
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STUDENT HANDBOOK 
 

 

 

 

 



The Fashion Institute Pty Ltd 
ABN 17 146 752 418 ACN 146 752 418 

Trading as The Institute Group 
RTO No: 41064 

The Institute Group Student Handbook V2018-1.1            
© 2014 The Fashion Institute Pty Ltd trading as The Institute Group 

2 

 

CONTENTS 

1. Welcome from the Director ................................................................................................................... 4 
1.1 Orientation ............................................................................................................................... 5 

2. About The Institute Group ..................................................................................................................... 6 

2.1 About our National VET Regulator ............................................................................................ 7 
2.2 Nationally Recognised Training ................................................................................................ 8 
2.3 Compliance with Legislation, Regulation & Government ........................................................... 8 
Guidelines ..................................................................................................................................... 8 

3. Provision of Quality Training & Assessment ..................................................................................... 9 

3.1 Our Training & Assessment Strategies ..................................................................................... 9 
3.2 Competency-Based Training .................................................................................................. 10 
3.3 Assessment & Grading........................................................................................................... 10 
3.4 Recognition of Prior Learning ................................................................................................. 12 
3.5 Validation & Moderation of Your Training & Assessment ........................................................ 14 
3.6 Trainers & Assessors ............................................................................................................. 15 

3.7 Training & Assessment Materials ........................................................................................... 15 
3.7 Our Training & Assessment Facilities & Equipment ................................................................ 16 

4. Workplace Training Program .............................................................................................................. 16 
5. Quality Training & Assessment Outcomes ...................................................................................... 18 

5.1 Access to Training & Assessment .......................................................................................... 18 
5.2 Equity in Training & Assessment Service Delivery .................................................................. 19 
5.3 Student Code of Conduct ....................................................................................................... 20 

The Student Code of Conduct .................................................................................................. 20 
5.4 Support Services .................................................................................................................... 21 
5.5 Student Counseling ................................................................................................................ 22 
5.6 Language Literacy & Numeracy (LLN) Support ....................................................................... 24 

5.7 Unique Student Identifier ........................................................................................................ 25 
5.8 Underage Students ................................................................................................................ 25 

6. Course Participation............................................................................................................................. 26 

6.1 Class Attendance ................................................................................................................... 26 
6.2 Participation in Scheduled Assessments ................................................................................ 26 
6.3 Participation in Workplace Training ........................................................................................ 27 
6.4 Flexible Participation Arrangements ....................................................................................... 28 
6.5 Transition of Superseded Training Qualifications .................................................................... 28 

6.6 Requests for Extensions ........................................................................................................ 28 



The Fashion Institute Pty Ltd 
ABN 17 146 752 418 ACN 146 752 418 

Trading as The Institute Group 
RTO No: 41064 

The Institute Group Student Handbook V2018-1.1            
© 2014 The Fashion Institute Pty Ltd trading as The Institute Group 

3 

6.7 Plagiarism & Cheating ............................................................................................................ 29 

6.8 Misconduct............................................................................................................................. 30 
7. Certification & Statements of Attainment ......................................................................................... 31 
8. Withdrawal & Deferment ...................................................................................................................... 32 

8.1 Withdrawal ............................................................................................................................. 32 
8.2 Deferment .............................................................................................................................. 32 
8.3 Abandonment of Course ........................................................................................................ 32 

9. Student & Industry Engagement ........................................................................................................ 33 
9.1 Student Engagement ............................................................................................................. 33 
9.2 Industry Engagement ............................................................................................................. 33 

10. Access to Information ........................................................................................................................ 34 
10.1 Record Keeping & Confidentiality ......................................................................................... 34 

10.2 Access to Your Records ....................................................................................................... 35 
11. Complaints & Appeals ....................................................................................................................... 36 

11.1 Complaint Process ............................................................................................................... 36 
Informal Complaint............................................................................................................. 36 
Formal Complaint ............................................................................................................... 37 
Internal Appeal ................................................................................................................... 37 
External Appeal .................................................................................................................. 38 

11.2 Assessment Appeals ............................................................................................................ 38 
12. Work, Health & Safety ........................................................................................................................ 39 
13. Financial Considerations .................................................................................................................. 40 

13.1 Service Provision Fees & Information ................................................................................... 40 

13.2 Tuition Fees ......................................................................................................................... 41 
13.3 List of Additional Fees .......................................................................................................... 43 
13.4 Refund Terms & Conditions.................................................................................................. 44 
13.5 Tuition Fee Safeguard & Assurance ..................................................................................... 44 

14. Declaration of Understanding .......................................................................................................... 45 
  



The Fashion Institute Pty Ltd 
ABN 17 146 752 418 ACN 146 752 418 

Trading as The Institute Group 
RTO No: 41064 

The Institute Group Student Handbook V2018-1.1            
© 2014 The Fashion Institute Pty Ltd trading as The Institute Group 

4 

1. Welcome from the Director 
 
 
Welcome to The Institute Group! 
 
I am delighted to welcome you to The Institute Group and look forward to working together to maximise your 
full potential. 
 
We are committed to our students and building the skills of professionals working in the Fashion and Make-
up Industries and believe that engaging training that is relevant to the real skills required to work is the best 
place to start on your journey in the fashion or makeup business. 
 
We will always go beyond your expectations and our team of experienced industry trainers will engage and 
inspire you to achieve you career goals and we have been working with thousands of people in realising their 
career dreams since we launched our business in 2010.  
 
We work closely with the industry to understand their businesses and ensure we are equipping our students 
with those skills to meet those needs.  
 
Through our internship programs, The Institute Group provides a pathway for students to gain hands on 
experience within their chosen industry. These programs pave the way for students to develop invaluable 
skills, which will open the doors to a fulfilling career in fashion or makeup. 
 
I invite you to explore and enrich yourself within the engaging and dynamic learning environment, which The 
Institute Group provides. 
 
Within this handbook, you will find material to guide you through your future education at The Institute Group. 
 
I sincerely welcome you to The Institute Group and wish you all the best in your endeavours. 
 
 
 

 
 
 
Sarah Stavrow 
Director 
The Institute Group 
Home of The Fashion Institute & The Makeup Institute 
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1.1 Orientation 
 
 

On enrolment to The Institute Group, all new students will be invited to attend an Orientation day, 
approximately two weeks prior to their start date. 

 

Orientation allows students a chance to orient themselves to student life at The Institute Group and gives 
them the opportunity to meet their new course peers and Institute staff in a relaxed and friendly environment, 
without the pressure of classes. 

 

The agenda for The Institute Group Orientation Day includes: 

• Welcome from the Director 
• Introduction of members of The Institute Group staff and their roles 
• Tour of the Institute and facilities 
• Overview of the Student Handbook 
• Introduction of the course program 
• Introduction of Trainers and Assessors 
• Question and Answer time 

 

 

At orientation you will be provided with; 

• Student Handbook 
• Timetables 
• Assessment Schedules 
• Learning Materials 
• Course Textbooks/Resources 
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2. About The Institute Group 
 
The Institute Group offers students the flexibility to study, work and undertake internships at their own pace. 
Located in state-of-the-art facilities in Chippendale, Sydney – The Institute Group is only minutes from 
Central Station and the CBD.  
 
The Institute Group offers Fashion Business courses (The Fashion Institute) and Specialist Make-up Services 
courses (The Makeup Institute). Most importantly, we offer all of our students’ structured internships - all 
designed to help you succeed in your chosen industry.  
  
The Fashion Institute was founded by Sarah Stavrow, a fashion publicist who has worked in the industry for 
many years for high profile clients including; Bonds, Country Road, General Pants, Seafolly, Ella Bache and 
Sunsilk. The Institute Group has stemmed from Sarah’s desire to share her knowledge and industry 
experiences with students across both the fashion, digital and make up fields. 
  
The Institute Group is exactly what Sarah wished for when she was starting out herself. 
 

 

 

We are here to assist you in any way we can during your time with us at The Institute Group.  

 

Please Email info@thefashioninstitute.com.au / info@themakeupinstitute.com.au or call (02) 9698 9919 
during business hours if you have any further questions or requests at any point during your time studying 
with us. 
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2.1 About our National VET Regulator 
 

The Australian Skills Quality Authority (ASQA) is the national regulator for Australia’s vocational education and 
training sector. ASQA regulates courses and training providers such as The Fashion Institute Pty Ltd, trading 
as The Institute Group, The Fashion Institute and The Make Up Institute to ensure nationally approved quality 
standards are met. 

ASQA’s vision is that students, employers and governments have full confidence in the quality of vocational 
education and training outcomes delivered by Australian registered training organisations. 

ASQA is committed to independence in its regulatory role and in providing advice, transparency in its 
regulatory decisions and activities and collaboration with industry bodies, employers, governments and 
registered training organisations.  

ASQA’s functions include registering training providers as RTOs such as The Fashion Institute Pty Ltd, 
trading as The Institute Group, The Fashion Institute and The Make Up Institute and ensuring that 
organisations comply with the conditions and standards for registration, including carrying out regular 
compliance audits. ASQA may also collect, analyse and publish information on the VET sector and VET 
providers.  

ASQA undertakes its role by assessing relevant organisations against the conditions of registration found in 
the National Vocational Education and Training Regulator Act 2011 (in Part 2, Division 1, sections 21–30). 

One of the core conditions of registration is that The Fashion Institute Pty Ltd, trading as The Institute Group, 
The Fashion Institute and The Make Up Institute complies with the requirements set out in the new VET 
Quality Framework. 

