable
reason for transfer as noted above (5). Further, TIIS will refuse an application if:
a. The Student is indebted to the Institute; and
b. TIIS believes the Student is trying to avoid being reported to the Australian Government
for failing to meet their Student Visa obligations.

Notification of Decision
a. The Student will be notified by TIIS of the outcome of the Application for Letter of Release
within 10 working days from the date when all documentation was received and
completed.
b. The notification will be emailed to the Student’s Email account.
c. The notification will include information for the Student regarding their obligations
following the decision.
d. If the transfer is approved:
i.
the Institute will issue a Letter of Release;
ii.
the Student is responsible to formally withdraw from their Course at the Institute.
The notification document will set out the steps the Student should take in order
to complete this process;
iii.
the Institute will notify relevant Australian Government authorities including
comments specifying the reason for release;
iv.
the Confirmation of Enrolment (CoE) for the Student’s Course at the Institute will
be cancelled.
e. If the transfer is not approved the Notification will set out:
i.
the reason/s for the decision; and
ii.
the Student’s right of appeal and how to lodge an appeal.

Documentation
Copies of all documentation relating to the transfer request, including the decision of the Institute,
will be retained in accordance with Policy and Procedures – Records Management and Security.

Deferment, Suspension and Cancellation Policy
and Procedure
This Policy and Procedures applies to international students and is in accord with Standard 9,
National Code of Practice for Registration Authorities and Providers of Education and Training
to Overseas Students of 2018.9
The Institute of International Studies (“TIIS”) provides students with the opportunity to defer or
temporarily suspend or cancel their studies, including granting a leave of absence, during the
course through formal agreement in given limited circumstances. This Policy and Procedures
9

See: https://internationaleducation.gov.au/Regulatory-Information/Pages/National-Code-2018-Factsheets.aspx#:~:text=The%20National%20Code%20is%20a,commenced%20on%201%20January%202018.
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outlines the circumstances where a student’s enrolment may be deferred, suspended or
cancelled by TIIS. Prior to enrolment, this Policy and Procedures is provided to prospective
students.

Definitions
Cancel Enrolment
To cancel the student’s enrolment

CoE
Confirmation of Enrolment, which is a document, provided electronically, issued by the registered
provider to intending overseas students and which must accompany their application for a student
visa. It confirms the overseas student’s eligibility to enroll in the particular course of the registered
provider.

Compassionate or Compelling Circumstances
Reasons why a student’s enrolment status may be changed. These are generally situations beyond
the control of the student. The following are examples of compassionate or compelling
circumstances:
a. The lack of available subjects in the enrolled course.
b. Inability to commence study on commencement date due to a visa delay.
c. Serious illness or injury.
d. Bereavement of close family members such as parents, grandparents, brother or sister (a
copy of the death certificate or equivalent authorised document must be provided).
e. A traumatic experience such as witnessing a serious accident or witnessing or being victim
of a serious crime (police report must be provided).
f. A major political upheaval in the student’s home country which requires emergency travel
that will affect their studies; and
g. A natural disaster in the student’s home country which requires emergency travel that will
affect student studies.
h. Other experiences that, in the professional judgement of the Chief Executive Officer
(CEO)/Registrar, may impact upon the academic performance of a student.

Defer studies
To delay the commencement of the student’s program of study.

DoHA
Department of Education, Skills and Employment.

DESE
Department of Education and Training.

Misbehaviour
circumstances relating to the actions of the student which may include, but are not limited to, the
following grounds for suspension or cancellation of enrolment:
a. violence against staff, students, or others;
b. psychological issues which engender fear for the safety of staff, students, or others;
c. sexual harassment against staff, students, or others;
d. racial discrimination, vilification, or bullying;
e. intimidating staff, students, or others;
f. defaming TIIS, its staff, students, or others;
g. criminal actions or at risk of committing a criminal offence;
h. bringing TIIS into disrepute;
i. Academic malfeasance (e.g. cheating, plagiarism, contract cheating, facilitating cheating);
j. refusing to work in a safe, clean, orderly manner;
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k. being under the influence of drugs or alcohol to the point which creates an unsafe
environment for staff, students, others, and oneself;
l. smoking on Institute property;
m. failure to pay fees when due;
n. failing to re-enroll;
o. failure to maintain appropriate course-progress levels; or
p. other actions that, in the professional judgement of the CEO/Registrar, may be considered
inappropriate within a given context.

PRISMS
The Provider Registration and International Student Management System, which the HEP uses to
notify DET of changes to a student’s enrolment.

Suspend studies
this may be requested by a student for extenuating, compassionate or compelling circumstances.
TIIS may also choose to temporarily suspend a student’s enrolment if it is deemed the student’s
behaviour is unacceptable for an educational setting.

TPS
The Tuition Protection Service.

General Information
This Policy and Procedures provides details for handling requests from students and/or action taken
by TIIS to defer, suspend or cancel a student’s studies. There are three main categories: student
request for deferral and/or suspension of studies; student request for cancellation of enrolment;
and TIIS’ intention to defer, suspend or cancel enrolment.

Attendance
TIIS monitors course progress regularly and implement an intervention strategy to assist an
overseas student not making satisfactory course progress. TIIS is not monitoring attendance as
part of this Policy and Procedures.

Student Visa
Deferment, suspension, or cancellation of enrolment may affect the student’s visa. As a result, TIIS
will refer the student to the DoHA website, helpline, or office for advice, as to how the potential
change to enrolment status may impact upon his or her visa.

Responsibility
The CEO/Registrar is responsible for this process in consultation with the Dean and/or Program
Coordinator.

Procedures
Prior to Enrolment
Prospective students will be informed (prior to enrolment via the Letter of Offer Form) of the grounds
on which their enrolment may be deferred, suspended, or cancelled and, also, their rights and
grounds for appeal regarding this policy.

