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Welcome to Montford International College

Dear Learner, on behalf of all our staff, a warm welcome — and thank you for choosing Montford International
College (MIC) for your career and academic development. MIC (RTO 46346) delivers nationally recognised training
to domestic and international students; this handbook is written for our domestic students. We will strive to give
you a first-class learning experience based on up-to-date workplace practices, and to help you achieve your chosen
career goals through flexible, well-supported training.

Our goals are to:
Provide accessible training for everyone
Allow learners to choose their learning pathway and method of assessment to prove competence
Make training enjoyable, and encourage a continued search for knowledge and learning

This handbook gives you information about MIC, the services we provide, your rights and obligations, our fees and
rules, and how to enrol. It works together with your enrolment agreement (Letter of Offer) and the policies
published on our website — where this handbook summarises a policy, the full policy prevails. If you need anything
further at any time, contact us on +61 3 7048 4870 or info@montford.edu.au.

Who to contact at MIC
General enquiries — info@montford.edu.au | +61 3 7048 4870
Enrolment and admissions — enrolment@montford.edu.au

Student support and welfare (attendance, progress, personal support, complaints, feedback) —
studentsupport@montford.edu.au

Academic matters (trainers, assessments, results) — academics@montford.edu.au
Fees and payments — accounts@montford.edu.au

IT help (MIC Microsoft 365 account, aXcelerate access) — itsupport@montford.edu.au

Student Management System (aXcelerate)

MIC uses aXcelerate as its student management system. You access it with your MIC Microsoft 365 student
account, issued at orientation — use it to view your timetable, results, attendance and invoices, keep your contact
details up to date, and download your letters and receipts. For help, including password resets, raise a support
ticket from the aXcelerate app, email itsupport@montford.edu.au, or ask any staff member at reception.

Campus: Building AB, Ground Floor, 61 Riggall Street, Broadmeadows VIC 3047 | www.montford.edu.au

We welcome your comments — tell us what we have done well and what we can improve. Feedback forms are
available in each of our courses and on our website. Once again, welcome: we look forward to working with you
and celebrating your achievements. — The MIC Team
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General Information about MIC

Introduction

MIC is passionate about successful learning outcomes. We have developed robust processes to support each
learner's education goals, and our approach is to provide you with a safe, fair and supported training and
assessment environment. MIC has modern, up-to-date facilities and a team of qualified, dedicated trainers and
assessors.

MIC is responsible for the quality of the nationally recognised training and assessment we deliver and for issuing
your AQF certification documents. We comply with the VET Quality Framework, including the Standards for RTOs
2025, through rigorous internal policies, procedures and systems, and we participate in audits by ASQA (the
national regulator) on request. If you ever feel we have not met our obligations as an RTO, you have the right to
complain under the Feedback, Complaint and Appeal Policy outlined in this handbook.

Mission, Values and Objectives

Our mission: Right training, right place, right now
MIC's mission is to connect relevant, meaningful training with industry need, creating a highly skilled environment
that responds to the social and economic development requirements of diverse regions and their communities.

Our values

Deliver what we promise — celebrate achievement — promote a culture of continuous improvement — be
remarkable — share ideas — work hard, have fun. At MIC we live by these values, and we hope you will too.

Our objectives

m Industry engagement: our training and assessment strategies are founded on industry needs and expectations

m  People: we attract, recruit and retain talented trainers and assessors, and develop them through leadership and
targeted professional development

m Safety and equality: we provide an environment that is safe, equitable and productive for training and
assessment

m Integrity and ethics: we hold ethical conduct and integrity as our highest priorities

®  Quality: we deliver consistent, high-quality services backed by quality systems

m  Learner-focused: we provide learner-focused training that supports lifelong learning and respects every

student

Information available before enrolment

So you can make a sound decision before enrolling — and before you pay any fees — the following is available to
all prospective students via our website, this handbook and the pre-training review:
m  Course details: the code, title and currency of the qualification as published on training.gov.au, duration,
delivery modes, training location, commencement dates and scheduling, and work placement details if relevant
u  Entry and completion requirements, including assessment requirements, and whether the course leads to any
licensed or regulated occupation
m  Fees, costs and charges: tuition and non-tuition fees, payment terms and conditions, refund policies, and the

costs and process for withdrawing. MIC has no government funding contracts, so no government training
entitlements or subsidies apply to study at MIC — all domestic enrolments are fee-for-service
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m  Your obligations: any materials, equipment or IT you must supply; the cost and process of obtaining a Unique
Student Identifier (USI); and any work placement requirements

m  Assessment, RPL and Credit Transfer: assessment methods and opportunities for Recognition of Prior Learning
and Credit Transfer

m Language, literacy, numeracy and digital (LLND) support, student support and wellbeing services, and facilities
and resources

m  Pre-Training Review (PTR): an evaluation of your learning needs, goals, support needs and course suitability
m  Third-party arrangements: notification of any delivery or assessment conducted by a third party on our behalf

If anything that may affect you changes — including where a course is superseded and transitions to a new version
— we will tell you as soon as practicable.

Getting started at MIC

At enrolment you receive comprehensive information that supports informed participation. Your enrolment
documentation includes:

Enrolment agreement (Letter of Offer)
m  Course name and code, duration and scheduled hours, campus location
m Tuition and non-tuition fees, payment plan, refund policies and cancellation terms
m  Your obligations, and the complaints and appeals procedures

Important: keep a copy of your enrolment agreement (Letter of Offer) and receipts of all fee payments for the
duration of your enrolment — and afterwards. You may need them for refund requests or your own records.

Training Plan / Course Outline / Timetable
m  Units of competency to be obtained: the full list of unit codes and titles from training.gov.au
m  Timeframe for each unit: weekly delivery and expected completion timeframe for each unit or cluster

m Training to be undertaken: content, learning outcomes and structured learning activities, and delivery modes

Trainer, assessment and award information
® Trainer and assessor information for your course

m  Assessment methods (practical demonstrations, written tasks, projects and/or exams) and the assessment
schedule and submission process for each unit

m  Arecord of any RPL or Credit Transfer granted before commencement

m  The name of the qualification to be awarded on successful completion

MIC provides learner-centric training

We offer innovative, responsive, learner-centric training that reflects the learning styles and needs of our learners
and industry. We consult with industry and build the feedback into our training and operations. MIC therefore
provides:
m Learning that is professionally and workplace relevant and improves career opportunities
Flexible training options recognising the needs of each learner
Trainers and assessors with recent, relevant industry experience who maintain industry currency
Innovative, responsive training delivery with the expertise to identify and meet training needs
Learning programs that make sense in the work environment and build skills for the present and future

Where appropriate, practical hands-on skills linked to underpinning knowledge

Learning environments that adapt to change and learning that leads to career advancement

Education and Training Delivery by MIC

MIC | Student Handbook (Domestic) | v1.0 | August 2026 Page 6 of 28



STUDENT HANDBOOK — DOMESTIC

MIC incorporates adult learning principles into the training and assessment strategies of all its programs. Before
your program commences we give you all relevant information about the program, learning resources and support
services, and conduct a pre-training review to identify any specific needs — including language, literacy, numeracy
and digital (LLND) assessment and RPL opportunities. Training and assessment occurs in accordance with the
endorsed Training Package requirements, customised where appropriate to meet individual needs. You are
encouraged to take responsibility for your own learning and participate actively.

