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I studied English at ALTEC
College before starting my
Diploma of Accounting on
the way to achieving my
goal of becoming an
Accountant.
Aw Mei Hwa, Malaysia
Student of Certificate IV in EAL
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ALTEC College really
helps us to accommodate
our needs by providing a
flexible timetable and
organising interesting
student activities. The
trainers are really friendly
and approachable, they
are like old friends and
could help you out from
difficulties.
Worawut Onnom, Thailand
Student of Certificate IV in
Commercial Cookery

ALTEC College Brochure 2018-2019

From the CEO
It is my privilege to welcome you to the 2018 academic year at
ALTEC College. I hope that you are ready to embrace the
promise and potential that every year brings. Some of your most
transformative experiences will occur beyond the confines of the
classroom, and we are excited to help you explore your passion
and find your purpose.
ALTEC College is defined by its diverse student community,
vibrant culture and sense of belonging. Our students, staff,
partners, clients and local community are the parts that make us
whole. We strive for academic excellence and this is achieved
through our philosophy of continuous improvement informed by
feedback and experiences of our stakeholders.
We are embarking on a new chapter after celebrating a decade
of success in delivering high quality training and achieving
academic excellence. We are proud to report that ALTEC
College continues to grow in all facets of its operations. 2018 is
promising to be an exciting year with the addition of a brandnew campus in Hobart, Tasmania. Our Hospitality and
Commercial Cookery students now have access to a dedicated
kitchen campus in North Melbourne to gain valuable hands-on
experience. We have made strategic alliances with Higher
Education providers to offer you pathways to help you with your
educational journey.

We are also proud to announce that ALTEC College is now a
certified CISCO Networking Academy. Our Diploma of IT
networking students will also earn a Certificate of Completion
from CISCO Networking Academy for CCNA modules on
completion. Students will further have the opportunity to gain
professional certifications, recognised by employers worldwide,
study the latest networking, security and cloud technologies and
enhance skills through practice and application of learning in a lab
environment. It will open Career Pathways for you by
connecting you to a global community of employers and peers to
find a job.
In the approaching year, I call upon you to do more than pursue
personal bests. I call upon you to aspire to be the global citizens
and leaders that your campus and the world needs. When your
days at ALTEC College are far behind you, each of you will have
undoubtedly shaped your future in some meaningful way. As an
educational institution, our hope is that future generations will
inherit a world that is civil, safe, healthy, peaceful and more
enlightened than the world we live in today.
I look forward to the journey ahead with all of you.
Pankaj Goel
Founder & CEO
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LIVE AND STUDY IN MELBOURNE

There’s so much for you
to discover in Melbourne,
Victoria – even people
who have lived here their
whole lives discover new
and exciting things. That’s
why it’s one of the best
places in the world to live
and work.

One of the first things you’ll notice
when you visit Melbourne is our
cultural diversity. We’re proud of our
multicultural heritage and we
welcome people from all nations.

ALTEC College Brochure 2018-2019

Source: Australian Bureau of Statistics

Melbourne is the capital city of the state of Victoria and is
home to more than 4.5 million people.
We have a proud history of cultural diversity – we’re made
up of many different people from all kinds of cultures and
all ages. We’re inclusive, progressive and respectful of
people’s differences.
With friendly people, a great lifestyle and endless business
opportunities, you’ll quickly fall in love with Melbourne.

Melbourne laneways are world renowned for their coffee

Hustle and bustle around Flinders Street Station, Melbourne
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LIVE AND STUDY IN HOBART

Tasmania is often referred to as an island paradise and those
of us lucky enough to live here think that is pretty close to
true. Tassie offers vast natural beauty and nearly forty per
cent of the island is protected World Heritage wilderness,
national parks and reserves.
Tasmania is the smallest state of Australia, an island around 250 kilometres (150
miles) south of mainland Australia, with the state capital Hobart being an hours’ flight
from Melbourne.
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Hobart, Australia’s second-oldest city
Hobart is charming, inviting, walkable, and one of
Australia’s oldest cities with lots to do in and around the
area. The history is still alive with its 19th Century
sandstone warehouses that now serve as cafes, restaurants
and artists’ studios. Quaint cottages and colonial mansions
are all over the small city.

And then there is the backdrop of Mount Wellington rising
above the city and the River Derwent racing through its
heart. Get a dash of history by wandering around the
historic harbour, Battery Point, and Salamanca. And of
course there is the incredible MONA, only a ferry boat
ride away from Constitution Dock.
The famous Saturday Salamanca Market have the
reputation as one of Australia’s best markets. Set in
picturesque Salamanca Place, it’s essentially one walkable
area of vendors selling their wares, buskers performing
and yummy street food.
Tasmanians enjoy a wonderful and relaxed lifestyle. Most
people can afford to choose to live a short distance from
their work, leaving time to do more important things than
sit in peak-hour traffic
There is of course much more to Tasmania and something
for everyone. You will find Tasmanians to be very friendly
and welcoming and keen to share with you all their
favourite places to go and things to do.

