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SYDNEY INTERNATIONAL
ENGLISH COLLEGE

The program includes the following sessions:

Placement Test Mondays only

9:00 — 2.00pm

Class begins AM Students:
8:45 am the following day

PM Students:
4.15pm the following day

Sydney International English College

<Liverpool Street>
Address: Level 6, 127 Liverpool St, Sydney, NSW 2000
Tel: +61 (2) 9264 0073/9264 0079 Fax: +61 (2) 9264 0087

Email: info@siec.com.au Website: www.siec.com.au
Postal Address: P.O Box 242, Chatswood, NSW 2057, Australia
ABN: 17 121 012 940 / CRICOS Provider Code: 02871C
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The Academic Manager and teachers would like to thank
you for choosing our college and we hope the
Orientation information assists you in settling in during
your stay.
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Welcome to Sydney International English College!

SIEC Time table

Morning Session

8:45 Class
10:45

Break
11:00 Class
13:00

Lunch
14:00 Special skills
15:00 Classes

Pm Session

16:15 Class
18:15

Break
18:30 Class
20:30

Plan Your Day around Your Classes!

+ Remember why you are here: This is your best chance to study English.
Coming to class on time means getting more practice which means improving
more!

¢ Plan your breaks: What can you do in 15 minutes? Think of 3 things. What
can you not do in 15 minutes? Think of 3 things. If you come back late from
break, you hurt your classmates!

+ Schedule your life around your class: Don’t get a job that ends after class
begins! Set your alarm for the same time every day. If you can’t wake up for
your alarm, get a new one!

«» English is a skill, not information: There is no super study session for English.
The only way to get better is to practice!




SIEC Grievance Procedures

Counseling on matters ranging from private concerns to living and academic issues is available to students studying at SIEC. Students need to fill out
a counseling form at reception. Students are welcome to bring a friend or support person to any meeting. SIEC follows the “National Code of

Practice” and therefore SIEC must commence the process within 10 days of the lodgment of an appeal or complaint. SIEC must finalize the
process as soon as possible.

Attendance Matters Accommodation issues
Letter of Release (Home Stay or

Refund Request Shared Accommodation)
Deferring or
Suspending Enrolment

Academic Matters Personal Matters Personal Welfare Legal Advice
(ie. Change of class, (ie. Personality Conflicts) (Mental & Physical (Referral to appropriate bodies)
Further Study) health)

Administration officer
City Campus

-

Contact Details Not Solved
City Campus Academic Manager Principal Administrator

Level 6, 127 Liverpool St y

Sydney, NSW 2000 A M4

9264 0073 / 9264 0079

Not solved:
Kevin Choi Solved
Managing Director

Emails
Principal Administrator

(siecadmin2@siec.com.au
(Academic Manager)

(dos@siec.com.au)
Kevin Choi .
(admin@siec.com.au) ACPET Consumer Complaints

Suite 12, Level 14, 329 Pitt (Department of Fair Trading)

Street, Not Not .| P.O. Box 972 Parramatta NSW 2124
Sydney NSW Australia D Solved Solved Tel: 133220,

Ph: (02) 9264 4490 City office: Mckell Building

Fax: (02) 9264 4550 2-24 Rawson Place
E-mail: nsw@acpet.edu.au Sydney NSW 2000
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College Policies

Attendance Monitoring Policy

(Student Visa Holders)

It is the responsibility of the student to remain aware of the conditions of their
visa and visa subclass to register for an SIEC course after the student has taken the
letter of offer to DIAC for approval. According to the Department of Immigration and
Citizenship (DIAC), “to be granted a student visa, you must provide evidence that
satisfies the assessment factors applicable to you. Assessment factors include your
financial ability, English proficiency, likely compliance with the conditions of your
visa and any other matters considered relevant to assessing your application.”

All overseas students on a student visa must:
e Maintain a minimum of 80% average course attendance
e Have satisfactory academic performance at every stage of their course

Students not maintaining these conditions will be warned and subsequently reported to DIAC
via the Provider Registration and International Students Management System (PRISMS). Additional
information on student visa issues is available on the DIAC Internet site at
http://www.immi.gov.au.