Defer, Suspend, Cancellation Application Process
Students must complete the Defer, Suspend, Cancellation Application Form (available from reception or the Program
Coordinator). The CEO will formally respond within 5 business days. Applications must be submitted at least 10
business days prior to the requested period to allow the application to be processed. Applications received after this
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date will not be approved.

Student Request for Deferral and/or Suspension of Studies
a. TIIS will only approve a request to defer or temporarily suspend the enrolment of a student
on the grounds of:
b. Students may apply to defer or suspend their studies for up to one trimester for compelling
or compassionate circumstances.
c. The CEO/Registrar will convene a meeting with the student to discuss the application.
Documented evidence must be provided by the student to validate the claim. A formal
response will be provided by the CEO/Registrar within five (5) business days.
d. In the event that a student’s enrolment is deferred, suspended, or cancelled, TIIS will notify
DESE via PRISMS of the change in enrolment status. Fees will be carried forward or
refunded (if applicable), in accordance with the Policy and Procedures – Refund.

Student Request for Cancellation of Enrolment
a. Students who request cancelling their enrolment to go to another education provider must
follow the Student Transfer Policy and complete the appropriate documentation.
b. Students cancelling enrolment to return to their home country must complete the ‘Defer,
Suspend, Cancellation Application Form’. Supporting evidence such as an airline ticket and
departure date must be provided.
c. Students will be notified that the cancellation of enrolment may affect their student Visa.
TIIS will notify DET via PRISMS of changes to a student’s enrolment within ten (10) working
days of duly received, signed and dated documents provided by the student.
d. Should TIIS reject the cancellation application, the student will receive a refusal letter and
have the right to access TIIS’s internal complaints and appeals process within twenty (20)
working days of date of the refusal letter. Fees will be carried forward or refunded (if
applicable), in accordance with the Policy and Procedures – Refund.

Misbehaviour
a. The Registrar/CEO will convene a meeting with the student to discuss their misbehavior.
b. If TIIS initiates a suspension or cancellation of a student’s enrolment, the student will be
formally notified. The student has twenty (20) working days (from the notification
document date) to access the TIIS’ internal complaints and appeals process, unless
extenuating circumstances relating to the welfare of the student apply.
c.

The severity of individual case will determine whether enrolment should be suspended or
cancelled. Misbehaviour definitions are provided in section 2.7 of this document.

d. In cases of student misbehaviour of a criminal nature: TIIS will inform the police of any
suspected or alleged criminal activity. To assist the DoHA, TIIS will consult with legal
counsel before it provides as much information as is reasonable regarding any criminal
activity when it suspends or cancels the enrolment of the student. DoHA officers will
initiate any visa-related action as required.

Procedural Fairness
Where a student has been seen as misbehaving, s/he should be treated as innocent until all matters
are reasonably resolved, subject to the priority of maintaining a safe learning and working
environment.
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Provider’s Grounds for Deferment of Commencement Studies
Deferment may be granted on the grounds of Compassionate or Compelling Circumstances, as
listed in this document.

Recording a Deferment, Suspension or Cancellation - CoE Outcomes
Three outcomes for the student’s Confirmation of Enrolment are:
a. TIIS notifies DESE through PRISMS that it is deferring or suspending a student’s enrolment
for a period without affecting the end date of the CoE. In this case there is no change to
the CoE or the student’s enrolment status on PRISMS. As a result, the student’s CoE status
will remain listed as ‘studying’. However, the notice of deferment or suspension will be
recorded in PRISMS and forwarded to the DoHA. This information will be kept for future
reference.
b. TIIS notifies DESE through PRISMS that it is deferring or suspending a student’s enrolment
for a period which will affect the end date of the CoE. In such situations, PRISMS will cancel
the original CoE, and immediately offer the provider the opportunity to create a new CoE
with a more appropriate end date. If the provider does not know when the student will
return, it can choose not to create a new CoE at that point, but to wait until the student
has notified the provider of the intended date of return before creating the new CoE.
c. TIIS notifies DESE through PRISMS that it wishes to permanently cancel (terminate) the
student’s enrolment. Once this process is complete, the student’s CoE status will be listed
as ‘cancelled’.

Appeals on Decision (refer Student Grievance Handling Policy)
a. Should TIIS initiate suspension or cancellation of a student’s enrolment, the student will
be informed of the intention to notify DESE of the changed enrolment status. The student
will be advised that he or she has 20 working days in which to appeal the decision utilising
the grievance handling process. To ‘access’ the appeals process means to ‘initiate’ or ‘start’
the process – there is no expectation that the process must be completed within 20
working days. However, Standard 8.1 e. requires that the process must commence within
10 days of the formal lodgement of the complaint or appeal.
b. If the student chooses to access TIIS’s appeals process, TIIS maintains the student’s
enrolment until the internal appeals process is completed. To ‘maintain the student’s
enrolment’ means the provider does not notify DESE of any change to the student’s
enrolment status through PRISMS.

Lodging a Formal Complaint (see Policy and Procedures – Student
Grievance Handling Policy)
Requirements
The Appeals form should be completed fully, detailing:
a. details of complaint.
b. relevant dates.
c. steps taken to resolve complaint; and
d. provide supporting evidence.
The completed form should be submitted to the CEO/Registrar.