Salamanca Place with its historic Georgian sandstone warehouses, pubs, and cafes hosts Salamanca market every Saturday
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My trainer is very kind and
is always available when I
need support, she has the
academic knowledge to
teach this course. I am
happy studying here
because the learning
environment is
comfortable and flexible, I
can manage my time
effectively. The new
campus location is so
convenient for me!

Multiple Study Locations

Sindy Lorena Martinez Varela,
Colombia. Student of Advanced
Diploma of Leadership &
Management
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ALTEC College believes that a caring educational
environment is essential for achieving a positive
learning experience. Therefore, our focus is not
only on providing resources and facilities, but
nurturing an academic culture where students
feel connected, motivated and part of the college
community. Our educational culture is enhanced
through our commitment to quality outcomes in
all areas of our operation.

It is easy walking distance to the Post Office and State
Library and city apartments for student accommodation
are also nearby.
With its vibrant, culturally-diverse and positive learning
environment, ALTEC College is one of the preferred study
destinations for international students from all around the
world. ALTEC College has a student-focused approach to
training. We offer courses that focus on quality learning
outcomes and pathways in a range of subject areas starting
with certificates and diplomas all the way up to bachelor
level.

Some of the other distinctive factors for selecting
ALTEC College as your destination include:

ALTEC College HQ - Melbourne Campus

It is located at level 5, 601 Bourke Street, Melbourne and
is a modern and fully equipped campus located in the heart
of the Melbourne CBD. This is a brand new campus and
has been specifically designed with latest technology and
resources to provide best student experience.

ALTEC College Kitchen

The purpose-built training kitchen, which is fully equipped
to commercial kitchen standards, is located on 47-51,
Boundary Road North Melbourne.

ALTEC College - Hobart Campus

It is located at Level1, 242 Liverpool Street, Hobart, TAS
7000, is located in Hobart’s CBD, close to the shopping
precinct of City Mall, the main retail strip and many cafes.

ALTEC College students having a break at Hobart campus

Student breakout area at ALTEC College’s Melbourne campus
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Student Life at ALTEC College
An International Experience
ALTEC College boasts a diverse student
community with students from various parts of
the world. A culturally vibrant and warm
environment ensures that your learning
experience will be both exciting and stimulating.
Facilities and Technology

ALTEC College provides you with a truly modern campus
with state of the art equipment, technology and student
amenities. Our lecture rooms and computer labs are
elegantly fitted and designed with student expectations in
mind. Other facilities include broadband Internet, free WiFi, student accessible computers, Free MS Office Access
for ALTEC College students, library, photocopying,
printing and a student lounge.

study environment. All new and commencing students are
expected to attend the orientation program. Our student
services team will advise all the new students of key
program dates and schedules via email.
During orientation new students are informed about the
training, assessment and support services available to them
as well as student responsibilities, key policies that impact
their course progress and completion and their rights and
obligations at the college.
All commencing students are also provided with a copy of
the Student Code of Conduct and a Student Handbook.
These contain essential information about the college,
courses and student life in Australia.

Industry Focused & Career Oriented Learning

Our education and training programs are developed by
industry experts based on current industry needs and
expectations. Academic pathways provide options for
further education and career development.

Higher Education Pathways

A range of ALTEC College’s Diploma and Advanced
Diploma courses provide a pathway to higher education
qualifications with an advanced standing. ALTEC College
also delivers a Bachelor of Business/ Accounting program
at its campus in Melbourne CBD in partnership with a
leading Higher Education institute.

Qualified & Experienced Academic Staff
Our highly qualified trainers are leaders in their respective
fields and are committed to academic excellence. ALTEC
College complies with national standards for trainer and
assessor qualifications and vocational experience and sets
high academic goals for training and development.

Student Care and Services

Our students and their achievements are our primary
focus and we ensure that our systems and resources are
structured to meet student needs and exceed
expectations. ALTEC College is committed to fostering an
environment in which each student feels safe and
supported and contributes in a positive manner to the
college community. Examples of student support services
include: study skills and language, Literacy & Numeracy
(LLN) assistance, counselling, referral services for students
with special needs, research skills programs and career
resources.

Student Orientation

Student orientation is a welcome program for new
students commencing their studies at the college. The
program consists of a presentation, campus tour and
information that helps new students settle into their new

Student Services

ALTEC College provides a range of student services to
assist and support students to successfully achieve learning
outcomes.
Services may include (but are not limited to):
Language, Literacy and Numeracy (LLN) programs or
referrals to these programs Pre-enrolment and predeparture materials and guidance
Study support and study skills programs
Online student portal with study and learning
information
Resume proof-reading, career guidance and library
services
Flexible scheduling and delivery of training and
assessment
Information technology (IT) support
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Free MS Office Licence for all ALTEC College students
Free Wi-Fi
Academic Scholarships if you qualify
Availability of key policies, procedures, forms and
access to the relevant

Staff members to address administrative or academic
issues
Equipment, resources and/or programs to increase
access for learners with disabilities learning materials in
alternative formats, for example, in large print for
learners with disabilities or special learning needs

Student orientation is a welcome program for new students commencing their studies at the college