Your Trainers and Assessors
MIC ensures all trainers and assessors:
m Hold the necessary training and assessment credentials (section 1a of the Credential Policy) to deliver and
assess independently
m Hold relevant vocational competencies at least to the level being delivered or assessed
m Demonstrate current industry skills directly relevant to the training they deliver
m  Continue to develop their VET knowledge and skills through annual professional development in both VET and
industry competency
Your trainer/assessor can help you with any aspect of the course content, resources or assessment activities, and
will respond to your queries in a timely manner.

Pre-Training Review

The Pre-Training Review (PTR) lets MIC understand your training needs, current competencies, RPL opportunities
and whether your language, literacy, numeracy and digital skills suit the training and assessment strategies — so
we can honestly advise whether the course is suitable for you before you enrol. It includes a documented review of:

The student handbook (on our website) and a detailed outline of the training program

The sufficiency of information provided so you can make an informed enrolment decision, and the
appropriateness of the course and AQF level for you

Your prior learning, skills and experience that may lead to RPL or Credit Transfer

An LLND skills assessment to determine future support needs (before training commences)

= A training plan/timetable to ensure high-quality training that meets your needs
If a course is not suitable for you, we will tell you honestly and suggest alternatives. If you need assistance with any
special need, speak confidentially with your trainer/assessor.

Educational Standards

MIC follows policies and management practices that maintain high professional standards in delivering education
and training and that safeguard the interests and welfare of learners. We maintain a learning environment
conducive to learning and professional development, facilities and materials appropriate to learner needs, and
compliant systems for recording enrolments, attendance, completion, assessment outcomes, recognition,
complaints and certification. All personal records are treated confidentially in line with national privacy standards.
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Student Support, Facilities, Resources and Equipment

MIC supports every student through services tailored to their needs — helping you thrive academically and
maintain your health and wellbeing throughout your studies.

MIC ensures every student receives clear, up-to-date information about their training product code and title;
course duration, delivery mode and training location; start dates, timetables and any course-specific entry or
assessment requirements; licensing or occupational outcomes (if applicable); and any third-party arrangements. We
inform you of all fees, charges and payment terms in writing before enrolment. Our dedicated support services
include:

Mental health and wellbeing: counselling referrals and emotional support through internal and external
providers

Academic support: LLND support, individual mentoring and feedback opportunities
Physical health and safety: guidance on accessing medical services and emergency contacts
Personal support: help with study-life balance, financial management concerns and general welfare

Crisis and emergency assistance: 24/7 contact numbers for urgent support or critical incidents

Additional assurance

All facilities, training equipment and resource materials are fit for purpose, compliant with training product
requirements, and regularly inspected and maintained. MIC maintains clear, documented procedures for
monitoring education and training delivery, managing student feedback and complaints, and measuring learner
and employer satisfaction to drive continuous improvement.

How student needs are identified, monitored and responded to

Student needs are proactively identified before enrolment through the Pre-Training Review form and the LLND
proficiency assessment. Where needs are identified, MIC creates an Individual Learning Plan to ensure support is
provided; all plans are monitored by the Student Support Officer with the relevant trainers/assessors and
management.

MIC provides support to all students to ensure positive learning outcomes:

Physical wellbeing
Ergonomic classroom furniture, safe training environments and first aid kits on site

Regular safety briefings for practical training (e.g. kitchen), referral to local medical clinics, and healthy-lifestyle
information

Mental health

Access to free or low-cost counselling services and mental health awareness workshops

Referral pathways to external psychologists and agencies (e.g. Lifeline, Beyond Blue) and stress/anxiety
management tools

Emotional wellbeing
Private, culturally sensitive one-on-one consultations with Student Support Officers

Regular check-ins during study periods and placements, and support during crisis or critical incidents (e.g.
trauma, bereavement)

Training support
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m Help understanding course requirements, assessments and feedback, with one-on-one learning support from
trainers

m  Study skills workshops, additional tutoring, Individual Learning Plans, and LLND support

Technology and online learning

m  Assistance with learning platforms, plus computers, internet and printing on campus and basic IT helpdesk
support

Learning materials and resources

m Textbooks, digital resources and training equipment; guided learning plans and study guides; customised
materials for students with learning difficulties or disabilities

Placement support (if applicable)

m Help arranging work placement and guidance on workplace expectations and assessment tasks

Disability and Reasonable Adjustment

If you have a disability, you are encouraged — and supported — to disclose it so we can help; disclosure is
voluntary and handled confidentially. MIC makes reasonable adjustments to training and assessment (consistent
with the Disability Standards for Education 2005) so you can participate on the same basis as other learners, while
preserving the integrity of the training product. Where a requested adjustment is not reasonable or possible, we
will explain the reasons to you and explore alternatives.

Staff available to students for support

Student Support Officer (SSO) — your first point of contact for personal, academic or financial issues
Trainer or Assessor — for help understanding course content or assessments

Administration or Accounts team — for enrolment, payments or documentation

Management team — for information on your rights, or complaints and appeals

Accessing student support services

Assistance is available in many ways: phone MIC and ask for the Student Support Officer; visit reception during
office hours; talk to your trainer/assessor in or after class; email your query; or complete a Student Support Referral
Form (available at the Student Services desk or on our website).

Student : trainer ratio

The student ratio depends on the class size and approvals.

LLND support

Language, Literacy, Numeracy and Digital skills support needs are identified through the pre-training review, LLND
test and/or trainer recommendation. MIC analyses this information and prepares a support strategy — for example
one-on-one support after class hours or extra reading and practice tasks in the identified areas.

Students needing extra help to stay on track

We monitor participation and academic progress regularly and identify students at risk of falling behind as early as
possible. If you are not progressing, we implement a tailored intervention strategy — academic support,
counselling referrals or adjusted study plans — so you can complete within your planned timeframe.

Accurate and Transparent Information

MIC is committed to giving you information that is clear (plain language), accurate (consistent with our approved
course documents and national standards) and current (regularly reviewed and updated). This applies to everything
you receive from us or from third parties acting on our behalf — course brochures, this handbook, enrolment forms
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and agreements, our website and social media, and verbal advice at orientation or from staff.