The Act also provides for Standards for VET Accredited Courses, which are in addition to the VET Quality 
Framework. 

The establishment of ASQA also provides a clear line of accountability and responsibility for the quality of VET 
throughout Australia, and ensures there is a coordinated response to emerging quality issues in the sector. 

For further information about our National VET Regulator visit the ASQA website (www.asqa.gov.au) or 
contact: ASQA info line on 1300 701 801 between 9.00 am and 7.00 pm Eastern Standard Time, Monday 
to Friday. If you are calling from outside Australia, please call +61 386 133 910. 
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2.2 Nationally Recognised Training 
 

The Institute Group recognises and acknowledges qualifications and Statements of Attainment issued by 
another registered training organisation based in any state of Australia.  

If you hold a qualification or Statements of Attainment with equivalent units issued by another RTO you can 
apply for National Recognition.  

To apply, please speak with the Operations Manager at the point of enrolment. 

If successful, you will be given Credit for any equivalent units that also meet the requirements of the 
qualification. If it is determined that there is no equivalency with the relevant units, you may be able to apply 
for Recognition of Prior Learning.  

 
 
2.3 Compliance with Legislation, Regulation & Government 
Guidelines  
 
The Institute Group is committed to complying with all relevant Commonwealth, State and Territory 
legislation, legislative instruments and regulations and will provide staff, trainers, assessors and students with 
information about those requirements that may significantly affect their duties or their participation in 
education and training.  

• This may be communicated through: 
• Face-to face training 
• Via our website 
• Email newsletters  
• Direct Emails 
• Formal letters 

 

The method of communication is determined by the type and significance of the legislative requirement. 

 

The Institute Group is bound by and operates within the following legislative and regulatory requirements: 

• Child Protection (Prohibited Employment) Act 1998 (Cth) 
• Privacy and Personal Information Protection Act 1998 (Cth) 
• Disability Discrimination Act 1992 (Cth) 
• National Vocational Education and Training Regulator Act 2011 (Cth) 
• Copyright Act 1968 (Cth) 
• The Racial Discrimination Act 1975 (Cth) 
• The Sex Discrimination Act 1984 (Cth) 
• Disability Discrimination Act 1992 (Cth) 
• Workplace Health & Safety legislation in each State and Territory 

 
More information can be found at: www.austlii.edu.au 
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3. Provision of Quality Training & Assessment  
 

The Institute Group delivers quality learning in a dynamic and engaging environment. 

 

Our trainers employ a combination of different delivery and learning strategies, which cater for all Students 
who may have different learning styles and therefore different support needs.  

 

The Institute Group’s approach to learning and assessment incorporates traditional forms of classroom 
training, assessment activities and industry internship. All assessment is geared towards ensuring a 
seamless transition into your chosen industry once you have completed your course. 

 

 
 
3.1 Our Training & Assessment Strategies 
 

The Institute Group is committed to ensuring that all qualifications and accredited courses on the Scope of 
Registration has a fully developed Training and Assessment Strategy that is consistent with Training Package 
and VET accredited course requirements.  

 

The Training and Assessment Strategy is a framework that guides the learning requirements and the 
teaching, training and assessment arrangements of a VET qualification. It is the document that outlines the 
macro-level requirements of the learning and assessment process. 

 

The Institute Group has a Training and Assessment Strategy for each qualification or VET accredited course 
on Scope of Registration which: 

 

• is developed in consultation with industry 
• meets the requirements of the Training Package or VET accredited course  
• meets the needs of the different target groups to which The Institute Group delivers training and 

assessment services 
• is regularly reviewed for currency with industry, and 
• can be customised to meet the needs of each of its students. 

 

 

Each Training and Assessment Strategy is reviewed on a minimum annual basis or as otherwise required by 
Training Package rules or industry changes and standards. 
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3.2 Competency-Based Training 
 
All vocational training in Australia is Competency-Based Training (CBT). At The Institute Group we are 
concerned with knowing that you are able to do what we teach you. For this reason, we do not issue marks 
or percentages, or rank you within the class group.  

 

For each assessment you are either Satisfactory (you are able to do the tasks required of you) or 
Unsatisfactory (you aren’t yet able to complete the tasks to the level required for industry). If you are 
considered Unsatisfactory, you will be given two more attempts to re-sit the assessment. You will also be 
given the additional support and feedback from your assessor to know exactly where you need to improve. 

 

Once you have completed all of the required assessments for a unit of competency, you will be deemed 
“Competent” i.e. you can perform that skills and demonstrate the required knowledge or that area of learning. 

 

The Institute Group aims to ensure all students are given the feedback and learning support they need to 
achieve competency, but you can also trust that we will ensure those graduates who are awarded a full 
qualification are able to operate at the expected level of graduates from the relevant Nationally Recognised 
Qualification and are fully qualified and up to industry standard. 

 
 
3.3 Assessment & Grading 
 
Assessment evidence considers how the person brings together: 

• Knowledge 
• An understanding of the work context 
• A decision about what to do 
• Attitudes, values and ethics as well as what the person actually did to perform the role. 

 

Assessment methodology may include: 

• Practical Sessions 
• Short answer/multiple choice questions 
• Assignments 
• Examinations 
• Oral presentations 
• Live and Simulated Service techniques 
• Role play 
• Question and answer (verbal or written) 
• Visual presentation 
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Assessment of the Qualification is based on Competency-Based Training (CBT) principles:  

 

Individual Assessment is assessed as: 

Satisfactory (S), or Not yet Satisfactory (NYS) 

 

Students who fail to achieve a ‘Satisfactory’ result for the individual assessment (in accordance with the 
Assessment Benchmarks outlined in the Assessment Tool) will be assessed as ‘Not Yet Satisfactory’ for that 
individual assessment. 

 

Unit of Competency is assessed as: 

Competent (C) or Not Yet Competent (NYC) 

 

To be deemed Competent for the Unit of Competency, the student must be deemed Satisfactory in all 
individual assessment tasks for the Unit. If a student fails to achieve a Satisfactory result after three attempts 
(first, second and third attempt) for any or all individual Assessment required for a Unit of Competency, they 
will be assessed as Not Yet Competent for that Unit of Competency. 

 

Re-Assessment 

Any re-assessment is conducted as soon as practicable after you have been informed of the requirement to 
be re-assessed. It is at the trainers/assessors discretion to re-assess the entire assessment should it be 
demonstrated an overall understanding has not been achieved.  

 

Failure to submit an assessment on time will automatically result in ‘Not Yet Satisfactory’ assessment, and 
will be marked as an attempt (unless the student has provided sufficient evidence – Please see 6.2 
Participation in Scheduled Assessments in this Handbook for further guidance on sufficient evidence). 

 

The student must be deemed Satisfactory in all individual assessment tasks for the Unit, to be deemed 
Competent for the Unit of Competency. 

 

If the student is not deemed Satisfactory on their first assessment attempt, they will be given a second and 
third assessment for each individual assessment task at not additional cost to the student. Should a 
Satisfactory result not be achieved after the 3rd attempt of the individual assessment, the student will be 
encouraged to repeat the Unit of Competency at the current (at time of reenrollment) cost to the student  
(Please see 13.1 Service Provision Fees & Information for individual unit fees).  
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3.4 Recognition of Prior Learning 
 
Recognition of Prior Learning (RPL) and Credit Transfer (CT) acknowledges the full range of an individual’s 
skills and knowledge, irrespective of how it has been acquired.  

 

You are entitled to have your prior learning recognised. RPL is the acknowledgement of your skills and 
knowledge acquired through previous training, work or life experience, which may be used to grant status or 
credit in a VET unit of study.  

 

Credit Transfer involves assessing a previously completed course or unit of competency to ascertain if it 
provides equivalent outcomes to those specified in the current Training Package. 

 

The RPL process involves an assessment of your prior learning, which you have achieved through work 
experience, informal and formal training, or other life experiences. Through the provision of evidence, 
questioning and skills observation, suitably qualified assessors will be able to clearly identify what units of 
competency you are eligible for. 

 

This prior learning will then be appropriately recognised by The Institute Group. Assessment including 
Recognition of Prior Learning (RPL) is conducted in accordance with the Principles of Assessment and the 
Rules of Evidence.  

 

The Institute Group has a Recognition of Prior Learning Plan for each qualification or VET accredited course 
on Scope of Registration which: 

• is developed in consultation with industry 
• meets the requirements of the Training Package or VET accredited course 
• meets the needs of the different target groups to which The Fashion Institute delivers training and 

assessment services 
• is regularly reviewed for currency with industry, and 
• can be customised to meet the needs of each of its students. 

 

The Institute Group ensures that each RPL assessment is conducted according to the four Rules of 
Evidence by:  

• Ensuring that the RPL assessment materials demonstrate validity of assessment and show a clear 
relationship between the evidence requirements of the unit of competency and the evidence on 
which the assessment judgment is made. 

 

• Ensuring that the materials used to collect and gather evidence in each RPL assessment gather 
sufficient evidence by including and addressing the performance criteria and evidence guide, clearly 
showing that competency is demonstrated over a period of time, that all dimensions of competency 
are addressed and that competency in different contexts is demonstrated. 
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• Ensuring that all RPL evidence-gathering materials clearly demonstrate the Student’s current 
knowledge and skills by requesting a range of evidence from the Student and direct-observation of 
the Student applying these skills within a work context. 

 

By verifying that the evidence is the Student’s own work through direct observation of skills and confirming 
with previous and current employers that the evidence provided by the Student is authentic. 