Student Complaints and Appeals
The college has a comprehensive Student Complaints and
Appeals Policy and Procedure in place to ensure that
current and prospective students are given access to free,
effective and fair complaints and appeals processes.
Students can access the complaints and appeals procedure
if they feel they have been unjustly treated, undermined,
vilified or harassed in any circumstances. All complaints will
be treated in full confidence. There are no costs involved
in the complaints or appeals process.
Students with Disability
ALTEC College complies with the Disability Discrimination
Act 1992 and the Disability Standards for Education Act
2005 and its obligations as an education and training
provider to support the rights of students with disability to
participate in educational courses and programs on the
same basis as students without disability.
Access and Equity
Principles of access and equity ensure that people with
differing needs and abilities have the same opportunities to
successfully gain skills, knowledge and experience through
education and training irrespective of their age, disability,
colour, race, gender, religion, sexuality, family
responsibilities, or location. The college staff, trainers and

assessors adhere to the principles and practices of access
and equity in the provision of education and training
services.
The college recognises and responds to the needs of
diverse groups of learners by encouraging and
implementing flexible and innovative styles of training
delivery and assessment that address academic and nonacademic barriers.
Plagiarism and Academic Integrity
ALTEC College highly values academic honesty and
integrity and places great emphasis on ensuring students
behave ethically. We do not tolerate any behaviour which
diminishes the academic reputation of the college, impairs
the ability of students to participate in any legitimate
college activity or disrupts the peace and good order of the
college and its learning environment.
All plagiarism and academic misconduct matters are guided
by the college's Plagiarism and Academic Misconduct
Policy which is available in the Student Handbook and on
the college website. www.altec.edu.au
Student Welfare
ALTEC College strives to foster an environment in which
each student feels safe and supported and contributes in a
positive manner to the college community.
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ALTEC College is committed to providing care and
support for students and promoting a positive learning
environment for all involved.
All current and prospective students will be provided with
a Student Handbook containing all the essential
information to adjust to life in Australia including external
resources for international students, college facilities and
academic assistance resources.
Student Code of Conduct
ALTEC College’s Student Code of Conduct sets out the
expectations the college places students with respect to
their academic and personal conduct and outlines the
college’s responsibilities to students.

English Support
To enrol in most of the ALTEC College courses,
prospective students will need to demonstrate proficiency
in the English language – in particular, the Language,
Literacy and Numeracy (LLN) skills relevant to the course.
ALTEC College recognises that students come with a vast
range of skills, experiences, motivations and capacity to
deal with the challenges required when commencing
training. With this view, ALTEC College will ensure that
students are supported through completion of their
training in all aspects of Language, Literacy, and Numeracy.
ALTEC College will not discriminate against students who
are identified to need LLN assistance.

All students are required to observe and comply with all
college policies, procedures, guidelines, directives and
quality initiatives at all times during their enrolment at the
college. The student Code of Conduct is provided on the
college’s website and within the Student Handbook and
Orientation Information Pack. It must be observed at all
times.
Student Contact Details
Under students visa conditions, students must ensure that
ALTEC College has up-to-date and accurate personal
contact details at all the times. Details include full
residential address, contact telephone number and email
address. Student contact details are confirmed at the time
of student orientation. You must notify the college
immediately of any change to your contact details using a
Student Personal Details Form available at reception.
ALTEC College Newsletter - 4 in a year
The International Students are expected to complete the
Use of Photograph Consent Form at the time of
Orientation at ALTEC College. This gives students the
opportunity to decline permission for ALTEC College to
use any representation of students for promotional
purposes. From time to time, ALTEC College staff may
request to take photographs/videos or verbal/ written
interviews/testimonials of students at ALTEC College or at
places where the student is involved in an activity. These
creations may be used in a classroom, or at on-the-job
work activities or could be published by ALTEC College in
print, digital or broadcast media such as documents, the
student magazine, website, television, YouTube, social
media platforms, newsletters, displays, journals,
professional development materials for trainers and
marketing collateral or third party advertisements and/or
publications. Staff may also at times request that students
provide any of the above of the students’ own creation for
the same purposes. Students have a right to refuse use of
their image or work for such creations, and may also
reverse their decision to decline Media Consent by signing
a Media Consent Form at the time of any such request.
ALTEC College publishes a newsletter for all its
stakeholder at every quarter in a year.

Student Diaries
Students will also receive a student Diary at the time of
Orientation at ALTEC College. The Diary includes all
important dates and events related to student’s enrolment
at ALTEC College.

Learning and Information Support

For all learners, Language, Learning and Numeracy are key
underpinning skills that will support their vocational
learning, the development of their employability skills and
their workplace communication skills whatever level of
course or training they are doing (The Crux of the Matter,
DET, 2011). Accordingly, ALTEC College will embed LLN
principles within its delivery and learning and assessment
tasks.
ALTEC College uses Australian Core Skills Framework
(ACSF) as a reference to assess current LLN skill levels.
Pre-training LLN assessments will be conducted during
student orientation program to identify specific LLN needs
of the students. These needs will be addressed through
classroom learning and assessment activities over the
duration of the program.

ALTEC College Brochure 2018-2019

COURSES AT ALTEC College

Our courses are carefully designed to equip students with the
appropriate skills and knowledge for employment in their
respective fields. Our scope of courses will continually grow
enabling students to select from a wider range of career pathways.