Learner resources, facilities and equipment

m Classrooms with chairs and projector, internet, and breakout areas

m  Student assessment pack, PowerPoint presentations, learner handbook, unit activities book and self-study
guide

m Training resources and assessment materials for all units of competency, plus additional training documents as
required

m  Staff available to address your learning needs, and administrative support as required

m Case studies (real workplace-based scenarios), role-play activities, templates and additional resources for
assessment tasks

m  Access to free learner tutorials, tools and videos

Additional resources
m training.gov.au — government updates on your qualification and units

m Learning and assessment resources, industry skills council updates, and the self-study guides issued per unit

External Support Services

If you need additional support with your studies, work or life, MIC refers you to these community organisations.
Some services may charge a fee, payable by you.

m Reading and Writing Hotline — 1300 655 506, readingwritinghotline.edu.au. Advice and referral to over 1,200
providers of adult literacy and numeracy courses

m  Australian Human Rights Commission — 1300 369 711, humanrights.gov.au. Resolves complaints about
discrimination, sexual harassment and racial or religious vilification through free, confidential, impartial
conciliation; also advises on disability rights and advocacy

m Lifeline — 13 11 14, lifeline.org.au. 24/7 crisis support and suicide prevention counselling for anyone, about
anything troubling you

m  Fair Work Ombudsman — fairwork.gov.au. Minimum wages, employment conditions, termination and other
workplace matters

m Reach Out — reachout.com.au. Web-based mental health and wellbeing support, information and referrals for
young people
Beyond Blue — 1300 224 636, beyondblue.org.au. 24/7 support for anxiety, depression and suicide prevention
Headspace — headspace.org.au. Youth mental health services
Legal Aid Victoria — legalaid.vic.gov.au (equivalent bodies operate in every state and territory)
Centre Against Sexual Assault (CASA) — 1800 806 292

Health information — Nurse-On-Call 24-hour health advice: 1300 606 024; National Alcohol & Other Drug
Hotline: 1800 250 015; Suicide Call Back Service: 1300 659 467

In any emergency dial 000 for police, ambulance or fire — free from any phone in Australia
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Courses We Deliver and Entry Requirements

Courses we deliver

MIC delivers the following nationally recognised qualifications to domestic students on a fee-for-service basis. Visit
www.montford.edu.au for current durations, entry requirements, admission requirements, fees and other
information:

m SIT30821 Certificate Il in Commercial Cookery

SIT40521 Certificate IV in Kitchen Management

SIT50422 Diploma of Hospitality Management

CHC33021 Certificate Ill in Individual Support — Ageing and Disability
CHC43121 Certificate IV in Disability Support

CHC52025 Diploma of Community Services

BSB80120 Graduate Diploma of Management (Learning)

MIC has no government funding contracts: no government training entitlements or subsidies apply to study at MIC,
and no VET Student Loans are available. MIC does not enrol students under 18 years of age.

Admission requirements and information sessions

m A trainer is available during scheduled class times to deliver training sessions
m  Learning support is provided to all students through support officers, weekdays 9.00 am to 5.00 pm
m  All queries and questions are answered within 2—-4 business days

Updating Contact Details

It is a condition of your enrolment that your contact details stay accurate and up to date so we can always reach
you about your training. Please notify MIC of any change to your address, mobile number or email — and to your
emergency contact — within 7 days of the change, by updating aXcelerate or telling reception.

Training support after training sessions

A trainer is available to assist you immediately after each session, or you can make an individual appointment.
Training support is also available by telephone and email after sessions or on request, including generic support
such as study skills and employability skills in one-to-one sessions.

Individual learning and reflection

You are required to process what you learn through reading and research, reflect on your future professional
career, and apply the learning to your own life and work experience. All students receive self-study guides and a list
of recommended books and resources. Reflection serves two purposes — personal growth and personal
application — and may include study in your own time, supplementary activities, additional resources, web links
and references, real-life case scenarios and decision-making, and journals, newsletters and magazines.

Guided learning

Your trainer provides learning activities; you are responsible for completing all mandated tasks, with the trainer
available for consultation and feedback. Resources are provided for all guided learning activities, which may include
learner handbook activities, learning activities, research, induction specific to the course or unit, projects and case
studies.
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MIC Policies, Procedures, Legislative and Regulatory Requirements

MIC complies with all applicable legislation and frameworks, including but not limited to:

National Vocational Education and Training Regulator Act 2011

Standards for RTOs 2025 — Outcome Standards, Compliance Requirements and Credential Policy
Data Provision Requirements 2020 and Fit and Proper Person Requirements 2025

Work Health and Safety Act 2011 (Cth) and Fair Work Act 2009

Privacy Act 1988 (Cth) and the Australian Privacy Principles

Equal Opportunity and Anti-Discrimination Acts (state-based), Racial Discrimination Act 1975, Sex
Discrimination Act 1984, Disability Discrimination Act 1992

National Principles for Child Safe Organisations

m  Student Identifiers Act 2014 and Australian Consumer Law
All staff, third parties (if applicable) and learners must also meet the requirements of ASQA, the VET Quality
Framework, the Australian Qualifications Framework (AQF), and other legislation relevant to the courses delivered
— including specific requirements in training packages and MIC's legislation register.

Quality Assurance — Education and Training Operations

MIC complies with all laws relevant to the operation of its training premises, including workplace health and safety
and fire safety regulations, and ensures premises are of adequate size with adequate heating, cooling, lighting and
ventilation.

Education and Training Guarantee

MIC guarantees it will deliver the education, training, assessment and support services needed for each enrolled
learner to complete their course once the appropriate fee has been paid. In the unlikely event that unforeseen
circumstances prevent this, MIC will take all necessary steps to ensure training is completed in line with its
contractual obligations — if MIC ceases delivery of any training, you will receive a refund for the unused portion of
the course or be transferred to an equivalent course with another provider.

Ceasing operation

If MIC ceases to operate, its records are transferred to ASQA in the format and detail specified at the time. The CEO
must advise ASQA within 90 calendar days of the change, facilitate the transfer of enrolled learners to another RTO
with the least disruption, issue appropriate refunds under the Fee Management and Refund Policy, and issue
certificates for completed units. Confidential information remains securely stored.