 
 
The RPL Process 
 
The Operations Manager will provide a clear outline of steps that you must follow when applying and 
completing the RPL assessment process.  

The RPL application will be processed according to the criteria set out in this handbook and will be granted 
for complete qualifications or units of competency. 

 

The Institute Group follows the followings steps in the RPL Process: 

1. At the point of enrolment, you will be provided with an RPL Application Form. The Operations 
Manager will assist you in the process of understanding the RPL application, gathering evidence 
and demonstrating competence.  

2. You will be asked to record the details of their past experience that is relevant to your training 
program on the RPL Application Form. You will then be asked to attend an interview with an 
appropriately skilled assessor who will discuss the your current competency. The assessor will 
determine the most appropriate method of verifying the competencies claimed according to the 
assessment criteria.   

3. Once you have put together a portfolio of evidence, you must book a meeting with the Operations 
Manager. At this meeting you must submit the application form and evidence, along with the fee for 
RPL assessment. This process must be completed within two weeks of enrolment. 

4. Following your submission of your portfolio of evidence and completed application form, the 
assessor will assess current competence against the performance criteria or learning outcomes of 
the unit or module for which skill recognition is being sought, and you will be informed of the 
assessment outcome in writing. RPL is assessed against the units of competency in a program 
based on the completion of one or a combination of the following: 

• review of evidence including relevant formal qualifications 

• interviews 

• confirmation of testimonials 

• validated workplace logbooks 

• skills/challenge testing 

• written/oral reviews 
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5. If the evidence submitted does not match learning outcomes/competencies then further evidence 
will be requested. This may also involve an interview with the Operations Manager where you will 
discuss what further evidence you will need to provide. Further evidence must be supplied within 
two weeks from application date. If further evidence is not recognised or received within the 
additional two weeks then your RPL claim will be rejected, and a Letter of Advice will be forwarded 
to you advising of the decision. 

6. If you are successful in the RPL application and you meet all the requirements, you will receive the 
units of competency or full qualification. 

 

Credit Transfer 

Credit Transfer involves assessing a previously completed course or unit of competency to ascertain if it 
provides equivalent outcomes to those specified in the current Training Package.  

 

To qualify for Credit Transfer you must present a Statement of Attainment from a RTO for the exact same unit 
that is included in the course you are completing with The Institute Group. 

 

To apply, please speak with the Operations Manager at the point of enrolment.  

 

3.5 Validation & Moderation of Your Training & Assessment 
 

The Institute Group systematically implements validation of training and assessment practices to assess 
course quality and drive continuous improvement in training delivery and assessment.  

 

The Institute Group is committed to the effective provision of quality training and assessment policies and 
procedures, which are essential to the integrity of the registered training organisation and the VET 
qualifications, which we deliver. 

  

Validation and moderation of training and assessment materials is an important aspect of the provision of 
quality training and assessment.  

 

The Institute Group has a process in place to systematically review, compare and evaluate its current 
assessment procedures, materials, tools and evidence so that training outcomes are consistent and that 
assessment is valid, reliable, flexible and fair.  Where necessary, The Institute Group’s process will facilitate 
modification and clarification of its assessment practice based on validation results. 
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Validation exercises will be completed on at least an annual basis both with internal staff and external panel 
members as part of this systematic review, when changes to the Training Package have occurred and prior 
to a new qualification being placed on scope. 

 
3.6 Trainers & Assessors  
 

At The Institute Group, highly skilled leaders will teach you within your chosen field of study. 

In order to deliver high quality learning outcomes on a consistent basis, The Institute Group recognises the 
critical importance of having suitably qualified and experienced trainers and assessors who are also leaders 
in your chosen industry. 

 

We follow a set of standards and guidelines to ensure that we recruit skilled trainers and assessors for all of 
our qualifications. 

 

All trainers and assessors must hold the relevant qualifications and experience as required by the National 
Vocational Education and Training Regulator (ASQA). 

 

3.7 Training & Assessment Materials 
 

At the commencement of each unit of study, you will receive a complete unit pack, including instructions, 
learning resources, assessment schedules and assessment tools. 

The Institute Group is committed to ensuring that all qualifications and accredited courses have valid, 
sufficient, current and authentic training and assessment materials (TAS) that are consistent with Training 
Package and VET accredited course requirements as well as meeting industry standards and vocational 
requirements.  

 

The Training and Assessment Materials are the learning and evidence gathering tools of a VET qualification. 
The training and assessment materials are quality assured through the Validation and Moderation processes 
of The Institute Group. 

 

All learning and assessment materials provided by The Institute Group support Competency-Based Training 
(CBT), which is the process of collecting evidence and making judgments about whether competency has 
been achieved. 
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3.7 Our Training & Assessment Facilities & Equipment 
 
 
We provide face-to-face training in our high quality theory and practical classrooms. 

At The Institute Group we acknowledge our obligation to provide training and assessment facilities, that are 
not only consistent with the requirements of the Training Package or VET-Accredited Course that The 
Institute Group is delivering, but exceed our students expectations and enable them to go beyond training 
and assessment outcomes expected from the course they are enrolled with at The Institute Group. 

 

If at any point you require access to additional and necessary resources to complete an assessment task, 
including a computer or computer software, you may submit a request to the Operations Manager. The 
Institute Group will seek to arrange a reasonable solution. This may include booking in time outside of class 
to access a computer at the institute. 

 

We are committed to ensuring we provide the best possible training and assessment facilities, that are not 
only consistent with the requirements of the Training Package or VET-Accredited Course but exceed 
minimum requirements. 

 

4. Workplace Training Program 
 

The Workplace Training Program is for all students enrolled at The Fashion Institute and The Makeup 
Institute. Through our Workplace Training Program, The Institute Group provides a pathway for you to gain 
hands on experience within your chosen industry. This program paves the way for you to develop invaluable 
skills, which will open the doors to a fulfilling career in your chosen field. 

 

The Workplace Training Program is a compulsory component of the BSB60215 Advanced Diploma of 
Business, BSB50215 Diploma of Business and CUA51015 Diploma of Screen and Media (Specialist Make-
up Services). 

 

Failing to complete the Workplace Training Program components for the BSB60215 Advanced Diploma of 
Business, BSB50215 Diploma of Business or CUA51015 Diploma of Screen and Media (Specialist Make-up 
Services) may result in a finding of ‘Not Yet Competent’. 

 

Our Careers Manager tailors each program to suit your aspirations and long-term career goals. This close 
collaboration ensures internship placements that are relevant to your unique interests and talents. The 
Institute Group has a reputation for consistently providing our internship partners with high-caliber 
candidates. 
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To participate in industry internships as part of the workplace training program, you must agree and adhere 
to the following guidelines. 

1. You must represent The Institute Group in a respectable manner:  
• be punctual 
• dressed appropriately 
• polite, enthusiastic 
• limit mobile phone use 
• perform all tasks to the best of your ability. 

 
2. You will not be paid for your time or be reimbursed for your travel 

 
3. You must attend your internship on your designated day  

 

4. You must provide your supervisor with at least one week’s written (i.e. via email) notice when you 
decide to finish your internship. 

 

5. You can only finish your internship if you have completed your minimum commitment 
 

6. You must notify the Careers Manager via email if there are any changes to your internship 
arrangement (i.e. change of scheduled day), and additionally when you finish your internship 

 

If you are unable to attend a day of internship, you must: 

• notify both the internship company and the Careers Manager immediately 
• call your internship company (never SMS) prior to the scheduled start time, and preferably with 24 

hours notice 
• explain why you are unable to attend, and offer another date to make up for the day that has been 

missed 
• present a doctor’s certificate to the Careers Manager within 24 hours 
• Email to notify the Careers Manager of your failure to attend your internship. 

 

All students are covered by The Institute Group’s Work Experience Personal Accident Insurance policy. This 
insurance policy does not provide professional indemnity or public liability cover. Any duties that are 
financially remunerated are excluded under this insurance policy. All business information that you are made 
privy to during the internship must be kept confidential.  



The Fashion Institute Pty Ltd 
ABN 17 146 752 418 ACN 146 752 418 

Trading as The Institute Group 
RTO No: 41064 

The Institute Group Student Handbook V2018-1.1            
© 2014 The Fashion Institute Pty Ltd trading as The Institute Group 

18 

 

5. Quality Training & Assessment Outcomes  
 
The Institute Group is committed to providing quality training and assessment outcomes in an accessible, 
equitable and supportive student-learning environment. 

The Institute Group is committed to  

• adhering to the principles of access, including providing a non-discriminatory enrolment process, 
training and assessment environment and workplace  

• adhering to the principles of equity, including fairness and equal opportunity  
• providing personal and training and assessment support services for students enrolled in The 

Fashion Institute and The Makeup Institute courses, and 
• delivering training and assessment services in a respectful manner embedded in a learning 

environment framed by mutual obligation. 
 

The Institute Group applies access and equity principles across all aspects of its operations as a Registered 
Training Organisation and is committed to providing an environment, which is free from discrimination and 
harassment. All staff and students are required to comply with access and equity requirements at all times. 

 

The Institute Group’s Student Code of Conduct (5.3) provides the foundation and framework for a positive 
learning environment that maximises the growth of skills and knowledge through targeted delivery of training 
and assessment.  

 

The Code sets out the rights and obligations of all students enrolled in vocational education and training 
accredited qualifications delivered by The Institute Group. 