Studying at ALTEC College enable students to remain up-to-date with changing trends in the
market as our course structure and strategies are periodically validated with industry
stakeholders.
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Accounting and Bookkeeping Courses

The financial services industry is diverse and increasingly subject to regulation, from both government
agencies and industry bodies. The FNS units of competency all refer to relevant government
regulatory requirements, legislation, Australian Standards and industry and enterprise codes of
practice that must be adhered to in day-to-day operations.
The majority of FNS qualifications now have specific entry
requirements, with units of competency with pre-requisites
from previous courses. Essentially, students will need to
progress from certificate levels qualifications to diploma
qualifications.
If you want to understand and get ready for accounting in the
real world and want to further your qualifications to take the
next step in a career in company finance and financial
management, then ALTEC College’s accounting course will give
you the skills and training you need to enhance your prospects in
the accounting profession.
Our courses and delivery has been designed to engaging and
very practical oriented, you’ll learn various skills including;
prepare income tax returns
financial reports for reporting entities
prepare and maintain complex budgets and forecasts
develop and implement internal control procedures,
marketing activities, and financial strategies
develop, implement and measure performance
management systems.

FNS40217

Certificate IV in Accounting and Bookkeeping

This qualification reflects the job roles of workers
in the accounting industry, including BAS Agents
and contract bookkeepers

FNS50217

Diploma of Accounting

This qualification reflects professional accounting
job roles in financial services and other industries,
including tax agents, accounts payable and accounts
receivable officers, payroll service providers, and
employees performing a range of accounting tasks
for organisations in a range of industries

FNS60217

Advanced Diploma of Accounting

This qualification reflects the role of individuals
working in accounting and seeking professional
recognition, including tax agents, accounts
managers and business analysts
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Business, Leadership and Marketing Courses

The BSB Business Services Training Package covers a diverse range of industries and occupations.
Business Services covers a range of cross-industry functions and services supporting the commercial
activities of all industries.
BUSINESS

LEADERSHIP & MANAGEMENT

MARKETING & COMMUNICATION

BSB40215

BSB51915

BSB52415

Certificate IV in Business

This qualification reflects the role of
individuals who apply solutions to a
defined range of unpredictable
problems, and analyse and evaluate
information from a variety of sources.

BSB50215

Diploma of Business

This qualification is suited to the
needs of individuals with little or no
vocational experience, but who
possess theoretical business skills.

BSB60215

Advanced Diploma of Business

The qualification is suited to the
needs of individuals who possess
significant theoretical business skills
and knowledge that they would like
to develop further.

Diploma of Leadership and
Management

This qualification reflects the role of
individuals who apply knowledge,
practical skills and experience in
leadership and management across a
range of enterprise and industry
contexts.

BSB61015

Advanced Diploma of Leadership
and Management

This qualification reflects the role of
Individuals at this level use initiative
and judgement to plan and implement
a range of leadership and
management functions, with
accountability for personal and team
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Diploma of Marketing and
Communication

This qualification applies to individuals
with a sound theoretical knowledge
base in marketing and communication
and who demonstrate a range of
managerial skills

BSB61315

Advanced Diploma of Marketing and
Communication
This qualification reflects the role of
individuals who provide leadership
and strategic direction in the
marketing and communications
activities of an organisation. They
analyse, design and execute
judgements using wide-ranging
technical, creative, conceptual and
managerial competencies

Cookery and Hospitality Courses

Cookery and Hospitality courses will provide students with the hands-on skills and theoretical
knowledge required to work within the fast paced and fun hospitality sector. A Hospitality career can
take you all over the world; speak to us today to start your journey!
SIT30816

Certificate III in Commercial
Cookery

This program is aimed at learners
wishing to develop a career in
commercial cookery or pursue higher
studies in the hospitality field. This
qualification provides a pathway to
work as a commercial cook in
organisations such as restaurants,
hotels, clubs, pubs, cafés, cafeterias
and coffee shops.

SIT40516

Certificate IV in Commercial
Cookery

This qualification reflects the role of
commercial cooks who have a
supervisory or team leading role in
the kitchen. They operate
independently or with limited
guidance from others and use
discretion to solve non-routine
problems.
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SIT50416

Diploma of Hospitality Management
This qualification reflects the role of
highly skilled senior operators who
use a broad range of hospitality skills
combined with managerial skills and
sound knowledge of industry to
coordinate hospitality operations.
They operate independently, have
responsibility for others and make a
range of operational business
decisions.

Information Technology – Networking and Security Courses

The Australian ICT industry has become more of a service industry then a specialised IT focused
industry with the result that national ICT career pathways are becoming more vertical than
horizontal and are requiring the versatility to incorporate a mix of various ICT skills rather than
relying on the historically fixed specialist ICT stream career pathway.
To fully encompass these industry-identified changes, ICT
qualifications have incorporated both a horizontal and vertical
approach to ICT career pathway progression. The ICT
qualifications have been developed to enable a specialist
outcome in the key ICT areas combined with the flexibility to
incorporate a diverse range of skill sets so as to provide a wider
career pathway outcome.
ALTEC College is now an approved CISCO Networking
Academy with competencies within Diploma of Networking and
Advanced Diploma of Network Security now recognised
towards CCNA and CCNA+ accreditation.