Principles of Training and Assessment

m A training and assessment strategy (TAS) is developed for every qualification and unit delivered, for full and
partial completion

m Each TAS is developed in consultation with industry representatives, trainers, assessors and key stakeholders

m  Each TAS reflects the training package requirements, identifies target groups, and is validated annually through
internal review

Principles of Assessment

Assessments at MIC give every student a fair and equal chance to demonstrate their skills and knowledge:

m  Fair — clear instructions and expectations before your assessment; reasonable adjustments available for special
needs or personal circumstances
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m  Flexible — assessment can be adapted to your learning style or background: written work, practical tasks or
verbal questions, and recognition of prior learning where applicable

m Valid — assessment tests exactly the skills and knowledge described in your unit of study

m Reliable — results are consistent regardless of who assesses you or when

Rules of Evidence

m  Valid — your work must show the skills and knowledge required for the unit being assessed

m  Sufficient — you must provide enough evidence to prove competence in all parts of the unit; one piece of work
is usually not enough

m  Authentic — the work must be your own, not copied or completed by someone else

m  Current — your evidence must show your skills and knowledge are up to date

Assessment Policy

Assessment plays a critical role in determining competency. For each qualification and unit (including RPL), MIC
ensures: compliance with the training package assessment guidelines; assessment leads to an AQF qualification or
statement of attainment; assessment complies with competency-based assessment principles and informs you of
its purpose and context; the rules of evidence guide evidence collection; the application of knowledge and skills
matches workplace standards; timely and appropriate feedback is given; and every student has access to
reassessment on appeal. Each unit's assessment addresses its performance evidence, knowledge evidence and
assessment conditions.

Preparation and Submission of Assessment

MIC may use these methods to evaluate competency: written and oral tests, workplace assessment, observations,
role-plays, workbooks, written tasks, demonstrations, third-party reports, projects, and other methodologies
aligned to the qualification. Competency is determined from evidence gathered on more than one occasion, not
from isolated events. Work placement may apply to your course — check our website and course materials.
Trainers gather evidence across the duration of the program using a variety of tasks, and you will be consulted so
your learning style is taken into account.

Allowed Attempts and Reassessment

MIC allows three (3) attempts at each assessment task at no additional cost. If you remain Not Yet Competent
(NYC) after three attempts, you may access up to three (3) supplementary attempts, subject to a one-off
Supplementary Assessment Fee of $350 for that unit (see the Fee Schedule). If you remain NYC after the
supplementary attempts, you will need to repeat the unit. Assessment tasks are due by the dates in your training
timetable; work submitted after your course end date is marked only under an approved completion arrangement
and attracts the Late Submission Marking Fee. Refer to the Fee Management and Refund Policy (PP32) and
Assessment Tools and Systems Policy (PP3).

Evidence of competence may include:

Knowledge tests, trainer/assessor observation notes, project work, practical observation, workplace mentor
evaluations, checklists and demonstration of skills.

Work Placement (if applicable)

m  Some courses include mandatory Work-Based Training (WBT), letting you apply your skills in a real industry
setting and meet practical assessment outcomes

m  You must satisfactorily complete all theoretical components and simulated practical tasks of a unit before
commencing the placement component for that unit

MIC | Student Handbook (Domestic) | v1.0 | August 2026 Page 13 of 28



STUDENT HANDBOOK — DOMESTIC

m  MIC helps arrange a suitable placement with an approved workplace, formalised through a signed Work
Placement Agreement, and supports you throughout

m  All placement sites are checked to be safe, supportive and meeting Work Health and Safety requirements; you
receive placement documents, tools and instructions tailored to your qualification and units

m  Your trainer/assessor visits you during placement (generally one visit per 50 hours) and assesses your practical
skills by direct observation and discussion with your workplace supervisor

= WBT is unpaid, and you are responsible for your own travel to and from the placement venue. You must attend
all scheduled placements and maintain professional conduct at all times

Placement hours by course

m CHC33021 Certificate Il in Individual Support — 120 hours

m CHC43121 Certificate IV in Disability Support — 80 hours

m  CHC52025 Diploma of Community Services — 100 hours

m SIT30821 Certificate lll in Commercial Cookery and SIT40521 Certificate IV in Kitchen Management — 48
complete service periods (approximately 192 hours)

SIT50422 Diploma of Hospitality Management and BSB80120 Graduate Diploma of Management (Learning) —
no work placement

Placement timing is set out in your training timetable. Before placement commences you must have a signed
placement agreement, hold any required screening checks (police check, Working With Children Check, NDIS
Worker Screening as applicable), and be Placement-Ready — all theory assessments for your placement units
completed. Your hours are recorded in a logbook signed by your workplace supervisor.

Work-Based Training and completion

Where WBT attaches to certain units, you must complete the full required hours and all tasks at your assigned
workplace. You are only marked Competent for the related units after successfully completing both the WBT and
the required assessment tasks, and a certificate or Statement of Attainment for those units is issued only once the
placement is complete and all competency criteria are met. Refer to the Work Placement Policy.

Assessment Submission

m  Your trainer will set a suitable submission timeframe unless one is stated in your assessment tool

m Complete all details on the Assessment Cover Sheet — name, learner ID, course code and name, signature and
date — or the equivalent details in the LMS

m  Always keep a copy of your completed assessments during your course

Assessment Extensions

You are expected to submit assessments by the scheduled due dates. In genuine, unforeseen circumstances an
extension may be granted; to ensure fairness, every request is assessed carefully.

How to request an extension
m  Submit your request in writing (email the Student Support Officer)
m Provide supporting documentation (e.g. medical certificate, legal notice, death certificate)

m Submit at least 48 hours before the due date, except in emergencies

Unsuitable grounds for extension

Routine employment demands or work travel; moving house; sporting or extra-curricular activities (except state,
national or international representation); holidays or recreational travel; and planned events such as weddings or
celebrations.

Support and contact
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If personal or academic issues are affecting your ability to meet deadlines, contact your trainer/assessor
immediately, or speak confidentially with the Student Support Officer. Repeated extensions and delays can affect
your ability to complete within your planned course duration and may delay your certification.

Additional learning support

If you may need extra support due to disability or a medical condition, language/literacy/numeracy challenges,
cultural background or personal circumstances, or any other learning barrier — speak with your trainer/assessor or
the Student Support Officer. We will implement reasonable adjustments or a personalised support plan.

Attendance, Participation and Course Progress

Your enrolment has a planned completion timeframe, and regular attendance and steady progress are the surest
way to finish on time. For domestic students there is no government attendance or progress reporting; the
expectations below are MIC academic policy, designed to help you complete.

m Attendance is recorded at every scheduled session. MIC uses 80% attendance as its internal benchmark: if your
attendance falls below it, we will contact you early to offer support

m Course progress is reviewed each term. You are expected to successfully complete at least 50% of your
scheduled units each term; if you fall below this, we will invite you to an intervention meeting and build an
Individual Intervention Plan with you — additional tutorials, LLND support, mentoring, a revised timetable or
reduced load, reassessment, or referral to counselling

m  If you disengage from your course entirely — sustained non-attendance and non-submission without contact
despite our documented attempts to support you — MIC may cancel your enrolment. You will always be
notified in writing first and have 28 calendar days (or 20 working days, whichever is longer) to appeal before any
cancellation takes effect

Compassionate or compelling circumstances

If your attendance or progress is affected by serious illness or injury, family bereavement, natural disaster, legal
issues or trauma, speak with Student Support and provide supporting documents — we will adjust your study plan
and support you.

Keeping Records

All intervention meetings, support plans and communication are documented and kept in your student file for at
least two years after you finish or leave the course.