 

Non-compliance with The Institute Group’s Student Code of Conduct may result in the cancellation of your 
enrolment in your course. Cancellation of enrolment for breach of the Student Code of Conduct will void all 
of your rights relating to refunds. 

 

5.1 Access to Training & Assessment 
 
At The Institute Group we acknowledge our obligation to adhere to the principles of access, including 
providing a non-discriminatory enrolment process, training and assessment environment and workplace. 

 

We are committed to ensuring and focusing on maintaining the access to all people seeking to enroll in a 
course at The Institute Group, subject to minimum course entry requirements.  
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At all times, The Institute Group guarantees that it will adhere to the principles of access, including providing 
a non-discriminatory enrolment process, training and assessment environment and workplace. 

 

The Institute Group is committed to ensuring the following principles of access and equity are continuously 
and rigorously applied:  

1. Access to training is available, regardless of gender, socioeconomic background, disability, ethnic 
origin, age or race. 
 

2. Training services are delivered in a non-discriminatory, open and respectful manner. 
 

3. Staff are appropriately skilled in access and equity issues, including cultural awareness and 
sensitivity to the requirements of students with special needs. 

 

4. Facilities are updated to provide reasonable access to students of all levels of mobility, and physical 
and intellectual capacity within the limitations of the facilities currently available. Students who have 
specific access requirements that cannot be met will be advised to identify another provider that 
meets their access requirements. 

 

5. Student selection is conducted for training opportunities in a manner that includes and reflects the 
diverse student population. 

 

6. Active encouragement of the attendance of students from traditionally disadvantaged groups. 
 

7. Provision of culturally inclusive language, literacy and numeracy advice and assistance that assists 
Students in meeting personal training goals. 

 

Staff and students are required to comply with access and equity requirements at all times. 

 
 
 

5.2 Equity in Training & Assessment Service Delivery 
 
 
At all times, The Institute Group guarantees that it will adhere to the principles of equity, including fairness 
and equal opportunity. 

 

The Institute Group is committed to providing an environment, which is free from discrimination and 
harassment.  
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Students will be provided with equal opportunity and will not be discriminated against on the basis of certain 
attributes as pursuant to the Equal Opportunity Act.  

It is unlawful to discriminate on the basis of the following attributes: 

• Gender 
• Impairment  
• Marital status 
• Physical features 
• Age 
• Pregnancy 
• Breastfeeding 
• Religious belief or activity 
• Lawful sexual activity 
• Political belief or activity, or 
• Parental status as a carer, or personal association (whether as a relative or otherwise) with a person 

who is identified by reference to any of the above attributes. Staff and students are required to 
comply with access and equity requirements at all times. 

 
5.3 Student Code of Conduct 
 
At all times, The Institute Group strives to build and embed mutual obligation as the cornerstone of the 
learning environment we provide for training and assessment. The Institute Group’s Student Code of 
Conduct provides the foundation and framework for a positive learning and development environment that 
maximises the growth of skills and knowledge through targeted delivery of training and assessment. 

 

The Code set outs your rights and obligations while enrolled at The Institute Group. In addition, the Code 
also sets out The Institute Group’s requirement that each and every student respects their fellow student and 
their trainers and assessors at all times.  

 

Non-compliance with The Institute Group’s Student Code of Conduct may result in cancellation of a 
Student’s enrolment at The Institute Group. Cancellation of enrolment for breach of the Student Code of 
Conduct will void all student rights relating to refunds. 

 

The Student Code of Conduct 
 

1. You have the right to be treated, and treat others with respect. 
 

2. You have the right to be free from discrimination, regardless of religious, cultural, racial and sexual 
differences, age, disability or socio-economic status, and must not discriminate. 

 
3. You have the right to be free from all forms of intimidation and must not intimidate others. 

 
4. You have the right to work in a safe, clean, orderly and cooperative environment. 
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5. You have the right to have personal property (including computer files and student work) protected 

from damage or other misuse. You must not misuse or purposely damage The Institute Group’s 
property, facilities and equipment. 

 
6. You have the right to have any complaints settled in a fair and rational manner. 

 
7. You have the right to work and learn in a supportive environment without interference from others. 

You must contribute to a shared and positive learning environment and actively participate in the 
learning process. 

 
8. You have the right to express and share ideas and to ask questions. 

 
9. You will not engage in copyright breaches, cheating or plagiarism. 

 
10. You will submit work according to scheduled deadlines, unless an extension has been authorised 

by the Operations Manager. All extension requests must be made at least three (3) days before your 
work is due. 

 

11. You will treat all college staff, other students and visitors with courtesy, tolerance and respect. This 
extends to teaching staff in venues off-campus and online and supervisors and others involved in 
the workplace training program.  

 
12. You will at all times meet the requirements, terms and conditions contained in the Student 

Enrolment Form including payment of fees. 
 

13. You will arrive on time to your scheduled classes and have with you the appropriate resources ready 
to learn. 

 

14. Students must be familiar with the programs and resources available to assist them in conducting 
their studies appropriately, including use of the student portal.  

 

15. Students will attend all required training and assessment sessions as part of the requirement to 
progress through the course satisfactorily and complete the qualification within the time frame listed 
in the Course Brochure. 

 
 

5.4 Support Services 
 

At The Institute Group we acknowledge our obligation to provide personal training and assessment support 
services for our students. 

We are committed to maintaining the highest level of student support to ensure that you not only complete 
your studies but also benefit from the highest possible increase in your skill level while training with The 
Institute Group. 
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At all times, The Institute Group guarantees that it will provide highly effective training and assessment 
support services for students enrolled in The Fashion Institute / The Makeup Institute courses. 

 
1. Training services are delivered in a non-discriminatory, open and respectful manner. 

 
2. Staff are appropriately skilled in access and equity issues, including cultural awareness and 

sensitivity to the requirements of students with special needs. 
 
 
 

3. Facilities are updated to provide reasonable access to students of all levels of mobility, and 
intellectual capacity within the limitations of the facilities currently available. Students who have 
specific access requirements that cannot be met will be advised to identify another provider that 
meets their access requirements. 

 
4. Actively encourages the attendance of Students from traditionally disadvantaged groups and 

specifically offers assistance to those most disadvantaged, and 
 

5. Provides culturally inclusive language, literacy and numeracy advice and assistance that assists 
Students in meeting personal training goals. 

 

 

5.5 Student Counseling 
 
 

It is important that all students have access to a range of support mechanisms during their study. If students 
require assistance or counseling related to study or personal difficulties, they should speak initially with the 
Operations Manager for referral to appropriate support. All discussions regarding requests for support are 
kept in the strictest confidence. 

 

It is the policy of The Institute Group that the parents and guardians of underage students will be notified of 
any concerns, complaints or disciplinary action who are in our care.  
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Service 
 

 
Website 

 
Address 

 
Phone Number 

Emergency Service (Fire, 
Police, Ambulance) 
 

  000 

Surry Hills Police Station 
 

 3/151-241 Goulburn 
Street, Surry Hills NSW 
2010 

02 9265 4144 

Police Assistance Line (non 
emergency) 
 

  131 444 

Crime Stoppers 
 

https://crimestoppers.com.au 
 

 1800 333 000 

St Vincent’s Hospital  
 

 390 Victoria Road, 
Darlinghurst NSW 2010 
 

02 8382 1111 

Surry Hills Medical Centre 
 

 569-573 Crown St, Surry 
Hills, NSW 2010 
 

02 9699 3311 

Lifeline (Crisis Counseling)  
 

https://www.lifeline.org.au 
 

 13 11 14 

Sydney Counseling Service 
 

www.sydneycounselling.com.au  
 

 02 9415 2223 

Narcotics Anonymous 
 

www.na.org.au 
 

 02 9412 4499 

Gay and Lesbian Counselling 
Line 
 

www.glccs.org.au 
 

 02 8564 9596 

Pregnancy counselling www.pregnancysupport.com.au 
 

 1300 737 732 
 

 
Family Planning NSW 

 
www.fpnsw.org.au 

 
328-336 Liverpool Rd, 
Ashfield NSW 2131 

 
02 8752 4300 

 
Suicide Prevention 
 

 
www.suicideprevention.com.au 
 

  
1300 360 980 
 

Gamblers Anonymous 
 

http://www.gansw.org.au  02 9726 6625 

Consumer Credit and Debt 
 

www.cclcnsw.org.au 
 

 1800 808 488 

Legal Aid NSW http://www.legalaid.nsw.gov.au 323 Castlereagh St, 
Sydney NSW 2000 
 

02 9219 5000 
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5.6 Language Literacy & Numeracy (LLN) Support 
 

At the point of enrolment you will be required to participate in a Language, Literacy and Numeracy (LLN) 
assessment (The CSPA) in order to ensure you are enrolled in an appropriate course and to identify any LLN 
assistance you may require. From time-to-time, The Institute Group may use the Australian Core Skills 
Framework (ACSF) to determine your current core skills level. 

 

This is part of our commitment to supporting you to achieve your goals and maximising your outcome. 

 

If you think you may have language, literacy or numeracy problems that may inhibit normal participation in 
training, The Institute Group will make reasonable efforts to modify delivery and assessment to enable 
participation. 

 

The Institute Group can also arrange: 

• One-on-one training and assessment 
• Verbal assessment and observation rather than written assessment. 
• Large print documentation. 

 

 
ACER – Australian Core Skills Profile for Adults 

http://www.acer.edu.au/cspa 

The Core Skills Profile for Adults (CSPA) is a set of secure online assessments matched to the latest 
Australian Core Skills Framework (ACSF). It provides an efficient, valid and reliable method for assessing the 
stages of development of adult students, from young school leavers to adults who are studying, working or 
returning to training and study.  