ICT40415

Certificate IV in Information Technology
Networking

This qualification provides the skills and knowledge
for an individual to install and manage small scale
networks, either as an independent network
support technician or as part of a team.

ICT50415

Diploma of Information Technology Networking

This qualification provides the skills and knowledge
for an individual to manage, as an independent ICT
specialist or as part of a team, the installation of a
range of networks, including internetworking,
security and e-business integration.

ICT60215

Advanced Diploma of Network Security

This program is aimed at learners wishing to
develop a career within the Information
Technology field with networking specialisation or
to pursue higher studies.
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ESOS Framework & Your Rights
The Australian Government is committed to ensuring you
have an excellent education experience in Australia. The
Education Services for Overseas Students Act 2000, or
ESOS Act, establishes legislative requirements and
standards for the quality assurance of education and
training institutions offering courses to international
students who are in Australia on a student visa. ESOS also
provides tuition fee protection for international students.
The Australian Government has released the revised
National Code of Practice for Providers of Education and
Training to Overseas Students 2018 (National Code 2018),
which commenced on 1 January 2018.
Protection for overseas students as an overseas student on
a student visa, you must study with an education provider
and in a course that can be found on the Commonwealth
Register of Institutions and Courses for Overseas Students
(CRICOS) at: http://cricos.education.gov.au/
CRICOS registration guarantees that the course and the
education provider meet the high standards necessary for
overseas students. Please check carefully that the details of
your course, including its location, match the information
on CRICOS.

information about refunds of course fees. You
should keep a copy of your written agreement.
Your right to get the education you paid for. The
ESOS framework includes consumer protection
that will allow you to receive a refund or to be
placed in another course if your provider is unable
to teach your course.
Your right to know:
How to use your provider's student support
services;
Who the contact officer or officers are for
overseas students;
If you can apply for course credit;
When your enrolment can be deferred, suspended
or cancelled;
What your provider's requirements are for
satisfactory progress in the course/s you study;
If attendance will be monitored for those course/s
What will happen if you want to change providers;
and
How to use your provider's complaints and
appeals process.

Your rights

Your responsibilities

The ESOS framework protects your rights, including:

As an overseas student on a student visa, you have
responsibilities to:

Your right to receive, before enrolling, current and
accurate information about the courses, fees
modes of study and other information from your
provider and your provider's agent. If you are
under 18, to ensure your safety, you will be
granted a visa only if there are arrangements in
place for your accommodation, support and
welfare.
Your right to sign a written agreement with your
provider before or as you pay fees, setting out the
services to be provided, fees payable and

Satisfy your student visa conditions;
Maintain your Overseas Student Health Cover
(OSHC) for the period of your stay;
Meet the terms of the written agreement with
your provider;
Inform your provider if you change your address;
Maintain satisfactory course progress; including
attendance if this is recorded for your course; and
If you are under 18, maintain your approved
accommodation, support and general welfare
arrangements.
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Student Engagement & Excursions
Stronger student engagement is the main objective of
ALTEC College.
Trainers at ALTEC College use a variety of strategies to
stimulate engagement through social interactions, such as;
Pairs to work on outdoor projects
Group presentations in class
Student excursions to enhance soft skills
BBQ events
These so called ‘welcome breaks’ in the routine for both
student and teachers create fun bonding experience for
everyone involved.

(Top): Rooftop Barbeque organised (Below): Chinese New Year

ALTEC College’s IT faculty students attended the Student Summit at CISCO Live Melbourne- “Find yourself in the future”.
Students were immersed in a day of technical sessions, keynotes and panel discussions on specialty topics such as Cybersecurity. They
walked the World of Solutions and explored the latest innovations from CISCO and the technology industries top vendors.
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The lanes and arcades of Melbourne, have collectively become culturally important. A visit with students for a coffee is always fun

Ordering coffee and snacks at local cafes helps with English
speaking and listening skills

The Station Pier, Port Melbourne Excursion is aimed to achieve
Real world cruise experience for our English students

Ordering food from one of Melbourne’s famous restaurants
helps with English speaking and listening skills

Picnic in the Library
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Education Pathways

At ALTEC College we offer many learning
pathways from a diploma to a degree with our
partner universities & higher education
providers. Pathways give you options to reach
your study goals. You also benefit because you
gain two qualifications – a diploma and a degree.
ALTEC College is committed to providing learning
pathways, within and across qualifications, to maximise

student learning options. Such pathways include access to
qualifications via internal and external articulation
arrangements and/or via the granting of credit/RPL.
Even more, our pathway packages means you complete a
selected diploma at ALTEC College and receive credit
towards, and a guaranteed place in a degree course with
one of our partners.
Learning Pathways seek to maximise learning outcomes for
ALTEC College’s students through internal articulation,
sequential or concurrent studies or dual awards.

_______________________________________________________________________________________________________________________

Nationally Recognised Qualifications

Nationally recognised training is a formal process to ensure
training meets the standards required by industry. Students
receiving nationally recognised training can be confident
that the skills and knowledge they attain are recognised
and valued across Australia. Training package qualifications
provide expected pathways into and from a qualification.
ALTEC College endeavours to maximise learning options
for its students via the effective development and design of
qualifications that provide students with pathways
between its courses/training packages, as well as to ALTEC
College’s higher education articulation partners.