Procedures
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a. Once the application form has been received by the CEO/Registrar, it will be date stamped
and signed as received. After formal lodgement of the complaint and appeals application,
the CEO/Registrar will review the issue and make a decision within 10 working days.
b. The decision might be to agree with the validity of the complaint and take appropriate
action to remedy concern, or to dismiss the complaint. The decision will be provided back
to the student in writing and will include details and reasons for the decision.
c. If the case requires further evidence, the student will be invited to formally present their
case at a meeting with the CEO/Registrar. The intent is to resolve the complaint as soon
as possible.
d. The student has the right to be assisted or accompanied by a support person.
e. Minutes will be taken of the meeting (this will include the time, date, names of people
attending meeting and positions) and a decision will be made at the meeting.
f. The outcome of the deliberations will be conveyed to the student in writing. The response
will include the reasons for the decision.

Processing Timelines
a. Complaints and appeals are regarded as a priority for consideration and action. The
CEO/Registrar will investigate the formal application within the timelines stated above.
b. There are several situations where a student may receive a Letter of Intent to report to
DET via PRISMS. This may be related to breaches of course-progress requirements
(sections 9-11, ESOS Act, 201910) or breaches of performance requirements (sections 911, ESOS Act, 2019) or for deferral, or for suspension or cancelling a student enrolment.

Implications for Students
It is important for the student to understand the implications of no action on their behalf and that
if they intend on lodging a formal complaint, they only have twenty (20) working days in which to
do so.
After this time, if no response has been received from the student, TIIS will follow the reporting
process as required by the ESOS Act, 2019.

Decision
a. Decisions will be documented in the complaints and appeals application form including the
outcome, details and reasons for the decision. The decision document and complaints
outcome letter will be sent via registered post (person to person delivery) as well as email
to the student and/or to the student’s agent.
b. If the decision is to dismiss the complaint, a copy of the external appeals application form
will be attached to the letter.
c. If the student disagrees with the decision, they may choose to access the external appeals
process.
d. If the decision requires corrective action, it will be documented, assigned a completion
date (with responsibility) and, if possible, an agreement signed by the student.
e. The CEO/Registrar has the responsibility of ensuring that actions are completed by set
timelines.
f. If the decision by the external appeals adjudicator is to affirm the registered provider’s
decision, then TIIS will, upon receiving formal documentation of the decision, take
appropriate actions, for example, notifying DESE via PRISMS in case of breaches of
10

See: https://www.legislation.gov.au/Details/F2019L00571
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Standard 10 or 11. This action will occur within five (5) business days of receiving the formal
decision.
g. If the decision by the external appeals adjudicator is to remit the registered providers
decision, then TIIS will, upon receipt of the formal decision, take appropriate actions. These
actions include correcting of the issue and providing an explanation of the outcome to the
student in writing; and refunding to the student reasonable pecuniary costs of the appeal
process.

Enrolment Status
a. The provider will maintain the enrolment of the student until the complaints and appeals
process is completed. This means that TIIS will not notify DET of any changes to the
student’s enrolment status via PRISMS.
b. In the case of an external appeal, the continuance of enrolment during this process will
depend on the type of appeal, for example:
i.

ii.

iii.

In the case of unsatisfactory attendance or course progress and the decision to
report the student, the student’s enrolment will be maintained until the external
complaints process is complete and the decision of provider has been upheld. At
this point in time the student will be reported as per Standard 10 or 11.
In the case of unsatisfactory attendance or course progress, TIIS will allow only
one (1) external appeal before the student is reported – this is to remove the issue
of when a student may wish to apply multiple external appeals processes which
would stonewall the process.
In the case of an appeal against the provider’s decision to defer or suspend a
student’s enrolment due to misbehaviour or to cancel the student’s enrolment,
the provider only needs to wait until the internal appeals process has been
completed. If the decision is in favour of provider, the provider will notify DET via
PRISMS of the change to the student’s enrolment.
Note: This Policy and Procedures does not require that TIIS continue offering
learning to students throughout the complaints or appeal process – for
example:
a) If a student continually disrupts and/or is perceived as a threat to the
safety of a class/es, they may be excluded from attending by the Program
Coordinator.
b) TIIS may provide the student work to be completed away from class
and/or online access to lectures (so that the student does not fall too far
behind) until the decision on the complaint or appeal has been made.

Records of Complaints & Appeals and Decisions
Records of complaints and appeals and decisions are located in the Complaints and Appeals
Register. These matters will also be noted in the student’s file. This also includes records of Australia
Post registered mail and person to person delivery.
The availability of the TIIS complaints and appeals process does not remove the right of the student
to take action under Australia's consumer protection laws.
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Responsibilities & Action
The CEO/Registrar is the formally designated member of staff to review complaints and convene
meetings with students. As part of the process, the CEO/Registrar is required to work with the Dean
and/or Program Coordinator as appropriate.
When decisions are made, the CEO/Registrar documents the outcomes:
a. on the students file;
b. on the Complaints and Appeals Application Form; and
c. in the Complaints and Appeals Register.
The CEO/Registrar will typically undertake this process in close consultation with the Program
Coordinator or Dean.
All documentation regarding deferral, suspension or cancellation of student enrolment will be
retained on the student’s file.
DESE will be updated via PRISMS regarding approved student deferrals, suspension, or
cancellations.

Critical Incident Policy and Procedure
This Policy and Procedures is designed to address various types of critical incidents that may occur
within The Institute of International Studies (“TIIS”) in accordance with the National Code of
Practice for Providers of Education and Training to Overseas Students 2018 (“National Code 2018”).
Preparation for, response to, and recovery from a critical incident affecting the students, education,
administrative, information or human resources of TIIS requires the cooperative efforts of
managers in different functional areas.
The objectives of this Policy and Procedures are to make sufficient preparations for responding to
a critical incident or emergency so as to minimise the effect on students, personnel and operations
of the business and fulfill TIIS’s duty of care to mitigate harm.
Apart from an overarching responsibility to all students, TIIS has a specific regulatory responsibility
to respond to the needs of international students in the case of a critical incident. Further, any
interruption to the normal operations of TIIS may damage future relationships with students and
other stakeholders (including regulators) and affect TIIS’s public image.
This Policy and Procedures is not designed to provide a response for every type of critical incident
that could happen, but rather to identify the approach on how to manage a critical incident.