All applicants must complete the CSPA online before confirmation of enrolment. This is an online skills test to 
measure the applicant’s Core Skills in reading, numeracy and writing. 

The CSPA provides The Institute Group with a record of results for each student based on each of the 
reading, writing and numeracy Core Skills components. 

For each Diploma level or Advanced Diploma level qualification, students must show they are able to 
demonstrate ability at level three or above for each of these Core Skills. 

Students who fail to reach these levels may be referred to appropriate external Foundation Skills training 
provided at a TAFE, ACE Community College or appropriate private provider. 

The applicant will be able to reapply for a position at The Fashion Institute / The Makeup Institute once they 
have completed the Foundation Skills training or achieved equivalent training or work experience which has 
resulted in their core skills reaching the required level. 
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5.7 Unique Student Identifier 
 

From the 1 January 2016, all students enrolled in Nationally Recognised Training are required to have a 
Unique Student Identifier (USI) in order to receive their Qualification or Statement of Attainment. Your USI 
gives you access to a password protected online records of training you have done since obtaining a USI as 
reported by your training organisation. This can be used when applying for a job, seeking credit transfer or 
demonstrating pre-requisites when undertaking further training. 

Please provide The Institute Group with your USI on enrolment and provide permission for The Institute 
Group to verify your USI with the Australian Government USI System. If you need to create or locate your 
USI, please go to www.usi.gov.au 

 
5.8 Underage Students 
 
Education has an important role to support young people and to identify where problems arise that may put 
their safety, welfare or wellbeing at risk. 

 

The Institute Group recognises that care and protection for those less than 18 years is a shared 
responsibility between the Institute and the parent/guardian.  

 

Enrolment of students under 18 years of age requires written parent/guardian permission.  

 

All employees The Institute Group are required to have a current NSW Working with Children Check 
clearance. 

 

If the underage student is absent from class, The Institute Group will notify the parent/guardian listed on their 
enrolment form. All underage students will require permission from parents/guardians to attend off-site 
excursions and internships. 
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6. Course Participation 
 
6.1 Class Attendance 
 

Participation in all training and assessment is compulsory. The Institute Group will monitor, record and 
assess the progress of each student in the course in which the student is currently enrolled. The Institute 
Group recognises that monitoring of participation is a means of identifying students at risk of not making 
satisfactory progress and those with special language and literacy needs. 

The Institute Group manages participation by ensuring that: 

1. The trainer/assessor records attendance of each class as per the ‘attendance sheet’, which is given 
to the Operations Manager at the end of each scheduled lesson. If non-attendance at class occurs 
over consecutive classes and trainer/assessor has not been advised of the same, a meeting 
between the student and Operations Manager will be arranged. 

 

2. Students who miss classes are able to catch-up on missed lessons by requesting the class notes 
and activities via email to their trainer/assessor. It is the responsibility of the student to contact their 
trainer/assessor and be up to date for their next class. 

 

3. Trainers and assessors will reassess delivery methods if this is seen as impacting the participation 
levels of the whole student group. 

 

4. Students must have the professionalism and courtesy to notify their Trainer and Operations Manager 
if they are unable to attend their scheduled class. Students must provide, as much notice as 
possible and submit a Doctors Certificate or supporting documentation by the close of business of 
the day of absence. 

 

From time-to-time The Institute Group may provide attendance information to Job Seeker organisations that 
request specific attendance information for students receiving government benefits (e.g. Newstart 
Allowance), which is dependent on minimum hours of attendance. 

You are welcome to contact the Operations Manager if you require information regarding your record of class 
attendance at anytime 

 

6.2 Participation in Scheduled Assessments 
 

Information regarding assessment requirements are explained to the student at the point of enrolment. All will 
be notified of a scheduled student assessment at least two weeks in advance of the assessment taking 
place. 

Students who are unable to attend a scheduled assessment must complete a Request for Extension Form 
available from the Operations Manager or Student Portal. The student must provide documentary evidence 
to explain their reason for the request for extension e.g. a medical or carer certificate. All requests for 
extensions or rescheduling of assessments must be submitted at least three (3) days before the assessment 
is due to occur. 
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Reasonable reasons for not participating in a scheduled assessment include: 

• Illness 
• Carer responsibilities 
• Leave that was prearranged at the time of enrolment. 

 

Unacceptable reasons for not participating in a scheduled assessment include: 

• Routine demands of employment and employment-related travel. 
• Difficulties adjusting to college life, to the self-discipline needed to study effectively and to the 

demands of vocational training & assessment work. 
• Stress or anxiety normally associated with examinations, required assessment tasks or any aspect 

of course work. 
• Routine financial support needs. 
• Lack of knowledge of requirements of assessment tasks. 
• Scheduled anticipated changes of address, moving home, house moves etc. 
• Demands of sport, clubs, social or extra-curricular activity (other than to represent or participate in 

state, national or international sporting or cultural events). 
• Recreational travel (domestic or international). 
• Planned events, such as, weddings. 

 

Failure to attend a scheduled assessment will automatically result in ‘Not Yet Satisfactory’ assessment, and 
will be marked as an attempt (unless the student has provided sufficient evidence outlined above). The 
student must notify the Operations Manager of any planned absence and reschedule a suitable time to re sit 
the assessment. Any re-assessment must be conducted as soon as practicable. 

 

The student must be deemed Satisfactory in all individual assessment tasks for the Unit, to be deemed 
Competent for the Unit of Competency. 

 

If the student is not deemed Satisfactory on their first assessment attempt, they will be given a second and 
third assessment for each individual assessment task at not additional cost to the student. Should a 
Satisfactory result not be achieved after the 3rd attempt of the individual assessment, the student will be 
encouraged to repeat the Unit of Competency at a cost to the student (Please see 13.1 Service Provision 
Fees & Information for individual unit fees). 

All students are able to contact the Operations Manager if they require information regarding their record of 
participation in scheduled assessments. 

 
6.3 Participation in Workplace Training 
 
Any non-attendance to workplace training and industry internships will be recorded by the Careers Manager 
and noted as a non-attendance in the attendance records managed by the Operations Manager. 
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Failure to participate in industry internships that is a compulsory and assessable component of a qualification 
will result in an Unsatisfactory result for the unit of which the training forms part of the assessment. This may 
mean that the student will need to re-sit and pay for part or the entire unit of study. The student will then 
need to rearrange an industry internship and complete it successfully to ensure competency is achieved. 

 

All students are able to contact the Operations Manager or Careers Manager if they require information 
regarding their record of participation in their industry internships. 

 

6.4 Flexible Participation Arrangements 
 

You will be informed of all attendance requirements of your program during the initial enrolment stage. If you 
require flexible attendance arrangements, this must be raised in the initial enrolment meeting with the 
Operations Manager or Director. If reasonable and suitable flexible participation arrangements cannot be 
arranged, then you will be made aware of this before enrolling into the course and the relevant trainers and 
assessors will be made aware of any arrangement that may impact the delivery of training and assessment. 

 
6.5 Transition of Superseded Training Qualifications 
 

From time-to-time qualifications are superseded by the relevant Industry Skills Council who is in charge of the 
respective Training Package of which the qualification sits. This is to ensure that training remains current to 
relevant industry standards and practices. This transition is separate to changes to training and assessment 
strategies that may occur due to The Institute Group’s own continuous improvement efforts. 

 

Students who are enrolled in qualifications, which are superseded part way through The Institute Group 
training and assessment service delivery program, will be offered and encouraged to transfer their enrolment 
to the new qualification once it is obtained on The Institute Group’s scope of registration. Students will not be 
disadvantaged in anyway whatsoever. Students choosing to remain enrolled in a superseded qualification 
will be supported in their decision.  

 

6.6 Requests for Extensions 
 
These guidelines are for students applying for assignment extensions. 

 

You must refer to the assessment schedule for the due date for the assessments you are expected to 
submit. All requests for extensions must be made at least three (3) days before the assessment due date 
and must be made by completing the Request for Extension Form available from the Operations Manager or 
Student Portal. Failure to comply with this process may lead to an “unsatisfactory” outcome for the 
assignment.  
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It is expected that you submit your assignments on time. You are expected to manage the balance between 
your studies and other activities (employment, family life etc.). The following factors will NOT be regarded as 
suitable grounds for justifying the granting of an assignment extension: 

• Routine demands of employment and employment-related travel 
• Difficulties adjusting to university life, to the self-discipline needed to study effectively and to the 

demands of academic work 
• Stress or anxiety normally associated with examinations, required assessment tasks or any aspect 

of course work 
• Routine financial support needs 
• Lack of knowledge of requirements of academic work 
• Scheduled anticipated changes of address, including moving  
• Demands of sport, clubs, social or extra-curricular activity (other than to represent or Participate in 

state, national or international sporting or cultural events) 
• Recreational travel (domestic or international) 
• Planned events, such as, weddings. 

 
If you feel you need to request an extension for an assessment, the Request for Extension Form is available 
from the Operation’s Manager. You must provide documentary evidence to explain your situation when 
requesting an assignment extension e.g. medical certificate. 

 

Because an application for an assessment extension may not be granted, it is in your interest to work on it 
as best you can. Your assessor may ask you to produce work showing that you have not left the task to the 
"last minute". 

 

Your assessor will advise the outcome of your request for an extension via the email you provided to The 
Institute Group at the point of enrolment as soon as is practicable. The Assessor may contact you to discuss 
the matter further, if necessary. 