Recognition of Prior Learning (RPL) and Credit Transfer (CT)

MIC's RPL position: MIC does not offer RPL as a standard enrolment or completion pathway, reflecting the
real-workplace assessment requirements of its courses. You are always entitled to apply: every RPL application
received is considered and assessed on its evidence with full rigour, and where appropriate you may be advised —
before enrolment and without disadvantage — that another RTO may be better placed to assess RPL for your
course. Credit Transfer for identical units you have already completed is always available. See the RPL Policy (PP8)
and Credit Transfer Policy (PP5).

You are informed of your right to apply for RPL and CT at pre-enrolment, enrolment and course commencement,
and can apply before the delivery of the relevant units.

Recognition of Prior Learning

RPL recognises competency achieved through formal learning (structured programs leading to an AQF qualification
or statement of attainment), non-formal learning (structured programs that do not lead to AQF certification, such
as in-house professional development), and informal learning (experience gained through work, social, family,
hobby or leisure activities). Apply before or immediately after enrolment — and before facilitated delivery of the
units — so you do not miss learning opportunities if the application is unsuccessful. If RPL or CT is granted, your
training plan and course duration are adjusted and you receive a written outcome letter.
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Credit Transfer

MIC recognises AQF qualifications and statements of attainment issued by any other RTO. CT gives you credit for
previously completed units that are the same as — or officially marked equivalent to, on training.gov.au — units in
your current course, reducing your study load and possibly your course duration. Provide a valid AQF Statement of
Attainment or testamur, or an authenticated USI transcript.

How to apply for Credit Transfer
m Request the Credit Transfer form from Student Support or at orientation (also on our website)
m  Submit the form with your official documents (AQF certificate or USI transcript)

m We verify your documents and unit equivalence and notify you of the outcome; if approved, your training plan
is updated

Transitioning to New Qualifications

Training packages are updated by industry from time to time, and qualifications or units may be superseded,
deleted or replaced. If your course is affected, MIC will inform you as soon as practicable, clearly explain the impact
on your study plan, and manage the transition in line with national requirements so you are not disadvantaged —
you may be transferred to the new qualification or unit, advised of any new requirements, or offered a teach-out
period or alternatives. Notifications come by email or student portal announcement, direct contact from the
Student Support Officer or your trainer, and updated course documentation.

Changing Courses or Withdrawing

As a domestic student you may change courses within MIC or withdraw and enrol with another provider at any
time — no release or transfer approval is required. For an internal course change, complete the Course Transfer
Form (at Reception) with your transcript and reasons; we check course suitability and availability and finalise the
outcome within 10 working days. If you withdraw, submit the cancellation form so we can finalise your records,
issue a Statement of Attainment for completed units, and process any refund under the Refund Policy. You can
appeal any decision through our Complaints and Appeals process.

Access and Equity

MIC is an equal opportunity organisation committed to eliminating discrimination and harassment in its workplace,
its education and training programs, and its services. We provide a fair and equitable learning and working
environment and promote equal access for all learners regardless of gender, sexuality, race, nationality, ethnic
background, age, marital status, religion, pregnancy, political convictions, physical disability or intellectual
impairment. We seek a training environment free from all forms of discrimination and harassment, including sexual
harassment, and foster a culturally safe environment — including for First Nations learners.

MIC has zero tolerance for antisemitism, and for racial or religious vilification of any kind, whether on campus, on
placement or online. Such conduct is treated as serious misconduct and may also breach the Racial Discrimination
Act 1975 (Cth) and the Racial and Religious Tolerance Act 2001 (Vic).

Access and equity covers discrimination, harassment and affirmative action, supported by legislation including:

m  Federal: Age Discrimination Act 2004; Australian Human Rights Commission Act 1986; Disability Discrimination
Act 1992; Racial Discrimination Act 1975; Sex Discrimination Act 1984; Workplace Gender Equality Act 2012; Fair
Work Act 2009

m  State and territory: the Equal Opportunity / Anti-Discrimination Acts of each jurisdiction, including the Victorian
Equal Opportunity Act 2010

Sexual Harassment

MIC is firmly committed to equal opportunity and recognises that this depends on eliminating sexual harassment
from the working and learning environment. Management takes all reasonable steps to ensure staff and learners
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are not subjected to sexual harassment.

MIC provides a working, teaching and learning environment free from racism. MIC acknowledges that people from
non-English-speaking backgrounds and Indigenous people in particular have experienced institutional
disadvantage, racial prejudice and discrimination. We unconditionally reject racist behaviour and are committed to
eliminating racism through training programs that are equitable, accessible and culturally inclusive.

Privacy

MIC staff and contractors collect, store, use and disclose personal information in accordance with the thirteen
Australian Privacy Principles of the Privacy Act 1988, safeguarding confidential information in line with the
Standards for RTOs 2025. Refer to the Privacy Policy. If you have a privacy concern we cannot resolve, you may
contact the Office of the Australian Information Commissioner (oaic.gov.au).

Disability

Staff and learners should be mindful that people with a disability have the same rights and responsibilities as other
members of the community and should be empowered to exercise them — including the right to respect for their
human worth and dignity; to live free from abuse, neglect or exploitation; to realise their capacity for physical,
social, emotional and intellectual development; to exercise control over their own lives and participate in decisions
affecting them; to access information and communicate in a manner appropriate to their communication and
cultural needs; and to services that support their quality of life.

Consumer Rights and Protection

As a fee-for-service student you are a consumer of training services. The Australian Consumer Law (under the
Competition and Consumer Act 2010) gives you consumer guarantees — services provided with due care and skill,
fit for purpose, and within a reasonable time — along with national fair-trading protections, unfair contract terms
law and consumer redress. For consumer disputes that our internal processes cannot resolve, you can contact
Consumer Affairs Victoria (consumer.vic.gov.au) or your state consumer protection agency.

Training Evaluation and Quality Indicators

As part of continuous improvement, MIC collects and reviews feedback each year through the national Quality
Indicators.

Learner engagement

Your feedback on the quality of teaching, learning materials and resources, assessment processes, support services,
the learning environment, and opportunities to participate. All students complete the ACER Learner Questionnaire
at course completion. Completed surveys are reviewed by the Compliance and Quality Assurance team, collated
into reports for management meetings, and acted on; survey records are kept for 24 months.

Employer satisfaction

Feedback from employers who host or employ our students tells us whether students are job-ready, how relevant
the training is, the quality of student performance, and how well we support workplace learning. It is collected
using the ACER Employer Questionnaire, usually after work placement, and annually for the Quality Indicator
summary.