Unsatisfactory Attendance

As a Student Visa Holder, you are required to attend all classes and any other activities for
which attendance is compulsory. Teachers will record your attendance at, or absence from, classes
on a class roll at the beginning and end of each session. The class rolls will be checked every week
by the administrator.

If, owing to compassionate circumstances, you are unable to attend a class or tutorial,
you are required to notify the Administration/Teacher of your absence, by telephone 9264 0073
immediately and you must submit written evidence as to why.
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How to record your attendance on the attendance record sheet

The attendance record sheet is broken down into sessions and requires an indication of attendance
twice per session. It means that we mark your attendance four times a day (each 2 hours before and
after break time)

Symbol in Session Box Meaning

\ Means present first hour(no later than 15mins arrival)

Means second hour(no later than 15mins into the hour)

Means full attendance at 2-hour study period with arrival no
later than 15 mins into the lesson

Means did not attend

Late arrival greater than 15 minutes will result in losing
one hour of attendance.

<+*When full attendance is not maintained:

1. When a student’s projected attendance falls below 90%

A “1st Warning Letter’ will be given informing the student of their projected attendance &
the need to ensure they maintain 80% attendance level for the course. It will be delivered to the
student in person or will be sent by either email or post. This letter also contains the
consequences of not achieving a projected attendance of 80%.

. When a student’s projected attendance falls below 85%

A 2nd Warning Letter’ shall be sent indicating the student is required to organize an
appointment with the Principal Administrator to discuss their poor attendance record and
strategies to ensure they stay above 80% for the course.

3. When a student’s projected attendance falls below 80%




The student shall be sent a ‘Breach Recorded Letter of Intention to Report to the DIAC’
indicating that they are going to be reported to the DIAC for unsatisfactory attendance for their
course of study.

Students are also informed of their ability to access the appeals and complaints process and have
20 Working Days to do so.

If the student does not go through any appeal or complaint process within 20
working days, the report shall be submitted via PRISMS. The student shall also
be sent a ‘Breach Reported Letter’ notifying him/her of the action taken.

The main method of giving students attendance warning letters is in person; however, SIEC
also uses different methods to contact students if they cannot be met at the college. In these
circumstances, SIEC sends attendance warning letters via post or email and contacts students
via telephone to notify them of such warnings. Consequently, students who change their
contact details, such as address, email or phone number MUST inform the college of such
changes within 5 days of the change.

SIEC does not take any responsibility for the consequences of a
student’s failure to contact administration regarding these changes.




Holidays and Extended Leave Policies

Holidays/vacation

than 12 weeks long. In special circumstances, leave may be granted to students
studying at SIEC for less than 12 weeks. Students should apply for holidays at least
one week in advance. Holidays will not be granted retrospectively.

Generally, holidays are only available for students whose courses are more ??

1) The length of the holiday is automatically added to the end of your course.
2) See the administration for your holiday application.

3) Holidays can only start the following Monday.

4) All public holidays are counted as course days and will not be re-accredited.
5) Holidays for emergencies must be presented to the DOS or staff

Deferring, Suspending of enrolment Policy:
(Student Visa Holders)

At SIEC, a student can defer or suspend enrolment due to compassionate and compelling
circumstances. Compassionate or compelling circumstances are situations that are generally beyond
the control of the student and that have an impact on the student’s course progress or wellbeing.
These could include, but are not limited to:

o serious illness or injury, where a medical certificate states that the student was unable
to attend classes;
o bereavement of close family members such as parents or grandparents (Where
possible a death certificate should be provided);
major political upheaval or natural disaster in the home country requiring emergency
travel and this has impacted on the student’s studies; or
a traumatic experience which could include:
= involvement in, or witnessing of a serious accident; or
= witnessing or being the victim of a serious crime,
and this has impacted the student (these cases should be supported by police or
psychologists’ reports).