 
 
 6.7 Plagiarism & Cheating  
 

The Institute Group is committed to upholding standards of student integrity and honesty relating to 
assessment of student work. 

 

Plagiarism, cheating and collusion in any form are unacceptable and will be treated seriously by The Institute 
Group. 

 

Plagiarism refers to the practice of taking someone else’s work or ideas and passing them off as one’s own, 
whilst collusion refers to secret or illegal cooperation or conspiracy in order to deceive others. 

 



The Fashion Institute Pty Ltd 
ABN 17 146 752 418 ACN 146 752 418 

Trading as The Institute Group 
RTO No: 41064 

The Institute Group Student Handbook V2018-1.1            
© 2014 The Fashion Institute Pty Ltd trading as The Institute Group 

30 

 

Plagiarism and collusion are both forms of cheating (to act dishonestly or unfairly in order to gain an 
advantage) and will be referred to as cheating.  

 

Some examples of cheating include:  

• not acknowledging reference materials used 
• collaborating on assignments where this is not a requirement of the assessment 
• copying all or part of assignments from another Student 
• soliciting assistance from any source 
• submitting the same work for multiple courses  
• submitting the work of others or a version of work of others from previous courses  
• stealing work from trainer/assessor, computer or other students. 

 

Students are expected to act with integrity at all times and only submit work that is their own, or that has 
been appropriately referenced and includes acknowledgements of all texts and resource materials utilised in 
the development of the work. 

 

The Institute Group has put in place a number of mechanisms in order to reduce occurrences and likelihood 
of plagiarism and collusion amongst students including:  

• student declaration of authenticity of work submitted 
• clear assessment guidelines, and 
• multiple assessment methods for each unit. 

 

If you are suspected of cheating you may have disciplinary action brought against you by The Institute 
Group. 

 

The Institute Group reserves the right to commence disciplinary action where there are proven instances of 
cheating. 

 

6.8 Misconduct  
 
The Institute Group reserves the right to commence disciplinary action where misconduct has been found to 
occur. 

Misconduct can occur in a number of ways, including but not limited to: 

• Any breach of the Student Code of Conduct 
• Theft 
• Fraud  
• Violence/Assault  
• Discrimination, harassment, intimidation or victimisation 
• Serious negligence including WHS non-compliance 
• Serious breaches of confidentiality 
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• Refusing to carry out lawful and reasonable instructions  
• Willful disobedience  
• Being affected by alcohol or drugs (both illegal and prescription) in the student’s faculties. 

7. Certification & Statements of Attainment 
 
You will be issued with a Certificate and Record of Results (transcript) on completion of a qualification.   

 

If you have not completed all of the required units of competency, you will be issued a Statement of 
Attainment for the units that you have completed. 

 

Before any Statement of Attainment or Certificate is issued, The Institute Group will verify that competency 
has been properly assessed, all tasks completed and all fees paid. Once verification is completed, The 
Institute Group will authorise the issuance of a your Certificate or Statement of Attainment. 

 

You student file, including all completed assessments will be securely maintained at The Institute Group for a 
minimum period of six months from the point of completion. You must include a suitably stamped 
envelope/parcel with a return address with any assessment you wish to keep once this period has expired. 
All other assessments will be disposed of after this six-month period. 

 

The Institute Group will retain client records of attainment of units of competency and qualification for 30 
years. If The Institute Group ceases to exist within this period, all records of results will be given to the 
National VET Regulator (ASQA). 

 

Replacement Certificates and Statements of Attainment are available upon proof of identity and payment of 
an administrative fee.   

 

This is currently AUD $50.00 to cover the administrative costs arising out of the retrieval and production of 
such documents. 
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8. Withdrawal & Deferment  
 
8.1 Withdrawal 
 
If you choose to terminate your participation in a qualification, you must notify the Operations Manager in 
writing. 

You will be issued a Statement of Attainment for any unit/s of competency completed during training with 
The Institute Group. 

 
8.2 Deferment 
 

Deferment of a course of study is at the discretion of the Director and must be approved in writing. 
Deferment of study is for a maximum of twelve months. After this period, you must either return to your 
studies or withdraw from the course. Once you are ready to return to your studies, you must notify the 
Operations Manager. You will then be placed into the next available course. 

To seek further information regarding course deferral, please contact the Operations Manager.  

 
8.3 Abandonment of Course 
 

If you do not attended your course for more than 12 weeks, and you have not formally withdrawn in writing to 
the Operations Manager, you are considered to have abandoned your course. Once the course of which 
you are enrolled has ended, you will be completed and a Statement of Attainment will be issued and mailed 
to the address listed on your Enrolment Form. It is your responsibility to ensure we have the current contact 
details including mailing address at all times. 

It is your responsibility to ensure that you have communicated any reason for non-attendance to the 
Operations Manager to enable The Institute Group to provide the required support mechanisms that would 
otherwise assist you to complete your course successfully.  

If you have abandoned your course, you will not be eligible for full or partial course refund. This is in 
accordance with the refund terms and conditions listed on the Enrolment Form and within the Student 
Handbook. 

If you have abandoned your course and wish to re-enroll you must arrange a meeting with the Operations 
Manager.  
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9. Student & Industry Engagement  
 

9.1 Student Engagement 
 

The Institute Group has a number of procedures in place to ensure student needs are taken into account 
with all decisions regarding training and assessment. 

 

At all times students are encouraged to provide feedback regarding their training and assessment. All 
students are required to complete a Feedback Form at the end of each unit, and all students are 
encouraged to communicate any feedback to the Operations Manager. 

 

At the end of the qualification, all students will be required to complete the Student Quality Indicator Form 
which is a compulsory reporting requirement to The National Regulator (ASQA) and is considered 
instrumental in providing a “snapshot” of the vocational education sector and the experience of students 
enrolled in vocational education and training. 

 

In some instances, you may wish to provide feedback directly to the Operations Manager and/or Director or 
seek additional feedback from your trainer and assessor to discuss your academic progress. 

 

In both of these instances, you can email the Operations Manager to arrange a meeting at a suitable time. All 
discussions are confidential, however generalized constructive feedback will be addressed in The Institute 
Group staff meetings and contribute to the continuous improvement efforts of The Institute Group. 

 

 

9.2 Industry Engagement  
 

The Institute Group also collects feedback from industry and employers of our graduates on an ongoing 
basis. 

 

Industry representatives are involved in all stages of course development, including the development and 
maintenance of each Training and Assessment Strategy, and all lesson planning and assessment. 

 

Employers of graduates will be required to complete the Employer Quality Indicator Form on an annual basis. 
This information is used by The Institute Group to evaluate and streamline current training and assessment 
methods to ensure out training programs continue to lead to meaningful employment upon graduation. This 
information is also given to the National Regulator to provide them with important data around vocational 
outcomes of our graduates.  
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10. Access to Information 
 

The Institute Group recognises the importance of students having timely access to current and accurate 
records of their participation and progress in the qualification of which they are enrolled. 

The Institute Group recognises that ongoing feedback is integral to the learning process. The monitoring of 
student participation and progress is an important enabling and proactive strategy to assist students to 
achieve their learning potential by allowing for the early identification of students whose academic progress is 
less than satisfactory and who may need appropriate learning support, resource and assistance. 

 

10.1 Record Keeping & Confidentiality  
 
The Institute Group is bound by a number of regulatory instruments relating to the collection, handling, 
storage and use of your student data. This includes, but is not limited to, course enrolments, course results, 
personal information and information required for administrative purposes. 

 

The Institute Group is required, by law to collect student data relating to enrolments and qualifications for the 
purposes of ensuring compliance with regulatory instruments and for reporting to the National Vocational 
Education and Training Regulator. 

 

All hardcopy records are maintained in a secure and locked filing cabinet. All electronic records are stored 
within the student management system and are only able to be accesses by authorised employees. 

 

The Institute Group takes all reasonable steps to: 

• ensure that all personal information collected for the primary purpose is accurate, complete and up-
to-date. 

• protect the personal information it collects from misuse, loss, unauthorised access, modification or 
disclosure.  

• destroy or permanently de-identify personal information if it is no longer needed for the purposes for 
which it was collected. 

 

The Institute Group does not: 

• collect personal information unless that information is materially relevant to the qualification 
undertaken and is necessary for reporting purposes. 

• use or disclose collected personal information about a Student unless that information is materially 
relevant and necessary for the required purposes for which it is collected. 

 

Complete student files, including assessments are maintained for a minimum of six (6) months from the point 
of course completion. Any assessments, which you may wish to be returned at this point, must be 
submitted with a self-addressed and stamped envelope or parcel package. All other assessment materials 
will be disposed accordingly. 
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The Institute Group keeps records of student attainment for a 30-year period.  In the instance where The 
Institute Group is no longer existing, all records will be transferred to the National VET Regulator (ASQA). 

 

Personal information is protected by the Commonwealth Privacy Act (1988). The Act regulates the manner in 
which Australian government agencies and private sector organisations collect, handle, use, store and 
disclose personal information. More information can be found at: www.privacy.gov.au 

 
 

10.2 Access to Your Records 
 
At any time, you are entitled to have access to your student file according to the following process: 

 

1. To access your student file you must make a written request to the Operations Manager. 
 

2. The Institute Group will aim to provide access to your records at the earliest opportunity and in a 
friendly and professional manner. 