Survey review and reporting

The Compliance and Quality Assurance team collates all responses into a Quality Indicator Summary Report with
key recommendations, reviewed at management meetings. Data for each calendar year is reported to ASQA
through the Quality Indicator annual summary web form by 30 June the following year.
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Your Personal Information and Records

m  Access: you may access your personal information by contacting MIC in writing; access is generally granted
within 30 days

m  Your certification records are retained for 30 years, and you — including as a past student — can request
copies of your AQF certification documentation at any time

m Storage and security: personal information is stored in hard copy under locked security and electronically with
password protection where practical

m Updating: MIC monitors the quality and accuracy of the personal information it holds; you can update your
personal information at any time by contacting MIC

MIC markets its VET products with integrity, accuracy and professionalism, avoiding vague or ambiguous
statements and drawing no false or misleading comparisons with other providers. We never state or imply that
programs outside our scope of registration are recognised by ASQA, and we never guarantee that you will
complete a qualification, complete it in a particular time regardless of your progress, or obtain a particular
employment outcome — no honest provider can. Our advertising and marketing must be true and honest,
accurate, within our approved scope, and approved by the compliance team.

Critical Incidents

A critical incident is a sudden, serious event that can affect a student's wellbeing or safety — a medical emergency,
serious injury, natural disaster, or the death of a close family member. If a critical incident occurs, MIC takes
immediate action to ensure student safety and provides support, including counselling and communication with
relevant authorities and family where needed. Refer to the Critical Incident Management Policy.

Workplace Health and Safety

MIC's policies and procedures ensure staff, students, visitors and guests are provided with a safe environment in
accordance with the Work Health and Safety Act 2011. Refer to the Workplace Health and Safety Policy.

Feedback, Complaints and Appeals — Our Commitment

We encourage you to share your experiences, raise concerns and appeal decisions in a respectful, safe
environment. MIC handles all matters fairly and transparently, confidentially, and without disadvantaging you for
speaking up.

Giving feedback

You can give feedback at any time — verbally to your trainer or the Student Support Officer, using a Feedback
Form (at reception or on the website), or by email to student support. Feedback is recorded in the Feedback,
Complaint and Appeal Register, reviewed for improvement opportunities, and acknowledged (where contact
details are provided) within 2 working days.
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How to Lodge a Complaint or Appeal

Making a Complaint

If you have a serious concern — course delivery, facilities, staff conduct, or a third party delivering services on our
behalf — you can submit a formal complaint:

m Complete a Complaints & Appeals Feedback Form (at reception or on the MIC website) and submit it by email
or in person

m You receive written acknowledgment within 2 working days

m  MIC investigates, consults all parties involved, and invites you to present your case — you may bring a support
person

m  Assessment of your complaint commences within 10 working days of lodgement and is finalised as soon as
practicable

m If the outcome does not satisfy you, you may proceed to an appeal

Every formal complaint is entered into the Complaint, Appeal and Feedback Register, monitored regularly by
management, with the outcome documented and communicated to you, and corrective and preventive action
recorded.

Lodging an Appeal

If you disagree with a decision made by MIC — an assessment result, a complaint outcome, or a decision such as
an intended cancellation of your enrolment:

m Complete a Complaints & Appeals Feedback Form within 28 calendar days (or 20 working days, whichever is
longer) of the decision and submit it the same way as a complaint
= Your appeal is acknowledged within 2 working days

m Your case is reviewed fairly; if you request it, an independent party with no conflict of interest will review the
decision at no or low cost to you

m A written outcome is issued as soon as practicable; if the internal process does not resolve the matter, we
advise you of available external options within 10 working days

External avenues for domestic students
If you remain dissatisfied after our internal processes, you can take the matter further:
m  National Training Complaints Hotline — 13 38 73. A national referral service that directs your training
complaint to the right authority

m  ASQA (asga.gov.au) — you can report concerns about MIC to the national regulator. ASQA uses complaints to
inform its regulation of providers, but does not act as your advocate or resolve individual disputes or refunds

m  Consumer Affairs Victoria (consumer.vic.gov.au) — for fee, refund or service disputes under the Australian
Consumer Law, with tribunal remedies available through VCAT

m Office of the Australian Information Commissioner (oaic.gov.au) — for privacy complaints

If an appeal is resolved in your favour, MIC implements the outcome immediately.

Your rights are protected
m You will never be penalised for making a complaint or appeal
m Your privacy is protected and all decisions are made with procedural fairness within defined timeframes

m  All records are kept securely for at least 2 years after your enrolment ends

What complaints and appeals may relate to
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Complaints and appeals may be made in relation to MIC, its trainers, assessors or other staff; any third party
providing services on MIC's behalf; an assessment or RPL outcome; fees and refunds; or another student of MIC.
Complaints may concern any of MIC's services and activities — application and enrolment, marketing information,
the quality of training and assessment, student progress and support, the way someone has been treated, the
actions of another student, personal safety, customer service and administration, certificates and results, learning
resources, fees and charges, amenities and facilities, discrimination, sexual harassment, or other issues.

MIC's complaints and appeals process is procedurally fair, free from bias, and follows the principles of natural
justice. Complaints and appeals are responded to consistently and transparently; promptly and objectively, with
sensitivity and confidentiality; at no cost to you; and used as an opportunity to identify causes, prevent recurrence
and improve.

Continuous Improvement

MIC constantly improves the quality of its training, support services and operations. We collect feedback through
student surveys and course evaluations, feedback forms, informal conversations with trainers and Student Support
Officers, and written complaints or appeals. All feedback is reviewed by the compliance and management team,
patterns are identified, and improvement actions are recorded in the Continuous Improvement Register. You can
help by completing course surveys and sharing feedback — it keeps your training relevant and improves outcomes
for every student.

Confidentiality and Publication

Personal information provided on a complaint form is used to address the complaint, with access restricted to the
authorised staff assisting. You receive written notification of the outcome, and you may access the personal
information we hold about you by contacting us. This policy is available to all students and staff on the MIC
website.
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Fees and Charges Policy — Domestic Students

MIC is transparent about all fees, charges and refund conditions — you will know exactly what to expect before you
enrol and before you pay any fees. You receive full fee details in your Letter of Offer, this handbook, and our
website. Your fees may include an enrolment/application fee (non-refundable), tuition fees (per course or term),
and other costs such as RPL fees, reassessment and material kits. A detailed fee schedule is available on our website
and in your enrolment documents. All domestic study at MIC is fee-for-service: no government subsidies, training
entitlements or VET Student Loans apply.

The Standards for RTOs 2025 limit the fees an RTO may collect in advance. MIC does not hold a fee-protection
scheme for domestic students, so MIC will never hold more than $1,500 of your fees in advance for your course at
any time. Your payment plan is structured so you pay progressively as your training is delivered — you are never
asked to prepay beyond this limit.