Please complete the “Deferring, Suspending of Enrolment Request Form” at reception if
you need to do so.




Academic Policies

Assessment Policy

On the first Monday of every month, students will have their English
language skills formally assessed. The purpose of the tests is to
monitor students’ ongoing academic progress. The result of the
monthly test is one of the tools used to determine if a student is ready
to move up. Students will also be assessed through homework,
journals, in-class participation, activities, and attendance.

Speaking 25%
Listening 25%
Reading 25%
Writing 25% | Journals |

Remember: Students are meant to spend a minimum of 8 to 12
weeks at each level. Scoring well on one test means you’ve
mastered one month of class materials, not three!

Level up Transfer policy

When students have experience with all of the material in a class and have shown progress and
potential, they will be placed at a higher level.

The ability to demonstrate the skills being taught at that level

A consistent record of homework, in-class participation, and attendance

Your teacher’s recommendation

The academic manager’s confirmation that you can be successful at the next level

Students may ask the academic manager to be placed at a higher or lower level. The academic
manager will,

o0 Interview you and give you a moderating written test
0 The academic manager will still meet with your present teacher to discuss your
results and request.

Students are not placed at a higher level unless they go through this process.




English Only Policy (EOP)

Students may not speak any other language in class other than English unless they are
permitted to do so by their teacher.

Failure to observe this rule will result in a warning letter. Remember that everyone in the
class has paid to study and practice English.

Your classmates need you in order to improve. Using another language, even just to get a

vocabulary word will hurt your English as well as theirs. Use class as an opportunity to practice
English all the time.

Mobile Phones in Classrooms

All mobile phones need to be switched off or on vibrate when students attend lessons. If a
student is expecting a call for employment, family illness or any other call which is considered
critically important, the student needs to inform the teacher of the possible call before class. The
student is to take the call outside of the classroom.

The teacher must mark students absent for long phone calls taken during class. Students
receiving calls during class often will be given a warning letter.

Remember the Mission

It is our goal as teachers and as a school for you to learn English and achieve your goals. All of our
academic policies are in place to make sure you successfully learn English.

Coming to Australia is the perfect opportunity for you to use English in real life and to pick up skills
to help you in your life and career. Always remember your goals!




Administration Policies

Certificate Policy

When students have completed their studies at SIEC, they will be given a certificate of
attainment. Students must have:

All students must maintain
Attendance a minimum of 80%
regardless of visa

Students will receive a
certificate from the previous
level attended until they have

studied at the current level
for a minimum of 8 weeks.

A minimum of 8 weeks in
a level

While a minimum of 80% of attendance must be maintained to obtain a certificate, SIEC will
use its professional judgment where students have achieved at least 70% of attendance and faced the
following compassionate or compelling circumstances:

o serious illness or injury, where a medical certificate states that the student was unable
to attend classes;
o bereavement of close family members such as parents or grandparents (Where
possible a death certificate should be provided);
major political upheaval or natural disaster in the home country requiring emergency
travel and this has impacted on the student’s studies; or
a traumatic experience which could include:
= involvement in, or witnessing of a serious accident; or
= witnessing or being the victim of a serious crime,
and this has impacted the student (these cases should be supported by police or
psychologists’ reports)

Change of Contact Details Policy

Students who are changing or have changed their contact details (phone number,
postal address, e-mail address, etc.) need to inform SIEC of this change and provide
updated information to SIEC so that they can be contacted when necessary.

SIEC cannot be held responsible for the consequences of students’ failure
to inform them of changes to their contact details.




Student ID Card Policy

You can get a Student ID Card from reception. Give reception a passport-sized photo of
yourself with your first and last name on the back. The Student ID Card offers many discounts to
public events, movies, museums, and more; however, it does not provide discounts for public
transportation in the city.

Accommodation

SIEC can assist you with finding accommodation, including home stays and shared rooms.
See administration for details. Also keep an eye on the student billboard in the student commons;
students often post shared rooms for rent, but be aware that the school does not participate in these
arrangements.