 

3. You may review your file in the presence of a representative from The Institute Group.  
 

4. At no time is the student file to be taken away from the premises of The Institute Group.  
 

5. The Operations Manager will provide copies of documents within the student file upon request. 
 

6. The record remains property of The Institute Group and is to be retained to comply with regulatory 
requirements. 

 

There is no charge for current students to access their student file. If a former student requests access to 
their student file, the same rules above apply, however there is a fee of $75 which is payable at the time of 
file access.  
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11. Complaints & Appeals  
 
 
The Institute Group ensures that all complaints are handled in a constructive, timely, fair and equitable 
manner, which is easily accessible, and at no cost to the student. 

Complaints of an academic nature include matters related to student progress, assessment, curriculum and 
awards in a VET course of study. Complaints of a non-academic nature cover all other matters including 
complaints in relation to personal information that The Institute Group holds in relation to the student. 

During all stages of this procedure The Institute Group will take all steps to ensure that: 

• the complainant and the respondent will not be victimised or discriminated against, 
 

• the complainant has an opportunity to formally present their case and each party to the complaint 
may be accompanied and assisted by a support person at any relevant meetings, 

 

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

 

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

 

There is no cost to the complainant for using this complaints process. The Institute Group will maintain the 
student’s enrolment while the complaints process is ongoing.  

 
11.1 Complaint Process 
 

Informal Complaint 
 
A complainant may raise an informal complaint with the Operations Manager (If the Operations Manager is a 
respondent to the grievance, the complainant may report the matter to the Director). The complainant must 
provide the Operations Manager with a clear statement as to the nature of the grievance and the parties 
involved, as well as discussing what the possible solution, which would settle the grievance. 

The Operations Manager will attempt to resolve the grievance by: 

I. providing the respondent with full information about the grievance 
II. providing the respondent with the opportunity to respond to the grievance, and 
III. trying to settle the grievance using the solution suggested by the complainant, through discussion, 

counseling, mediation or conciliation. They may include other parties to assist with counseling, 
mediation or conciliation. 
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Informal procedures emphasise resolution, which maintains positive and productive working relationships 
rather than apportioning blame.  

The Operations Manager will advise the complainant and respondent/s in writing of the outcome of this 
informal procedure. The Operations Manager will dismiss grievances, which are found to be vexatious, 
malicious or frivolous. 

Where it is not appropriate for whatever reason for the Operations Manager to handle the grievance will be 
entered into The Institute Group’s complaint register and then treated as a Formal Complaint. 

Should the informal complaints process failed to achieve an amicable resolution to the compliant, the 
complainant will be advise that if they wish to pursues the matter they will need make a formal complaint.     

 

Formal Complaint  
 

1. Formal complaints must be submitted in writing to the Operations Manager on a Complaints Form 
available from the Operations Manager or Student Portal, or a written letter detailing the complaint. 
The complaint will be entered into The Institute Group’s Complaint Register. (If the Operations 
Manager is a respondent to the grievance, the complainant may report the matter to the Director). 

 

2. The Institute Group will aim for the complaints process to commence within ten days of the receipt 
of the written complaint and all reasonable measures are taken to finalise the process as soon as 
practicable.  

 

3. The Operations Manager or their nominee will 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. There is no cost to the 
complainant for the process.  

 

4. The Operations Manager or their nominee will endeavor to resolve the complaint and provide a 
written report to the complainant on the steps taken to address the complaint, including the reasons 
for the decision, within a ten days of receipt of the written complaint where possible.  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 complaint. This report is part of the Complaints Form, 
which the complainant signs as accepting (or not) the outcome decision of the complaint process.  

 

Internal Appeal  
 
If a complainant is dissatisfied with the outcome of their formal complaint they may lodge an appeal with the 
Director (who is senior to the original decision maker). The Director will then convene an independent review 
panel (who are not party to original compliant) within five working days of receiving the written request where 
possible. The review panel will review the complaint between The Institute Group and the appellant and aim 
to report the outcome to the Director within ten working days. 

The Director will provide a written report, which is part of the Appeals Form, to the appellant advising the 
outcome of the appeal, additional steps taken to address the grievance and the reasons for the decision  
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within ten working days where possible. The report will further advise the appellant of their right to access the 
external appeals process if they are not satisfied with the outcome of their appeal. 

 
External Appeal  
 
If the matter remains unresolved after the review panel presents its findings, the appellant may make a written 
request to the Director that they wish the matter be dealt with through an independent external complaint 
resolution process. The Institute Group in consultation with the appellant will aim to appoint a mutually agreed 
independent external mediator within 14 working days. It is then up to the mediator, the appellant and The 
Institute Group to resolve the complaint. The Institute Group will bear any costs associated with the 
mediation. 

The appellant or the respondent may ask another person to accompany them to meetings with the mediator. 

The mediator will report to the Director, the outcome of the mediation, including any recommendations 
arising within 14 days of the completion of the review where possible. Once the Director receives the report 
of the outcomes from the independent mediator, they will aim to provide a written report to the appellant 
within 10 working days on the recommended actions to resolve the complaint. 

The Institute Group agrees to be bound by the independent mediator’s recommendations and the Director 
will aim to ensure that any recommendations made are implemented within 30 days of receipt where 
possible. 

A written record of all complaints handled under this procedure and their outcomes shall be maintained for a 
period of at least five years to allow all parties to the complaint appropriate access to these records, upon 
written request to the Director. These records will be maintained at The Institute Group. 

 
11.2 Assessment Appeals 
 
If a student is not satisfied with the outcome of an assessment they may appeal the decision within 20 days 
of receiving the assessment outcome. This involves speaking to the Assessor to request a review of the 
assessment evidence. The Assessor may require further evidence from the learner to support this review. 

Students appealing an assessment outcome (documented on the Appeal form) are welcome to bring a third 
party to any interview or discussion relating to the appeal. If the Student is under 18 years old, a parent or 
guardian is requested to attend the interview/discussion. 

Where an appeal is granted and the Student found Satisfactory, a new assessment outcome is issued and 
validated by the Assessor. 

Where an agreement cannot be reached, the Director may employ an independent and external assessor to 
review the evidence. The external assessor may request further evidence to support an assessment 
judgment. The external assessor’s judgment is final and if the Learner is still considered Not Yet Satisfactory, 
they will be encouraged to re-enroll into the Unit of Study at their own cost. 

There is NO cost to the student when they chose to appeal an assessment. The Institute Group will maintain 
the student’s enrolment while the appeals process is ongoing. The cost of re siting a Unit of Competency is 
in accordance with the current (at the time of re-enrolment) individual cost of the unit as published in the 
Student Handbook (13.2 Tuition Fees). 
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12. Work, Health & Safety 
 

The Institute Group is committed to the proper management of workplace health and safety. The Institute 
Group endeavors so far as is reasonably practicable to provide a safe and healthy workplace for its workers, 
students and visitors by having a planned and systematic approach to the management of workplace health 
and safety. 

 

The Institute Group ensures that all workers, students and visitors receive appropriate information, training 
and supervision to understand and carry out their responsibilities safely. 

 

As a student of The Institute Group, you are responsible for: 

• complying with The Institute Group health and safety policies and procedures 
 

• obeying any reasonable instruction aimed at protecting your health and safety on The Institute 
Group premises or internship location 

 

• ensuring that you do not, through your own acts or omissions, do anything that could put at risk 
your own health or safety or that of The Institute Group workers, students or visitors 

 

• undertaking workplace health and safety inductions at the commencement of your course, on 
student excursions and internship sites 

 

• using any equipment provided to protect your health and safety while on The Institute Group 
premises or internship location 

 

• reporting any incident or hazard to the Operations Manager 
 

• providing feedback on any matters which may affect your health and safety 
 

• not being affected by alcohol or non-prescribed (illicit) drugs whilst at The Institute Group or 
internship location. 

 

The Institute Group will ensure that: 

I. a first aid officer is present at the training location. The number of first aid officers required is 
calculated with reference to the First Aid in the Workplace Code of Practice 2012 

 

II. there is a fully stocked first aid kit available in all work areas, and all first aid officers hold a current 
first aid certificate. 
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13. Financial Considerations 
 

13.1 Service Provision Fees & Information  
 

At The Institute Group we acknowledge our obligation to inform our potential and current students of the total 
fees, including course fees, administration fees, training and assessment material fees and any other 
charges associated with their enrolment at any of The Institute Group’s courses.  

We are committed to ensuring and focused on maintaining the provision of all fee information to our potential 
and current students.  

At all times, The Institute Group guarantees that it will make the following fee information widely available to 
potential students and existing students in a simple, easy to read and understand format:  

1. Total of all fees to be incurred by the student as a result of enrolment in any of The Institute Group’s 
courses. 

 

2. Course fees, including tuition fees, to be incurred by the student as a result of enrolment in any of 
The Institute Group’s courses. 

 

3. Administration fees to be incurred by the student as a result of enrolment in any of The Institute 
Group’s course. 

 

4. Training and assessment material fees, and any other non-tuition fees, including any direct personal 
expenses, such as travel and accommodation, to be incurred by the student as a result of 
enrolment in any of The Institute Group’s courses. 