Critical Incidents
As defined in the National Code 2018, critical incident is a “traumatic event, or the threat of such
(within or outside Australia), which causes extreme stress, fear or injury”. It does not include
serious academic misconduct.
This Policy and Procedures sets out the overall emergency plan of TIIS and aims to provide
guidelines to minimise the damage incurred during an emergency. It is designed to complement
procedures laid down elsewhere concerning the provision of a safe environment for students and
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staff, regular maintenance of facilities and building evacuation procedures in case of emergency.
Nothing in this Policy and Procedures is to be taken as contrary to guidelines and procedures laid
down elsewhere concerning these matters. This Policy and Procedures assumes that:
•
•
•
•
•
•

students are properly orientated in how to respond to a critical incident and what support
is available to them;
all facilities are subject to regular maintenance (see Policy and Procedures – Facilities and
Resources Review and Improvement);
emergency exits are clearly marked and kept clear of obstacles at all times;
fire prevention measures and protection equipment are in place (e.g., fire wardens are
appointed; smoke detectors, alarm systems and fire extinguishers are in place and
maintained);
normal safe work practices are routinely followed, and staff members are familiar with fire
drill and emergency evacuation procedures; and
backups of computer records are stored off-site and retrievable (see Policy and Procedures
– Record Management and Security).

Examples of critical incidents
•
•
•
•
•
•
•

The death or critical injury of a staff member, student or visitor on TIIS premises.
The destruction of whole or part of premises that TIIS occupies (e.g., by fire).
The threat of damage to premises that TIIS occupies (e.g., a bomb threat).
Staff and/or students being taken hostage.
A break-in accompanied by major vandalism.
Students being killed/injured while engaged in a TIIS-sponsored activity.
A natural or other major disaster in the community.

Impacts on international students
TIIS will ensure that it has in place a structured approach in responding to critical incidents as they
occur and providing appropriate support and counselling services to international students.
TIIS will ensure that all international students are made aware at orientation of:
•
•

What to do in the case of a critical incident.
The point of contact for any issue that requires student support, including critical incidents.

TIIS will also ensure that where required, and as appropriate:
•
•
•

As soon as practical after a critical incident occurs, the appropriate regulator(s) is/are
notified about the details of the incident including the time, location and nature of the
incident.
In the case of an international student's death or other absence affecting the student's
attendance or course progress, the incident is reported via PRISMS.
That the incident and its management are recorded on the affected students’ files.
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Policy and Procedures in Action
Reaction
In the case of a critical incident, it is important that key people are notified. In an emergency
situation, the primary objective is the safety of human lives. Salvage and recovery operations will
be of secondary importance and will take place only when the affected area is declared safe.
When a critical incident occurs, notify the Workplace Health & Safety (WHS) Officer and then the
CEO. The contact details for the CEO and the WHS Officer and their alternate are detailed in
Appendix A.
The WHS Officer will be the Coordinator of the emergency response and will contact relevant
emergency services or other personnel as required.
Immediate response to an incident includes:
Notifying the responsible persons as outlined above. Immediately after notification of the incident,
the Coordinator addressing the following questions:
• What happened?
• What makes the event critical?
• When did the incident occur?
• Where did it happen?
• Who was involved?
• Who needs assistance?
• What is the most appropriate intervention?
• If Emergency Support Services such as fire, ambulance or police are required, contact details
are listed in Appendix A.
• In the case that it is decided that evacuation is an appropriate intervention the evacuation
plans included at Appendix B should be employed.

Recovery & Restoration
Timeframe for Recovery
Within the first 24 hours:
Gather accurate facts and information.
If possible, re-establish a sense of routine within TIIS. Staff members and students will feel safe
once the regular patterns of management and organisation have been re-established.
Within the first 48 – 72 hours:
•
•
•
•

Restore routines while taking into account the needs of staff and students.
Engage support services to manage the reactions of staff and students. Monitor the support
services provided.
Provide additional assistance if and when necessary.
Hold a formal staff meeting with professional input (if appropriate).

Within the first two weeks after the critical incident:
•
•
•

Monitor progress of those involved in the incident, for example, the hospitalised or injured.
Stay alert for delayed reactions from staff and students.
Provide relevant information to those who require it.
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Key Actions
•
•
•
•
•
•

Notify all key personnel of the critical incident and focus on recovery.
Notifying students about the critical incident to minimise panic or concern.
Recall backup data if needed to continue operations.
Organise alternate facilities if required to continue operations.
During a critical incident, employees may be required to work longer and more stressful
hours. A support system will be set in place to alleviate some of the stress and prepare staff
ahead of time to ensure work runs smoothly.
Provide counselling services as appropriate.

Overview
After the critical incident has been dealt with, a formal evaluation of the process involved in the
management of the critical incident is to be carried out. Feedback is to be sought from those who
have been involved in various aspects of the operation of this Policy and Procedures.
Any action taken in regard to the critical incident should be recorded along with the final evaluation
of the handling of the critical incident.

Special Assistance to Affected International Students
If it is identified that the critical incidents that could affect an international student’s ability to
undertake or complete a course, such as but not limited to incidents that may cause physical or
psychological harm, TIIS will provide special assistance to the affected students during and after
the critical incidents.
The assistance provided by TIIS may include any or a combination of the following:
•
•
•
•
•

special training and assessment arrangements to suit the needs of the student(s);
special consideration for suspension, cancellation or deferral of studies;
special tuition fee arrangements or other financial assistance;
counselling services; or
any other assistance as determined necessary and appropriate.