Further Study in Australia

The Academic Manager can advise you on any ideas you may have regarding further studies
in Australia. This can include universities, university applications, certificates, or vocational courses.
Just ask to see the academic manager if you have any questions regarding these matters.

Administration Service Fees

SIEC administration also offers the following administration services to
students. Please note that these costs are due to our costs for materials and
equipment.

Items Fee Charge
$0.20 per page
$0.40 for double sided copy
$1.00 per page for sending locally
$5.00 per page for sending
internationally
$1.00 per page for receiving
Re-issue student ID card $15.00
Laminating $1.00 per page
Re-issue Attendance Certificate $5.00 per issue
At no cost for the first issue
$20.00 for re-issue
Re-issue Academic record report $20.00 per issue
Re-issue Verification Letter $5.00 per issue

Photocopying

Facsimile

Statement of Attainment




Living and Studying in Australia

How can | improve my English skills?

Participate actively in classroom activities — If you are passive and shy you will
not improve your speaking skills — Don’t be shy, — TRY'!

Do ALL of the homework and assignments

Come to class every day!

Attend the Special Skills Classes, they are designed to work on your specific
problems

Join in supervised group activities

Speak English while you are at the college

Share accommodation with English-speakers or people who cannot speak your
language

Join the local library, it’s free!

Read English publications (e.g.: newspapers -The Telegraph, The MX magazines
& books)

Listen to the radio

(Suggested stations: R&B = 106.5, Rock = 104.9, Pop = 104.1)

While you are in Australia DO NOT:

Stand or squat on toilet seats. If you do not want to sit on the toilet, buy toilet seat
liners.

Spit in public — spitting in public is VERY impolite and spreads diseases.

Leave the bathrooms dirty. They don’t like dirty bathrooms any more than you do!
Leave water on bathroom surfaces.

Throw cigarette butts or rubbish on the street; not only does this make the street ugly,
but it also can get you a very expensive ticket!




Students must meet the following responsibilities:

Students must abide by all Australian Federal Government and NSW state government
laws, rules and regulations.

Students must arrive on time for class in order not to be marked absent (students are considered
absent if more than 15 minutes late).

Students should not cheat off or copy other students’ work.

Students must not disrupt classes by making noise or speak in their native language.
Students must be treated fairly and courteously by other students and staff

Consuming food and drink in the classroom or at the computers is not permitted

Smoking and drinking alcohol are not permitted inside the college.

Students must not damage college property or premises.

Please remember that misbehavior can lead to expulsion from the college and your enrolment

will be cancelled if your misbehavior is inappropriate or your conduct seems to endanger
people at the college.

Students have the Right:

To be granted all rights and protection to which they are entitled under all Australian Federal
Government and NSW State Government laws, rules and regulations.
To be provided all classes and courses for which they have enrolled.
Not to be disrupted in classes by other students or by staff.
To be treated fairly, respectfully and courteously by other students and staff.

. To meet with the student counselor (or DOS) if they have difficulties while living in Sydney and
studying at the College.

Teachers have the Right:

To be granted all rights and protection to which they are entitled under all Australian Federal
Government and NSW State Government laws, rules and regulations.

To be treated fairly, respectfully and courteously by other students and staff.

To request disciplinary action be taken against students who continuously disrupt the class or
make the other students feel uncomfortable in class.
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Useful Information

Emergency and Helpline Phone Numbers

Emergency number: 000
For Police, Ambulance, or the Fire Brigade
You must know the address where you are at the time of the emergency.