Articulation Arrangements

ALTEC College currently has articulation arrangement in
place with providers that grant advanced standing into
their Bachelor degree for students who have completed
certain ALTEC College Vocational Diplomas.

Pathways between ALTEC College’s Courses

Students may seek credits or recognition of prior learning
when enrolling in a new course or changing an existing
course to a new course at ALTEC College.

ALTEC College Brochure 2018-2019

Fee & Refunds - TPS
For new students enrolling in ALTEC College's courses, fees generally comprise an Application Fee
(non-refundable), Course Fee and Materials Fee. All applicable fees are specified in the Student
Agreement and ALTEC College's yearly Schedule of Fees. Recent changes to the Education Services
for Overseas Students (ESOS) Act require that fees and refunds are allocated across Study Periods.
ALTEC College sets out its all its fees, including course
tuition fees, in the Schedule of Fees. This schedule is
reviewed annually and published in college’s marketing
materials and other publications including this website.
ALTEC College lists and provides complete information on
the total amount of all fees including course tuition fees,
administration fees, materials fees and any other charges
to all the prospective students prior to enrolment and
include them in the Letter of Offer and the Student
Agreement.
Tuition fee covers the cost of providing the course of study
and use of resources at ALTEC College. Tuition Fee does
not include Overseas Student Health Cover (OSHC),
administration costs including enrolment/application fee,
accommodation booking fee and airport pick-up fee and
costs related to equipment or training material purchases.

All international students must agree to and sign the
Student Agreement before they can be formally accepted
in a course. The Student Agreement articulates and
provides information on payment terms, including the
timing and amount of fees to be paid, any non-refundable
deposit/administration fee, security of pre-paid fees, and
the fees and charges for additional services (e.g. RPL
assessment).
Tuition fee includes:
•
•
•
•

All course tuition and assessment
Access to all facilities and student services
Access to our comprehensive reference library
and on-line library databases
Access to campus facilities, student amenities, and
resources

•
•
•

Support services, including English language and
learning support
On-campus IT support
Course tuition fees are course-based and remain
the same for all ALTEC College campuses

The course tuition fees are set for a complete course and
cannot be charged, calculated or broken up on a unit basis.
ALTEC College reserves the right to amend student
tuition fees, fines and other charges as it so determines.
However, the tuition and other fee(s) which have been
agreed with a student at the time of signing the Student
Agreement will not change for the duration of the
enrolment and the agreement period
Tuition fees and relevant terms are governed by our Fee
Policy.

Fee Refunds
Total fees that a student has to pay for their studies at
ALTEC College include refundable and non-refundable
fees. Generally, only the tuition fees are refundable in
accordance with college’s Fee Refund Policy. Fee refunds
are based on unexpended (unused) tuition fees.
ALTEC College defines the conditions for a full or a partial
refund of tuition fees in the Fee Refund Policy. Fee Refund
Policy and Procedure is also provided to all the
prospective students before they apply for a place at
ALTEC College. A copy of the Fee Refund Policy is also
included in the Student Agreement. Students must read
and familiarise themselves with the college fees and refund
conditions before they make a decision to enrol in a
course.
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Application Process
ALTEC College offers various intakes throughout the year and candidates may enter the course at
any of these intakes, subject to entry requirements.
Admission Procedure

All the prospective students will be provided with or sent
an application pack comprising of;
•
•
•
•
•
•
•
•
•
•
•

Course Brochure/Prospectus, including college and
campus details
Application Form
Pre-enrolment Self-Assessment Form
Unique Student Identifier (USI) Consent Form
Pre-enrolment Information Pack
Fee Schedule
Fee Policy
Fee Refund Policy
RPL and Credit Transfer Policy and Procedure
Language, Literacy, and Numeracy (LLN) Policy
Website links to other college policies and
procedures, and the ESOS Framework, will be
provided as part of the pre-enrolment information
pack.

Once accepted in the course, students will be
provided with;
•
•
•
•
•
•
•

A Letter of Offer
Student Agreement (to be signed and returned)
Pre-paid Fee Information and Bank Details
Fee Policy
Fee Refund Policy
Complaints and Appeals Policy and Procedure
Information on the ESOS Framework, their rights,
responsibilities and terms of enrolment will be
contained in the Letter of Offer and the Student
Agreement.

Once a signed Student Agreement is received,
the candidates will additionally receive;
•
•
•
•
•
•
•
•
•

eCoE (subject to conditions of the offer)
Enrolment and program details, key dates and
academic schedules
Pre-Departure Information Pack
Overseas Student Health Cover (OHSC) details
Student Orientation Policy and Procedure
Orientation program dates and details
Learning Pathways Policy
Student Code of Conduct
Website links to other college policies and
procedures will be provided as part of the predeparture information pack.