Enrolment/Application Fee = $500 At enrolment — non-refundable (except where MIC cancels
the course before it starts — see the refund table)

Course Tuition Fee Refer website Per course/term — see your Letter of Offer

RPL Fee $150 per unit Non-refundable if a statement of attainment is issued
Supplementary $350 (one-off) 3 free attempts, then up to 3 supplementary attempts subject
Assessment to a one-off supplementary fee

Late Submission Marking $350 (one-off) Assessment submitted for marking after the course end date;
Fee payable before marking commences. Not charged where the

delay was caused by MIC or verified compassionate or
compelling circumstances

Unit Repeat $1,500 Full unit retake
Certificate Reissue $50 On request
Deferment Fee $100 On application
Late Payment Fee $50 Weekly charge per overdue invoice/instalment
Re-enrolment Fee $400 After cancellation of enrolment
Placement Fee Course-specific Where applicable; charged only where set out in your Letter of
Offer
Kitchen Kit $550 (optional purchase from Cookery courses only. You may instead supply your own
MIC) compatible kit. MIC provides your chef's jacket, hat and apron
Debt Recovery Costs Actual third-party costs Only where an unpaid debt is referred for recovery after MIC's

late payment process is completed, and your written
agreement provides for cost recovery

Note: where a full qualification cannot be achieved through RPL and gap training is required, a training plan and
costing will be mutually agreed, priced pro-rata per unit from the scheduled course fee.
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Fee for Service and Payment by Instalments

All MIC qualifications and courses are offered on a fee-for-service basis, with course costs published on our
website. Payment may be made by cheque, credit card or EFT, and enrolments are not processed without payment
of the enrolment fee or an agreed payment plan. Instalment amounts and frequency depend on the course fee and
length and reflect the value of training delivered in each period — and never exceed the $1,500 advance-payment
limit above. If you face financial hardship, MIC will make every effort to propose a payment plan acceptable to you;
all such discussions remain strictly confidential. Instalment arrangements must be made with the MIC office within
two weeks of notification of acceptance.

Re-Issue of Certificates and Material Fees

If you request re-issue of a testamur or Statement of Attainment, MIC may charge the re-issue fee in the Fee
Management and Refund Policy (waivable at the PEO's discretion); any fee must be paid before re-issue. Material
fees and charges may change from time to time — check MIC's website or contact the office for current details.

Refunds are paid directly to the student (to the original payer's account). To claim a refund, complete the Refund
Request Form available from MIC administration, attaching supporting documents:

Course cancelled by MIC (before start) 100% (including enrolment fee)

MIC cannot finish delivering the course Refund of unused tuition fees

Withdrawal 10 or more weeks before start Full tuition refund less 5% or $500, whichever is less
Withdrawal 4-10 weeks before start 70% refund (excluding enrolment fee)

Withdrawal less than 4 weeks before start 25% refund (excluding enrolment fee)

Withdrawal after course starts No refund

Misconduct or abandonment No refund

Refund process
m  Complete the Refund Request Form with supporting documents
m  We review your request and make a decision within 20 working days

m If approved, the refund is paid to the original payer's account; if declined, you receive written reasons and can
appeal

Nothing in this policy removes your rights under the Australian Consumer Law, including its consumer guarantees
for services.

Late payment

Invoices are issued under the payment plan in your Letter of Offer and are due within 7 calendar days. If your fees
are late: a reminder is sent around day 3 after the due date, a warning around day 5, and support options are
offered throughout — if you are facing hardship, contact accounts@montford.edu.au early to discuss a payment
arrangement. If fees remain unpaid at day 15, MIC issues a written notice of intended cancellation of your
enrolment, and you have 28 calendar days (or 20 working days, whichever is longer) to appeal before cancellation
takes effect.

Unpaid fees: if your fees remain unpaid after this process is completed (including the appeal period), MIC may issue
a final written demand and, with the approval of the Principal Executive Officer, refer the debt to a licensed debt
collection agency; reasonable recovery costs actually incurred may be added where your written agreement
provides. Cancellation of your enrolment does not remove your liability for services already delivered, and
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certificates are withheld until all agreed fees are paid.

Cooling-Off Period

If you enrolled through unsolicited contact (such as a phone call or door-to-door approach), the Australian
Consumer Law gives you a 10-business-day cooling-off period: you can cancel without penalty, and we will not
accept payment or start training during this time unless you waive the right in writing. Refer to the Fee
Management and Refund Policy.

Deferral, Suspension and Cancellation of Enrolment

Your enrolment may need to be deferred, suspended or cancelled — at your request, or by MIC's decision for
serious issues. All changes are handled fairly and clearly.

Student-initiated deferral or suspension

You may ask to pause your studies for compassionate or compelling circumstances such as medical illness (with a
certificate), bereavement of a close family member, or a natural disaster. Submit the Deferral, Suspension or
Cancellation Form with supporting documents (deferment fee: $100); we respond in writing within 10 working days
and update your training plan and records if approved.

Student-initiated cancellation (withdrawal)

Submit a cancellation form with your reason. We finalise your records, issue a Statement of Attainment for the units
you have completed, and handle any refund under the Refund Policy.

MiC-initiated suspension or cancellation

MIC may suspend or cancel your enrolment for misconduct or behavioural issues, non-payment of fees, or
sustained disengagement from your course. You will be notified in writing with reasons and evidence, have 28
calendar days (or 20 working days, whichever is longer) to appeal before any action is finalised, and be supported
throughout the appeal. In rare cases of serious risk to your wellbeing or others', MIC may temporarily suspend your
enrolment immediately while still offering you the right to appeal.

Records and appeals

All decisions are documented and stored securely for 2 years. Refer to the Deferral, Suspension and Cancellation of
Enrolment Policy.

Unique Student Identifier (USI)

A USl is required for all nationally recognised training in Australia. It links you to a secure online record of every
qualification you gain from 1 January 2015 onwards, regardless of provider, accessible any time from your
computer, tablet or phone — for example when starting a new job or enrolling with a new provider. MIC cannot
issue certificates or statements of attainment without a US|, so you must supply yours at enrolment; we will verify it
with the USI Registry. Creating a USI is free at usi.gov.au/students/create-your-usi. Your USI is never printed on
your certificate.

USI exemptions

If an exemption applies, you are made aware before enrolment that your results will not be accessible through the
Commonwealth and will not appear on an authenticated VET transcript. Exemption categories include individuals
who completed all requirements before 1 January 2015, and students with a genuine personal objection to being
assigned a USI (grantable only by the Student Identifiers Registrar).
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Learner Rights, Obligations and Responsibilities

Become familiar with the Student Handbook and relevant policies, and comply with them and with legislated
requirements

Respect the working environment of others, follow related policies and procedures, and follow all reasonable
instructions from MIC employees

Conduct yourself responsibly, politely, safely and ethically — with tolerance and respect for others, supporting
equal opportunity, anti-discrimination and health and safety principles — and refrain from abuse towards MIC
employees or other learners

Undertake your studies to the best of your ability, meet submission deadlines, and complete all study in the
required manner, format and timeframes

Submit authentic documentation and your own work, without plagiarising or cheating — where authenticity is
in question, MIC may investigate further by interview or other appropriate means

Cooperate with requests for further evidence, including reasonable adjustments to assessment, confirmation of
document authenticity, and overall confirmation of competency

Consult MIC promptly if problems arise, accept joint responsibility for your own learning, and provide feedback
on courses and services

Adhere to MIC's code of practice, seek approval before using MIC IT equipment, assets or stationery,
encourage equal opportunity, promote an effective learning environment through good personal behaviour,
and respect the rights of others

Assessments must be your own original work. Using another person's ideas, writing or work without acknowledging
the source is plagiarism. Referencing shows you are engaging with the literature in your subject area without
plagiarising. It acknowledges your sources, demonstrates the depth and quality of your research, and lets others
locate the sources you used.