Interpreting Service: 131 450

24 hours Crisis Emergency Contacts 131 881
Lifeline - 131 114

Salvo Care line — 9331 6000

Salvo Suicide Prevention / Crisis Line — 9331 2000
Salvo Youth Line — 9360 3000

Sexual Assault

NSW Rape Crisis Centre — 9819 6565 or 1800 424 017
Eastern and Central Sexual Assault Service — 9515 3680
Crisis Service — ask for afterhours crisis workers — 9515 6111

Alcohol and Drug Counselling
Alcoholics Anonymous (24hours) — 9799 1199

Victims of Crime Support Line
24 hour information, support and referrals — 9374 3000

Emergency Accommodation
Women’s Refuges — referral to a women’s refuge — 9560 1605

After Hours Medical Help
George Street Medical Centre
308 George Street, Sydney
Phone: 9231-3211

Medical Insurance

Medibank Private

Shop 9.15 World Square, 644 George St Haymarket
Phone: 132 331

Mon to Fri 10 am ~ 6 pm, except Wed 10:30-6pm Sat 10:30 am ~ 2:30 pm

Police

Town Hall Police Station
483 George Street, Sydney
Phone: 9265-9189 OR 000




Australian Websites

http://www.whereis.com.au — Searchable online Sydney maps
http://www.whitepages.com.au — Australian White Pages
http://www.yellowpages.com.au — Australian Yellow Pages
http://www.xe.com/ucc/ - Currency Conversion
http://www.cityrail.nsw.gov.au — Trains
http://www.sydneybuses.nsw.gov.au — Buses and ferries
http://www.131500.com.au — Transport Info Line
http://www.realestate.com.au — Finding Accommodation
http://www.domain.com.au — Finding Accommodation
www.flatmate.com.au- Finding Accommodation

Active Lifestyle Information

Library

NSW State Library

Macquarie Street, Sydney

Phone: 9273-1414

Hours: Mon to Thurs 9 am ~ 8 pm; Fri 9 am ~ 5 pm; Sat to Sun 10 am ~ 5 pm

Sports

Sydney University Sports & Aquatic Centre
Darlington Road, Darlington, NSW

Phone: 9958 5799;  Hours: 5:30 am ~ 10 pm

Post office

General Post office

Shop 10, 48 World Square Shopping Centre
644 George St Sydney

Opening Hours: Mon to Fri 9 am ~ 5 pm

Banks—Get a bank as soon as possible and sign up for a bank card!

Westpac: 242 Castlereagh St Sydney

St George: 11/55 Market St, Sydney

ANZ: 205 Castlereagh St Sydney

National: 134 Liverpool St Sydney

Commonwealth: Cnr Liverpool St & Castlereagh St Sydney
Hours: Mon to Fri 10:00 am ~ 4 pm

Department Of Immigration & Multicultural Affairs
Sydney CBD Office:  Ground Floor, 26 Lee Street, Sydney
Counter Hours: Mon to Fri 9am ~ 4pm; Wed 9am ~ 13:30pm

We hope you enjoy your studies at SIEC. Thank
you!
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Appendix 1.

SYDNEY INTERNATIONAL
ENGLISH COLLEGE

Change address & Contact details for student visa holder

Family Name:
Given Name:
Nickname:

Current Class:

Old Address New Address

Suburb Suburb

Postcode Postcode

Old contact number(Landline or mobile) New contact number(Landline or mobile)

» Please inform SIEC of any changes to your address or contact details by filling in and submitting
this form at reception




Appendix 2.

SYDNEY INTERNATIONAL
ENGLISH COLLEGE

Student Recognition of SIEC Policies

All students are to complete this on day 1

I, , understand all SIEC policies including

(Print your name)
the Attendance, Mobile Phone Use, and English Only Policies and hereby promise to abide by them
and accept all consequences arising out of their fair and reasonable application.

I understand that the use of mobile phones or computers during class is not permitted. The use of
either mobiles or computers is both impolite and disruptive. If a student disregards a valid request
regarding the use of either of these electronic goods, the student may be expelled from the college
without a refund following two warning letters.

I will not hold Sydney International English College responsible for any personal physical injuries or
damage to property outside of the hours of the classes and excursion times or if | choose to leave the
official program and do personal activities for whatever reason.

I understand that these policies are put in place to protect me and ensure the best possible learning
environment for all concerned.

Name

English Name

Signed

Date
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