Applications

Prospective students may apply for an admission directly
to ALTEC College or through an approved education
agent. For information on how to apply and general
requirements, please refer to our website
www.altec.edu.au
ALTEC College’s Student Admission and Enrolment Policy
guides the procedure for approving admission applications
and enrolling international students in the relevant courses
or units of competency.
Download International Student Application Form from
ALTEC College’s website at www.altec.edu.au

General Requirements

Candidates are considered on the basis of course entry
requirements, including English Language skills
requirement. Entry to ALTEC College award courses
assumes proficiency in English. English proficiency must be
demonstrated by an applicant for admission to ALTEC
College by the following:
•
•
•
•

A recent IELTS academic test overall band score of
5.5, with no sub-score less than 5.0
Generally, a successful completion of a final year
high school qualification (Year 12)
Course-specific pre-requisite and entry
requirements
Pre-training candidate needs analysis

Supporting Documents
•
•
•
•
•
•
•

Photo ID: Passport
Copies of previous transcripts, testamur, or any
other formal or informal awards/achievements
Valid English proficiency evidence
Applicant Pre-enrolment Self-assessment form
Address and current contact details
Unique Student Identifier (USI) or USI Consent
Form
Additional documents may be required as per
course entry requirements

Contact our Student Admissions team for more
information – admissions@altec.edu.au
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FAQS
How do students apply for admission
into the college?
Students need to first complete and lodge
the college’s relevant Application Form;
i.e. Application Form – International
Student. Prospective students may apply
directly or through an Education Agent
for admission into their desired course(s).
The courses can also be packaged to offer
an academic pathway for students looking
for a specific educational outcome.
How does the college formalise the
enrolment?
Once an application is received with the
relevant documents, the college
determines if the applicant meets the
entry requirements for the intended
courses. Once all the enrolment
conditions have been met, the college
extends an offer letter to the applicant
along with a copy of the Student
Agreement. This agreement aims to
ensure the obligations and rights of both
the registered provider and student are
clearly set out, including the money
payable and services to be provided (The
National Code: Standard 3).
What is the Tuition Fee?
Tuition fee is fees we receive, directly or
indirectly, from an overseas student or
intending overseas student, or another
person who pays the fees on behalf of an
overseas student or intending overseas
student that are directly related to the
provision of a course that ALTEC College
is providing, or offering to provide, to the
student. Tuition fees are clearly shown
against each course of study in ALTEC
College’s Offer Letter as well as the
Student Agreement. The course fee will
not change for the duration of the
students’ enrolment in the course.
What other types of fees may be
charged along with the tuition fees?
Other types of fees may include;
•
•
•
•
•

Application Fee
Materials fee
RPL fee
Reassessment Fee
Late Fee

The college includes all the applicable fees
for a student in the Student Agreement.
Any fee type that is not included in the
Student Agreement is not charged.

Are the fees refundable?
The only refundable fees are the tuition
fees. Fee refunds will be based on
unexpended (unused) tuition fees. Refer
to the college’s Fee Refund Policy and
procedure for further information.
Is there a pre-commencement fee?
As best practice ALTEC College generally
requires advanced fee equivalent to one
academic term (unless the course is 24
weeks or less. If a student enrols in
packaged courses (e.g. Cert IV +
Diploma + Advanced Diploma), up to
50% of the tuition fee of the first course
may be collected prior to student
commencement.
How are prepaid fee managed?
ALTEC College keeps the initial prepaid
tuition fees in a separate pre-paid fees
account. This account can only be drawn
down when the student commences the
course. ALTEC College has established a
mechanism for keeping pre-paid tuition
fees separate from day-to-day operating
expense accounts, so that if a refund is
payable before the student commences,
the refund can be made in a timely
fashion without impacting the financial
operations of the business, students or
recourse to the tuition protection system.
What if a student is having difficulty
paying their fees?
ALTEC College recognises that some
students may face financial difficulties due
to unforeseen circumstances in their
personal or family situation. ALTEC
College has a payment plan system in
place by which students can choose to
pay the fees in instalments, or a later date
as mutually agreed. The students must
apply for a fee extension or fee
instalments using the appropriate forms.
Is there a fee for RPL or Credit
Transfer?
The college does not charge any fee for
Credit Transfer applications. RPL is an
extensive process and the RPL fee is
equivalent to a single unit fee on a prorata basis based on the total course fee.
How does the college ensure access
and equity in its programs?
Access refers to the ability to enter
training regardless of racial, religious,
cultural or language backgrounds or
physical attributes. Equity is about
ensuring that all people have the support
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that they need to access, participate and
achieve to the same level. The college has
an Access and Equity Policy in place that
ensures that people with differing needs
and abilities have the same opportunities
to successfully gain skills, knowledge and
experience through education and
training irrespective of their age,
disability, colour, race, gender, religion,
sexuality, family responsibilities or
location. The college staff, trainers and
assessors adhere to the principles and
practices of access and equity in the
provision of education and training
services.
What support services are provided
to students, especially international
students who are just beginning their
studies?
All incoming students are expected to
attend a student orientation session on
arrival. The College’s Student Orientation
session is aimed at supporting students to
adjust to study at the college and to life in
Australia in general. The college invites
guest speakers from various government
agencies and industry for the benefit of
the students.
Is the college attendance based?
No. The college has adopted and
implemented the DET approved course
progress policy and procedures for its
courses. However, it does not mean that
students can simply skip classes. Student
attendance in classroom learning and
assessment sessions is strongly linked to
academic performance. Further, in a
competency-based environment, students
need to demonstrate certain skills as part
of their course which is best achieved
during in-class assessment sessions.
Missing classes and remaining absent
without college approval may impact on
your course progress and course
duration.
What happens if a student does not
turn up for class?
If a student misses three consecutive
classes without an approved leave of
absence from the college, the trainer will
complete and forward a Trainer Concern
Form to the Course Coordinator.
What is Course Progress?
Course Progress is the measure of
advancement within a course towards the
completion of that course irrespective of
whether course completion is identified