 

5. Any other charges that may or may likely to be incurred by the student as a result of enrolment in 
any of The Institute Group’s courses. 
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13.2 Tuition Fees  
 

BSB60215 Advanced Diploma of Business 

 Unit of Competency UoC Fee RPL Fee 
Elective BSBADV507 Develop a media plan 

 
$1187.50 $593.75 

Elective BSBPMG522 Undertake project work 
 

$1187.50 $593.75 

Core BSBADV602 Develop an advertising campaign 
 

$1687.50 $843.75 

Core BSBADV604 Execute an advertising campaign 
 

$1687.50 $843.75 

Core BSBADV605 Evaluate campaign effectiveness 
 

$1687.50 $843.75 

Core BSBMKG605 Evaluate international marketing opportunities 
 

$1687.50 $843.75 

Core BSBMKG609 Develop a marketing plan 
 

$1687.50 $843.75 

Core BSBMKG606 Manage international marketing programs 
 

$1687.50 $843.75 

 Total Tuition Fee 
 $12,500 $6,250 

 

BSB50215 Diploma of Business 

 Unit of Competency UoC Fee RPL Fee 
Core BSBWOR501 Manage personal work priorities and professional 

development 
$1187.50 $593.75 

Core BSBWRT501 Write persuasive copy 
 

$1187.50 $593.75 

Core BSBPMG522 Undertake project work 
 

$1187.50 $593.75 

Core BSBADV507 Develop a media plan $1187.50 $593.75 

Elective A BSBPUB401 Develop and apply knowledge of the public relations 
industry 

$1187.50 $593.75 

Elective B BSBMKG501 Identify and evaluate marketing opportunities 

Elective A BSBPUB402 Develop public relations campaigns $1187.50 $593.75 

Elective B BSBMKG508 Plan direct marketing activities 
 

Elective A BSBPUB502 Develop and manage complex public relations 
campaigns 

$1187.50 $593.75 

Elective B BSBPUB502 Develop and manage complex public relations 
campaigns 

Elective A BSBPUB504 Develop and implement crisis management plans $1187.50 $593.75 

Elective B BSBMKG522 Plan measurement of marketing activities 

 Total Tuition Fee 
 $9,500 $4,750 
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CUA51015 DIPLOMA OF SCREEN AND MEDIA (SPECIALIST MAKE-UP SERVICES) 

Unit of Competency UoC  Fee RPL Fee 
CUAIND502 Maintain and apply creative arts industry knowledge 
 

$833.34 $416.67 
 

BSBREL401 Establish networks 
 

$833.34 $416.67 
 

BSBCRT501 Originate and develop concepts 
 

$833.34 $416.67 
 

BSBDES402 Interpret and respond to a design brief 
 

$833.34 $416.67 
 

BSBCRT402 Collaborate in a creative process 
 

$833.34 $416.67 
 

BSBCMM401 Make a presentation 
 

$833.34 $416.67 
 

CUAMUP401 Design, apply and remove make-up 
 

$833.34 $416.67 
 

CUAMUP403 Style hair for performances or productions 
 

$833.34 $416.67 
 

CUAPPR505 Establish and maintain safe creative practice 
 

$833.34 $416.67 
 

BSBPMG522 Undertake project work 
 

$833.34 $416.67 
 

BSBFIM501 Manage budgets and financial plans $833.34 $416.67 
 

CUAMUP402 Maintain makeup and hair continuity $833.34 $416.67 
 

CUAMUP404 Style wigs and hairpieces for performances or productions 
 

$833.34 $416.67 
 

CUAMUP502 Design and apply specialised make-up 
 

$833.34 $416.67 
 

CUAMUP503 Design and apply special make-up effects 
 

$833.34 $416.67 
 

Total Tuition Fee 
 

$12,500 $6,250 
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13.3 List of Additional Fees 
 

You may incur the following additional fees outside of your total course enrolment cost. These amounts are 
current as of January 2018. (Fees may be subject to change) 

Item Cost 
Student file access for students who have 
completed their study with The Institute Group 

$75 

Replacement Certificate (including Academic 
Transcript) 

$50 

Replacement Statement of Attainment $50 
B/W Photocopying 20c per page 
Colour Photocopying $1.00 per page 
Non-compulsory extra-curricular excursions 
including travel / event tickets 

TBC 

Stationary items required for the completion and 
presentation of learning activities e.g. presentation 
folders 

This is at the cost of the students and must be 
procured at their own discretion. 

Team TFI / TMI T-Shirt $25 + GST 
Replacement course textbook $60 
Make-up & Hair Kit $1995 + GST 
Ezidebit course fee payment administration charge 
 
 
 

Administration fee (once 
only) 

$3.30 

Bank Account 
Transaction Fee 

$1.65 

Credit Card Transaction 
Fee 

VISA/ MasterCard: 2.2% 
(Min $1.65) 
AMEX/ Diners: 4.4% 
(Min $1.65) 

Optional SMS Payment 
Reminder 

$0.28 per SMS 

Dishonor Fee $11.90 per failed 
payment (charged within 
seven days of failing to 
pay). 

   
Monthly course fee repayment plan subject to 5% 
Interest 

BSB60215 Advanced 
Diploma of Business 
$12,500 GST Exempt 

$1212.50 / month for a 
total of 10 payments 
($1000 deposit included 
in total course fee) 

BSB50215 Diploma of 
Business $9,500 GST 
Exempt 

$997.50 / month for a 
total of 9 payments 
($1000 deposit included 
in total course fee) 

CUF50407 Diploma of 
Specialist Makeup 
Services $12,500 GST 
Exempt 

$1212.50 / month for a 
total of 10 payments 
($1000 deposit included 
in total course fee) 
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13.4 Refund Terms & Conditions  
 
At The Institute Group we acknowledge our obligation to provide a refund to students where we fail to deliver 
training and assessment services or where we deliver sub-optimal training and assessment services or 
provide unsatisfactory training and assessment outcomes and have not arranged alternative tuition 
arrangements.  

At all times, The Institute Group guarantees that it will provide a refund where:  

1. a course in which a student is enrolled is not delivered or where alternative tuition arrangements, 
that are acceptable to the student and do not disadvantage the quality of their training and 
assessment provision or maximise their training and assessment outcomes, with another suitable 
registered training organisation cannot be arranged, or 

 

2. part, or a component of course, in which a student is enrolled is not delivered or where alternative 
tuition arrangements, that are acceptable to the student and do not disadvantage the quality of their 
training and assessment provision or maximise their training and assessment outcomes are 
arranged for that part, or that component of a course not delivered by The Institute Group, with 
another suitable registered training organisation cannot be arranged, or 

 

3. where, subject to the Complaints & Appeals Policy & Procedure, The Institute Group has delivered 
suboptimal training and assessment services or provided unsatisfactory training and assessment 
outcomes to the student and no acceptable remedy can be affected for the student. 

 

• No refunds are provided once a unit of competency has been delivered. If The Institute Group 
cancels the course a refund of all fees is paid to the student unless satisfactory alternative 
arrangements can be made. 
 

• Cancellations received up to 14 working days prior to commencement will receive a full refund on 
deposit. 

 

• Cancellations received less than 14 working days prior to commencement will receive no refund on 
deposit. 

 

• Cancellations received after course commencement will only receive a refund for fees paid in 
advance and excludes deposit amount. Learners will not be entitled to a refund for the units in the 
semester of study for which training has commenced. 

 

• Cancellations will only be accepted if they are received in writing (email, fax, post or hand delivered). 
 

Refunds may be given in other circumstances at the discretion of The Institute Group. 

 
13.5 Tuition Fee Safeguard & Assurance  
 

At The Institute Group we acknowledge our obligation to always safeguard student fees paid towards tuition 
and guarantees that student fees paid towards tuition is safeguarded. We are committed to ensuring that our 
students receive the tuition for which they have enrolled.   
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14. Declaration of Understanding 
 

Before confirmation of enrolment, you are required to read and sign this document to acknowledge that you 
understand the information covered in this Handbook as well as your obligations according to the Student 
Code of Conduct.  

If you are under the age of 18, you must have a parent or guardian’s signature confirming that you both 
understand the requirements that are outlined in this Handbook. Please indicate in the box your 
understanding of each point as explained at orientation.  

Ask questions to ensure that you have full understanding, as your signature at the bottom will acknowledge 
that you understand and accept all rights and responsibilities as a student of The Institute Group. 

 
Tick each section below to confirm you understand the following Please tick 
Who and how to contact in case you have additional queries regarding your 
enrolment at The Institute Group 
 

 

Provision of quality training and assessment including training and assessment 
strategies, methods, Recognition of Prior Learning (RPL), and Credit Transfer 
opportunities. 
 

 

Access and equity provisions 
 

 

Student Code of Conduct 
 

 

Support services  
 

 

Underage student requirements 
 

 

Course participation requirements 
 

 

Requests for assessment extensions 
 

 

Plagiarism and cheating 
 

 

Misconduct 
 

 

Certification and Statement of Attainment 
 

 

Withdrawal, deferment and course abandonment 
 

 

Student and industry engagement 
 

 

Access to student information, including student records 
 

 

Complaints and appeals procedure 
 

 

Work health and safety requirements 
 

 

Financial considerations, including additional fees 
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Declaration 
 
In signing below, I acknowledge that I have read and understood the contents of the Student Handbook, in 
particular my rights and responsibilities as a student of The Institute Group and agree to abide by all 
responsibilities.   

I understand the implications should I breach these responsibilities. 

Name  

Signature  

Date  

If you are under 18 at the time of enrolment: 
Student Parent/Guardian Name   

Student Parent/Guardian 
Signature 

 

Date 
 

 

To be completed by The Institute Group representative 
Has the student understood all of 

their requirements and 
obligations as outlined in the 

Student Handbook? 

 
Y/N 

 

Name  
  

 

Signature  

Date  

 
• Once this form has been signed, please remove from the Handbook and place in the Student File. 

 
 
 
 