A guide to referencing

Books, newspapers, journals, magazines, theses, conference Yes
papers, reports, pamphlets (published or online)

Case law, legislation, parliamentary debates, treaties Yes

The internet Yes — it is a misunderstanding that internet material needs no
acknowledgement. Use it with caution: it may be unreliable or
out of date

TV, radio, scripts Yes — note the program name and broadcast date

Videos, films, DVDs Yes — specific conventions exist for visual media

Lectures Depends — general knowledge needs no reference; a

lecturer's own idea is referenced to the lecturer; another
author's idea presented in a lecture should be referenced to

both
lllustrations, images, artwork, tables, graphs, programming Yes — acknowledge the source of all non-verbal information
code you use
Quotations Yes — use quotation marks and do not change any words
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Source of information Should you provide a reference?

Paraphrases and summaries Yes — expressing someone else's ideas in different words still
requires acknowledgement

Common knowledge No — information shared by many people needs no reference.
If you are unsure whether something is common knowledge in
your field, provide a reference

Plagiarism, Academic Integrity and Al

Plagiarism is taking the words, theories, creations or ideas of another person and passing them off as your own. It
can be deliberate — copying a passage or pasting from the internet without referencing — or inadvertent, where
you unintentionally repeat information you have read. Academic integrity is taken very seriously at MIC, including
how you use Artificial Intelligence tools such as ChatGPT, Grammarly or QuillBot. All submitted work must reflect
your own understanding, skills and knowledge. Plagiarism can result in failing an assessment or even having to
leave the course. As a student you must submit your own original work, not use Al tools unless approved, and
always acknowledge help you receive from tools, people or websites. Refer to the Academic Integrity and
Plagiarism Policy (Including Al).

Learner Code of Conduct

The Learner Code of Conduct ensures an atmosphere of respect, understanding and professionalism. MIC
celebrates diversity, embraces equal opportunity, and promotes a supportive adult learning environment.

Learner rights — all learners have the right to:
m  Feel safe and welcome at MIC, and be treated with respect and dignity

m  Privacy under the Privacy Act and Australian Privacy Principles — only information necessary to MIC's core
functions is shared without your prior consent

Be free from bullying and harassment (including sexual harassment), online or during any MIC training activity
Receive fair and equitable training and assessment, and services without discrimination

Complain without fear or recrimination

Be provided with, and have access to, MIC policies, procedures and learner rights

Learner responsibilities — as a learner you will:
m Be responsible for your own study program and actively participate in the learning process
m Treat staff and fellow learners respectfully, courteously and with consideration, respecting their privacy and
safety
m Respect MIC equipment, resources and facilities
m  Respect the right of other learners and staff to hold their own opinions, and welcome the diversity of learners
in your course

Sanctions, including suspension or expulsion, may apply where learners fail to conduct themselves appropriately —
always with written notice and appeal rights.

Unacceptable and Inappropriate Behaviour

m Harassment is any behaviour that is not asked for, not wanted, not returned, and likely to create a hostile or
uncomfortable environment — humiliating, intimidating or offending

m Sexual harassment is illegal and will not be tolerated by MIC
m  Bullying includes intimidation; physical harm or emotional distress; threats, name-calling or derogatory
comments about age, gender, race, religion or sexual orientation; deliberate isolation from groups, information

or opportunities; undue pressure and impossible deadlines; and emotional hurt inflicted through email, phone
or text
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Discrimination and Harassment

MIC has zero tolerance for any form of discrimination or harassment. We foster an environment where all VET
students feel safe and valued regardless of background, disability, gender or beliefs; First Nations learners are
supported through culturally appropriate, inclusive training practices; all students have equitable access to support
and complaint resolution; and reports of discrimination or harassment are addressed swiftly, fairly and
confidentially.
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Qualifications, Certificates and Completion

Learners who complete all requirements of their training program receive a nationally accredited certificate;
learners who complete part of the program receive a Statement of Attainment for the units achieved. MIC issues
AQF certification only to individuals who have been formally assessed as competent under the training package
rules; have completed either the full qualification or one or more units before withdrawing; have met all agreed fee
payment requirements; and whose student and assessment records have been verified. Certification is issued within
30 calendar days of completion of assessment, subject to these conditions. Certification records are retained for 30
years, and you can request a copy of your certification documentation at any time — including after you have left
MIC (a reissue fee may apply).

Each course has an allocated completion timeframe, discussed at enrolment and set out in your training plan. If you
do not complete your qualification or units within the allowed timeframe, MIC may cancel your enrolment (with
written notice and appeal rights); if you have partially completed, you receive a Statement of Attainment for the
units in which you are competent, and your records are updated accordingly.

Exit point and certification

You may exit your course at any time. If you have been assessed Competent in one or more units, you can request
a Statement of Attainment at any point before completing the full qualification. On successful completion of the
entire qualification you receive the certificate for the qualification and a Record of Results listing all units achieved.
For help understanding your completion timeframe or current progress, contact your Student Support Officer or
trainer.
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The Australian Qualifications Framework and Lifelong Learning

The Australian Qualifications Framework (AQF) provides a comprehensive, consistent framework for all
qualifications offered nationally in post-compulsory education and training, and aims to encourage lifelong
learning. It gives individuals better scope to progress through levels of education and training by improving access
to qualifications, clearly defining avenues for achievement, and promoting national and international recognition of
Australian qualifications.

The AQF commits to flexible, transparent and systematic learning pathways and to removing boundaries between
educational sectors. Its goals include bringing school, VET and higher education qualifications into a single
comprehensive system of titles and standards; supporting flexible pathways between sectors and lifelong learning;
encouraging parity of esteem between academic and vocational qualifications; and underpinning national policies
on quality assurance, articulation and credit transfer. Graduating from MIC or another AQF provider can qualify you
for entry to university.

A qualification is the first step to a rewarding career, or advancement in your existing career or workplace
You receive a nationally recognised industry qualification
You gain knowledge and skills that let you develop a career path

Each training program is tailored to your training and personal development requirements, with a personal
training plan reflecting your skill development needs
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