Critical Incident Team
A critical incident team comprising the CEO, the Program Coordinator, the Registrar, the Marketing
Manager and the Finance/Accounting Manager is to ensure critical incidents are attended to with
the highest level of priority.
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EMERGENCY AND SUPPORT SERVICES:
Name of Organisation
Police
Fire
Ambulance
Lifeline
Alcohol and drugs
Rape helpline
Sydney Hospital: 8 Macquarie Street,
Sydney
Australian Red Cross
Electricity
Poison Information
State Emergency Service (SES)
TIIS Acting CEO

General
000
000
000
131 114
1800 888 236
1800 424 017

Local Sydney
9265 6499
9265 2799
131 233

9382 7111
131 495
131 081
131 126
612 4251 6111
Mobile: 0411 826 650
Phone: 612 8098 0702

For further information about this policy, please refer to the relevant policy at tiis.edu.au.

Sexual Assault and Harassment
The purpose of this Policy is to ensure that the Institute of International Studies (“TIIS”) implements
and maintains appropriate support frameworks to:
a. Offer appropriate education to staff members and students and the wider TIIS community
on sexual harassment and sexual assault.
b. Establish prevention initiatives against sexual harassment and sexual assault at TIIS.
c. Ensure TIIS students and staff are empowered to take appropriate action against sexual
harassment and sexual assault.

Overview
TIIS is committed to providing a safe and respectful environment for study and work. TIIS takes all
allegations of misconduct seriously. This Policy and Procedures sets out TIIS’s position in relation
to preventing and responding to sexual assault and sexual harassment. The Policy and associated
Procedure has been designed with consideration of the recommendations made by the:
• Australian Human Rights Commission Report in 2017: National Report of Sexual Assault
and Sexual Harassment at Universities.
• TEQSA Report in 2019: Report to Minister for Education: Higher education sector response
to the issue of sexual assault and sexual harassment.
• TEQSA Guidance Note: Well-being and Safety v.1.2 2018

Overview
The relevant legislation includes:
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•
•
•
•
•
•
•
•
•
•

All Federal and State anti‐discrimination legislation Age Discrimination Act 2004 (Cwth)
Anti‐Discrimination Act, 1977 (NSW)
Australian Human Rights Commission Act 1986 (Cwth)
Community Relations Commission and Principles of Multiculturalism Act 2000 (NSW)
Defamation Act 2005 (NSW)
Disability Discrimination Act 1992 (Cwth)
Equal Opportunity for Women in the Workplace Act 1999 Fair Work Act 2009 (Cwth)
Human Rights and Equal Opportunity Commission Act 1986 Privacy Act 1998 (Cwth)
Racial Discrimination Act 1975 (Cwth)
Sex Discrimination Act 1984 (Cwth)
Workplace Relations Act 1996

This Policy and Procedure is also informed by Higher Education Standards Framework standard 2.3
(Well-being and Safety), which states:
“
a. All students are advised of the actions they can take, the staff they may contact and the
support services that are accessible if their personal circumstances are having an adverse
effect on their education.
b. Timely, accurate advice on access to personal support services is available, including for
access to emergency services, health services, counselling, legal advice, advocacy, and
accommodation and welfare services.
c. The nature and extent of support services that are available for students are informed by
the needs of student cohorts, including mental health, disability and wellbeing needs.
d. A safe environment is promoted and fostered, including by advising students and staff on
actions they can take to enhance safety and security on campus and online.
e. There is a critical-incident policy together with readily accessible procedures that cover the
immediate actions to be taken in the event of a critical incident and any follow up required.
”

Definitions
Consent

In the context of sexual activity, consent is free and voluntary agreement to
engage in the specific sexual activity undertaken. Consent does not exist when:
•

the person is under the lawful age of consent as specified in the
applicable criminal code or legislation.

•

the person agrees because of force, the threat of force, or the
threat of humiliation.

•

the person is unlawfully detained.

•

the person is asleep or unconscious.

•

the person is intoxicated to the point of being unable to give
meaningful consent.

•

the person is incapable of understanding the nature of the activity.

•

the person has a mistaken belief about the identity of the other person, or

•

the person is mistaken about the nature of the activity.
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Sexual
Harassment

Sexual harassment is unwelcome behavior of a sexual nature that makes a
person feel offended, humiliated or intimidated, and which a reasonable person
having regard to all the circumstances would have anticipated as likely to cause
offence, humiliate or intimidate.
Examples of sexual harassment include:
•

non-consensual physical contact, such as pinching, touching, grabbing,
kissing or hugging.

•

sexual assault

•

staring or leering at a person or at parts of their body

•

persistent requests to go on dates that are refused.

•

suggestive comments about a person’s body or appearance

•

sexual jokes or comments and sexually explicit conversations

•

displays of offensive material.

•

accessing or downloading sexually explicit or inappropriate material from
the Internet

•

sending rude or offensive emails, attachments or text messages
(including pictures of body parts)

•

advances via online platforms

•

intrusive questions about a person's private life or physical appearance

disclosure of a person’s private personal information without their permission
Sexual assault is a range of behaviors, all of which are unacceptable and constitute
a crime, when a person is forced, coerced or tricked into sexual acts against their
will or without their free and voluntary consent, including when they have
withdrawn their consent. This includes:
•

Sexual
Assault

•

rape

•

indecent assault (sexual acts that involve touching)

•

any sexual contact with a child

•

sexual servitude

•

forcing someone to witness a sex act.