through academic merit or skill based
competencies (The National Code 2018).
How does the college monitor
student progress?
The college has a Course Progress Policy
and Procedure in place that ensures
students studying at the college maintain
satisfactory course progress throughout
the duration of their studies. This policy
and procedure also provide the
framework for dealing with unsatisfactory
progress and taking remedial action.
What types of assessment am I likely
to complete in my studies?
Depending on the course, a unit may
contain written and practical tasks, case
studies, projects, presentations, tests and
exams. Some in-class activities may also
contribute towards assessment in the
form of a portfolio.
Do I need to complete all
assessments to pass a unit?
Yes. To pass a unit, you need to complete
all the assessments and obtain a
Competent “C” grade in each of the
assessment tasks.
What happens after I get an “NYC”
in a unit?
You will be subjected to college’s
Reassessment Policy. The following
conditions apply;
• If you have attended all the designated
assessment sessions but have either
failed to submit a task or have been
deemed “NYC” in a task; You will be
given TWO (2) more opportunities to
correct and/or submit you work
before the end of the term
• If you have NOT attended any
designated assessment sessions; you
will be provided an opportunity to
attend supplementary assessment
sessions organised before the end of
the term. You will then have ONE (1)
more opportunity to correct and/or
submit your work before the end of
the term at no extra cost if you are
deemed “NYC” in any of the
assessment tasks. You may also be
subjected to college’s Course
Progress policy if you do not pass
50% or more units in an academic
term.
• If you have NOT attended any
designated assessment sessions and
the academic term has ended; you will

be deemed Not Yet Competent
(NYC) and will need to re-sit/repeat
the unit in the subsequent term.
What is a Principle Course of Study?
Principle Course of Study is defined in the
National Code 2018 as the “main course
of study” that is, or is due to be
undertaken by an international student.
This is generally the final program or
highest qualification in a package of
courses.
Under what circumstance will the
college provide a student with a
letter of release to transfer to
another provider?
The college will grant a letter of release
only where;
• The student has provided a letter from
another registered provider confirming
that a valid enrolment offer has been
made;
• There are no fees, complaints, appeals
or any other disciplinary issues
outstanding against the student
Do the students have to pay for a
letter of release?
No. When granted, a letter to release is
provided Free of Charge along with all
due student results and/or testamurs and
Statements of Attainment.
What is a Deferment?
Deferment is postponement of the
commencement of a course of study. It
must occur prior to the start of a new
academic term or a study period.
Deferment is usually of the course start
date and granted for a complete term;
allowing a student to commence or recommence their studies in subsequent
academic terms.
What is a suspension of studies?
Suspension of studies is a temporary
postponement of an undertaken course of
study. It may occur at any time during an
academic term or a study period.
Under what circumstance are
deferment or suspension of studies
granted?
Under the provisions of The National
Code 2018 Standard 9, the college can
only defer or temporarily suspend the
enrolment of the student on the grounds
of:
• Compassionate or compelling
circumstances (for example, illness
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where a medical certificate states that
the student is unable to attend classes);
• If a student’s deferral or suspension
application is rejected, the student will
have an option to appeal the decision
within 20 working days after receiving
the notification.
Can international students remain in
Australia after being granted a
deferral or a suspension of studies?
If a leave of absence, deferral, or
suspension of studies is approved for 28
days or longer, Department of Home
Affairs requires the students to leave
Australia (unless there are exceptional
circumstances). As an international
student, they must:
• Remain offshore for the duration of
their leave (if it is longer than 28 days);
and
• Return no more than one month prior
to the commencement of their next
term/semester. A suspension of studies
is a temporary postponement of an
undertaken course of study and the
student will need to apply for a
deferment if the absence is likely to
prolong beyond one academic term.
Can a student apply for a Leave of
Absence while in Australia?
Yes. A leave of absence can be granted on
compassionate groups for a maximum
duration of two weeks as per the
college’s Deferral, Suspension and
Cancellation of Enrolment Policy.
Can the college suspend or cancel a
student’s enrolment?
The college may suspend or cancel a
student enrolment on certain grounds
including;
1. Breach of Student Agreement
conditions:
2. Breach of Student Code of Conduct or
due to any disciplinary reasons where
the student’s offence is clearly
established and the appeal process has
been exhausted;
3. Non-payment of tuition fees;
4. Non-commencement of studies while
on-shore and absence for a period of
28 days or longer without prior
approval from the college; and
5. Unsatisfactory course progress and/ or
student misbehaviour.