Scope
This Policy applies to all people connected to or having business relationship with TIIS, including
but not limited to students, staff members, directors, and contractors (“Members of the TIIS
Community”).
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Principles
TIIS has adopted the Nine Principles as outlined in the Good Practice Note: Preventing and
responding to sexual assault and sexual harassment in the Australian higher education sector
- July 2020.
a. TIIS treats all parties involved with respect. All parties should be heard with compassion,
not judgement or blame.
b. TIIS Leadership team models respectful behavior and take responsibility for the wellbeing
of the TIIS community.
c. TIIS establishes a context-appropriate framework of interrelated sexual assault and sexual
harassment policies and procedures designed to prevent, identify, record, and respond to
sexual assault and sexual harassment.
d. TIIS ensures that all members of the TIIS Community have the right to work and study in a
safe environment free of sexual harassment and sexual assault.
e. TIIS fosters a culture that encourages the public provision of information about the
prevention and response to sexual assault and sexual harassment.
f. TIIS ensures that staff and students are trained to confidently recognize, prevent and
respond to sexual assault and sexual harassment.
g. TIIS ensures that advice and support for all parties involved should be accessible, timely
and linked with appropriate services including counselling and referral services.
h. TIIS ensures that multiple reporting pathways exist, and all students and staff are well
informed about these. Incidents of sexual assault and sexual harassment are recorded and
investigated appropriately, data are monitored, and the governing board actively responds
to issues that arise.
i. TIIS ensures that its prevention of and response to sexual assault and sexual harassment is
monitored and evaluated which leads to process improvements.

The Roles and Responsibilities
a. TIIS management has the primary duty and responsibility to minimize and/or eliminate, so
far as is reasonably practicable, the risks to health and safety of all TIIS members.
b. TIIS Board of Directors via the CEO has ultimate responsibility to ensure effective
management of sexual assault and sexual harassment incidents.
c. TIIS Management Team including the Dean, the Program Coordinator, the Student Services
Team Leader is responsible for training student services staff to handle incidents
appropriately including managing personal data, escalation points and key contact
personal.
d. TIIS WHS Officer is the key contact person for sexual assault and sexual harassment issues.
e. TIIS will ensure that any complainant, respondent and any witnesses in a reporting and
response process will be:
i.
treated fairly, with dignity and respect.
ii.
heard with compassion, not judgement or blame.
iii.
heard by first responders with the assumption that their report is genuine (this
also applies to the alleged perpetrator’s story)
iv.
afforded privacy for all conversations.
v.
provided with information about options for reporting within, and external to, the
provider.
vi.
not discouraged from making a formal complaint
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vii.
viii.
ix.
x.
xi.

free to decide which, if any, disclosure or report to make
provided with access to support, ideally 24 hours a day.
responded to in a timely manner.
reassured of the confidentiality of their disclosure.
kept informed of any action the provider takes in relation to their disclosure,
report or complaint and the expected timelines for resolutions of matters
reported to the provider.

Reporting sexual harassment and sexual assault
Any member of the TIIS community who experiences sexual harassment or sexual assault when
engaged in work- or study-related activities is strongly encouraged to make a report to TIIS WHS
Officer. In the case of sexual assault, TIIS members are encouraged to contact police immediately
and notify TIIS WHS office or CEO or his delegate of the incident and police report.
Any TIIS staff member or student who considers that he or she has been sexually harassed by
another person at TIIS, either a student or a staff member, and believes the matter cannot be
resolved on a one-to-one basis, is encouraged to:
a. Discuss the matter with TIIS WHS Officer, or
b. Refer the matter directly to the TIIS CEO or his delegate.
c. The TIIS WHS Officer (or CEO or his delegate, if appropriate, will attempt to initially resolve
the matter with the complainant within 2 working days from receipt of complaint.
d. If the matter cannot be resolved as above, or if the complainant requests, the TIIS WHS
Officer (or CEO or his delegate if appropriate) will Initiate a mediation process between
the parties within 5 working days.
e. A TIIS Staff member might be nominated to act as an intermediary between the parties
with the aim of reaching an agreed solution.
f. If mediation or conciliation fails, or in the case of serious allegation, TIIS will appoint an
investigator who would interview the complainant, respondent, and any witnesses. After
gathering information, the investigator will consider whether the complaint is
substantiated, and then consider the formulation of appropriate recommendations to the
CEO or the Board of Directors for action.
g. If the complainant makes a formal report to Police, TIIS will fully cooperate with police
under relevant legislations.

Disciplinary Actions
Any Conduct that breaches this Policy and Procedures will result in an investigation which may
result in disciplinary action. Findings and action taken will be reported, within 10 working days of
commencement of investigation, using a standard form entitled “Investigating Sexual Assault and
Sexual Harassment Incident”. Where appropriate, the incident will be reported to the Police or
made public. If TIIS Management feels it necessary to protect the safety and wellbeing of the TIIS
community, any person may be subject to without-prejudice measures once a report is made or
while an internal or police investigation is ongoing, including but not limited to:
a.
b.
c.
d.

suspension or termination from TIIS studies (for students)
suspension or termination from employment (for employees)
reassignment of a person’s work or study location or class allocation, if appropriate, or
a temporary ban on attending campus or particular parts of campus (although students
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may be enabled to continue studies online if practical).

Support Services
TIIS will provide the following services, if required, including
a. Counselling
b. Assistance for alleged perpetrators
c. Academic Support to students.
d. External services will be referred to any TIIS Member, if necessary, for assistance.
i.
Sexual Assault Counselling Australia
ii.
NSW Rape Crisis
iii.
1800 Respect
iv.
Lifeline
v.
Beyond Blue
vi.
Suicide call back service
vii.
NSW Police
After a matter has concluded, TIIS will continue to provide reasonable assistance and support
measures as determined on a case-by-case basis to:
a. protect the safety and welfare of all parties, and
b. support any person who has been sexually harassed or sexually assaulted.

Recordkeeping and reporting
TIIS will keep accurate and sufficient records of all reports according to its Record Management
Policy and Procedure.

Review of the Policy
This Policy and Procedures will be monitored, reviewed and updated whenever necessary.

Legislative Requirements
As an accredited provider of higher education in Australian, TIIS operates within the following
legislative framework.

Higher Education Standards Framework (Threshold Standards) 2015
As an accredited provider of higher education, TIIS must meet and continue to meet the
requirements of the new HES Framework. Higher Education Standards Framework (Threshold
Standards) 2015. Detailed information is available at https://www.teqsa.gov.au/higher-educationstandards-framework-2015.

National Code of Practice for Providers of Education and Training to
Overseas Students 2018
The National Code of Practice for Providers of Education and Training to Overseas Students 2018
(National Code 2018) supports the National Strategy for International Education 2025 to advance
Australia as a global leader in education, training and research.
Student Handbook 2020-2021 (May. 21)

Page 92 | 104

The National Code is a legislative instrument made under the Education Services for Overseas
Students Act 2000 and sets nationally consistent standards to support providers to deliver quality
education and training to overseas students.
https://internationaleducation.gov.au/Regulatory-Information/Pages/National-Code-2018Factsheets-.aspx

Copyright Act 1968 and Copyright Amendment (Digital Agenda) Act 2000
Students must comply with licenses for the use of intellectual property, including software. All
software loaded on college computers or provided by the Institute is licensed and this software
cannot be copied unless permitted by the license. If you need further information about your
copyright obligations please contact Student Services or see the Australian Copyright Council
website. This act applies to:
•
•
•
•
•
•
•

Hardcopy and web/digital material
For study and research purposes you are allowed to copy up to 10% or one chapter of a book
or one article per issue of a journal
copyright royalty payments apply for the reproduction above this rule
no permission to copy software unless permitted by the license
http://www.copyright.org.au/
http://www.comlaw.gov.au/Series/C2004A07378
http://www.comlaw.gov.au/Details/C2004C01235

Access and Equity
TIIS integrates and applies equal opportunity and affirmative action principles in all its operations
and is committed to providing a learning environment where all students are given equal
opportunity to achieve their learning goals that is free from any form of harassment or
discrimination.
It is important that if a student has any disability or impairment, whether it is temporary or
permanent, that may inhibit their ability to access or participate in learning programs, that they
advise an SIIT staff member. SIIT will then provide learning and assessment strategies that are
appropriate for these students so that they have similar opportunities as other students to
participate and successfully complete their course of study.
Following legislation applies:
Disability Discrimination Act 1992
Disability Discrimination Amendment (Education Standards) Act 2005
Disability Discrimination and Other Human Rights Legislation Amendment Bill 2009
Disability Discrimination Regulations 1996
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Equal Employment Opportunity Act 1987
Discrimination occurs if an employee is treated less favourably on the basis of a prohibited ground
of discrimination (sex, age, race, etc.). This is direct discrimination.
Indirect discrimination occurs where there is a requirement for all but it impacts on certain groups
(such as people of a certain gender) and is not reasonable in the circumstances.
Web link for your reference: http://www.comlaw.gov.au/Series/C2004A03429

Anti-Discrimination
An essential part of providing equal opportunity to students is to have a learning environment that
is free from any form of discrimination or harassment.
Australia has legislation which makes it unlawful to discriminate against a person based on race,
colour, sex, sexual preference, age, physical or mental disability, marital status, family or carer’s
responsibility, pregnancy, religion, political opinion or social origin.

Racial Discrimination Act 1975
Racial discrimination occurs when someone is treated less fairly than someone else because of their
race, colour, descent or national or ethnic origin.
Racial discrimination can also occur when a policy or rule appears to treat everyone in the same
way but actually has an unfair effect on more people of a particular race, colour, descent or national
or ethnic origin.

Age Discrimination Act 2004
Aims to eliminate, as far as possible, discrimination against persons on the ground of age in the
areas of work, education, access to premises etc.
Aims to allow appropriate benefits and other assistance to be given to people of a certain age,
particularly younger and older.
Web link for your reference: http://www.comlaw.gov.au/Series/C2004A01302

Harassment
Australia has legislation which makes it unlawful to harass another person and this law applies to
behaviour within TIIS premises. Harassment is offensive, belittling or threatening behaviour
directed at an individual worker or group of workers. Harassment is behaviour that is unwelcome,
unsolicited, usually unreciprocated and usually (but not always) repeated. It covers a wide range of
behaviours ranging from subtle intimidation to more obvious aggressive tactics.
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Consistent with the principles of access and equity, students have rights to be:
• Treated with respect, fairness and without discrimination.
• Free from all forms of intimidation or harassment.
• Learn in a supportive environment without interference from others.
Students also have a responsibility to ensure their behaviour allows the rights of other students
and staff to be respected.

Sexual Harassment
It is the responsibility of all students and staff to contribute to a learning environment that is free
from sexual harassment.
Examples of sexual harassment may include but is not restricted to the following:
•
•
•
•
•

Distribution or display of offensive pictures or written material.
Repeated unwelcome requests for social outings or dates.
Offensive comments about a person's appearance, dress or private life.
Unsolicited comments, messages or telephone calls of a sexual nature.
Leering, patting, pinching, touching, indecent exposure and unnecessary familiarity.

The Commonwealth Sex Discrimination Act 1984 makes it unlawful to engage in any form of sexual
harassment. Disciplinary action will be taken against anyone found to have committed sexual
harassment.

Sex Discrimination Act 1984
•
•
•

prohibits discrimination on the basis of sex, marital status, pregnancy or potential pregnancy
in a range of areas of public life and this includes work and education.
eliminate sexual harassment.
create recognition and acceptance of the principle of the equality of men and women.

Web link for your reference:
http://www.comlaw.gov.au/Search/Racial%20Discrimination%20Act%201975

Privacy Act 1988 / Privacy Amendment Act 2004
The Privacy Act 1988 (Privacy Act) was introduced to promote and protect the privacy of individuals
and to regulate how Australian Government agencies and organisations with an annual turnover
of more than $3 million, and some other organisations, handle personal information.
https://www.oaic.gov.au/privacy/the-privacy-act/
The Privacy Act includes 13 Australian Privacy Principles (APPs), which apply to some private sector
organisations, as well as most Australian Government agencies. These are collectively referred to
as ‘APP entities’.
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Victimisation
TIIS is committed to protecting students and staff from any threatening behavior that arises as a
result of a person exercising their right to complain about possible behavior that is discriminatory
or harassing. Victimisation is threatening or harassing a person because they:
•
•
•

Have made a complaint or intend to make a complaint.
Are acting as a witness or intend to act as a witness.
Are supporting a victim or intend to support a victim.

Any incident that may involve victimisation must be reported to the CEO as soon as possible.

Work Health and Safety Act 2011
WHS is designed to protect the health, safety and welfare of all at work, including all staff, students
and visitors.
All staff and students have a duty to take care for their own health and safety and that of others.
Web link for your reference:
http://www.comlaw.gov.au/Search/Work%20Health%20and%20Safety%20Act%202011

Reporting Incidents of Discrimination, Harassment, Sexual Harassment,
and Victimisation
Discrimination, harassment sexual harassment or victimisation will not be tolerated at SIIT. If you
wish to make a complaint about any of these behaviors, please contact SIIT CEO as soon as possible.
Any complaint of discrimination, harassment, sexual harassment or victimisation will be treated
seriously and investigated promptly, discreetly, confidentially and impartially. It is not essential for
the complaint to be in writing.
If an investigation verifies the allegation, TIIS will view the matter seriously and will take
appropriate action. This may include counseling or disciplinary action.
If the complainant is dissatisfied with the action taken, he/she is entitled to use TIIS’s Grievance
Handling Policy and Procedure processes.

Fair Work Act 2009 (Fair Work Act)
The Fair Work Commission is Australia’s national workplace relations tribunal. It was established
by the Fair Work Act 2009 (Fair Work Act) and is responsible for administering the provisions of the
Fair Work Act.
The Commission’s powers and functions include:
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•
•
•
•
•
•
•
•
•
•
•

dealing with unfair dismissal claims
dealing with anti-bullying claims
dealing with general protections and unlawful termination claims
setting the national minimum wage and minimum wages in modern awards
making, reviewing and varying modern awards
assisting the bargaining process for enterprise agreements
approving, varying and terminating enterprise agreements
making orders to stop or suspend industrial action
dealing with disputes brought to the Commission under the dispute resolution procedures
of modern awards and enterprise agreements
determining applications for right of entry permits
promoting cooperative and productive workplace relations and preventing disputes.

Fair Work Ombudsman has prepared a Fact Sheet for International Students. And This fact sheet
will help you understand your basic workplace rights, where to obtain further information, and
how to seek assistance from the Fair Work Ombudsman. For more information, contact the
Fair Work Infoline on 13 13 94 or visit www.fairwork.gov.au.

Informing students and staff of any changes to legislative and regulatory
requirements that affect the services delivered.
TIIS will try to keep students and staff informed about any changes to legislative and regulatory
requirements via the following means:
•
•
•

publishing updates on legislation on students learning platform
sending regular newsletters to staff and students
publishing online information about relevant changes via news updates on its website.

Student Visa Rules
Many international students studying abroad in Australia will want to work during their time spent
studying in the country. Australian student visas usually allow full time degree students
(undergraduate and postgraduate) to work up to 40 hours per fortnight in the academic year and
unlimited hours during summer holidays.
Family members (spouses and children) accompanying the international student under
their student visa have the same work rights as the student – 20 hours per week. Unlike
the students, family members may not exceed 20 hours per week, even during holidays.
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Emergency Procedures
FACTS YOU SHOULD KNOW:
*Exit stairs within the building *Fire alarm locations *Your Floor Wardens’ name.
EMERGENCY: DAIL 000 FOR FIRE BRIGADE, AMBULANCE, POLICE

EMERGENCY PROCEDURES
LEVEL 4, 22 Market Street, Sydney
FIRE

MEDICAL

BOMB THREAT
IF YOU RECEIVE A BOMB THREAT
1. Notify the Police
2. Tell your Floor Warden – but do not
create panic by telling other personnel
3. Your Floor Warden will take any further
action that is required

IF A SUSPICIOUS OBJECT IS FOUND
1. Do not touch it – clear the area
2. Advise your Floor Warden immediately
3. Prevent other personnel from going
into the area near the object
4. Your Floor Warden will advise you of
any further action you should take

EVACUATION PROCEDURES
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Student Handbook (Acknowledgement Form)
This form must be signed and returned to TIIS following Orientation Session
and before course commencement.

Declaration:
I have read and understand the materials contained within the TIIS Student
Handbook (May 2021). I acknowledge that this, and the most up to date
information, is available to me through the TIIS website and related course
documents.
Name (print)

Signature:

Date

/

/
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As an accredited higher Education Provider, TIIS does not:
•

claim to commit to secure for, or on the student or intending student’s behalf, a migration
outcome from undertaking any course offered by the registered provider

•

guarantee a successful education assessment outcome for the student or intending student.

This Student Handbook is the property of The Institute of International Studies (TIIS) Pty Ltd. This
handbook is provided for guidance ONLY, while every effort is made to provide accurate, legal, and
complete information to students.

The Student Handbook is accurate and correct at time of publication. TIIS endeavours to ensure
that this brochure is updated in time of change. For accurate and updated information, please
contact +61 2 8098 0702 or email to info@tiis.edu.au .

