
Student  
Handbook 
2023/2024



OverviewContent
Who is this handbook for?
There are three Registered Training Organisations 
(RTO) in the Open Colleges Australia group:

Open Colleges Pty Ltd  
(RTO 90796)

Your Life Health  
and Learning Inc.  
(Open Colleges School of Health)  
(RTO 40049)

Integrated Care & Management 
Training Pty Ltd  
(ICM Training)  
(RTO 90197)

This handbook covers all students enrolled 
with Open Colleges Pty Ltd and ICM Training in 
Nationally Recognised Courses.

For students enrolled with Open Colleges School 
of Health, you can find your student handbook 
here. For students enrolled in a Short Course, 
please refer to the Terms and Conditions of your 
course for more information.

Looking for information?
In this Student Handbook you’ll find a 
wealth of information about studying  
with Open Colleges, including:

1. An overview of Open Colleges

2.  Key contact information if you  
need assistance

3.  How to plan your studies  
and study effectively

4.  How to get involved with our online 
student community

5.  What support is available during  
your studies

6.  Your responsibilities as a student  
at Open Colleges

In addition, you can find all our policies that 
will apply during your studies with Open 
Colleges on our website under Key Student 
Information. You should take time to familiarise 
yourself with these, as they may contain the 
information you’re looking for. On that page, 
you’ll also find commonly used forms.

Good luck!
We wish you every success with your studies.
If you ever get stuck, remember that your goals will help you 
stay motivated, so remind yourself everyday why you decided to 
study. Now that you’re ready, don’t let anything get in your way!

We’re here to help and support you on your learning journey with 
us and we want to see you succeed.
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Welcome to  
Open Colleges
Our purpose and mission
Open Colleges’ goal is to help people improve 
their lives through learning and close the gap 
between education and employment.

We’re passionate about reducing barriers of 
entry to employment, by assisting learners and 
workers to upskill and retrain through increased 
choice of programs, greater flexibility. This is 
underpinned by delivering our courses through a 
scalable and user-friendly technology platform.

Our history
Open Colleges is an innovative leader in online 
learning with a proud history spanning over 
a century. Long before the creation of the 
internet, we were already pioneering distance 
education methods.

Our origins trace back to the International 
Correspondence Schools (ICS), which was 
established in Pennsylvania, U.S.A., in 1891.

ICS formally commenced operations in Australia 
in 1910, providing educational opportunities to a 
wide range of people. This makes Open Colleges 
Australia’s first distance education provider.

While our name may have changed over the 
years, we’ve always strived to stay ahead of the 
curve and provide our students with the most 
up-to-date learning experiences possible.

In 2011 we became Open Colleges, signifying a 
new era in our long history. Since then, we’ve 
educated more than 450,000 students. And 
now, we’re proud to welcome you to the Open 
College student body.

Open Colleges today
Today, Open Colleges is at the forefront of online 
learning in Australia and is one of the largest 
private online registered training organisations in 
the country.

Online learning has grown significantly over 
the last decade reflecting the shift in industry 
expectations and the increased accessibility 
provided by digital platforms. Given our history we 
were at the front of this shift, and this has been 
pivotal in allowing us to build rich and meaningful 
experiences early on to catering to the evolving 
needs of students and industry.

At Open Colleges, we’re committed to our 
students. This means that we’re always looking 
for new ways we can enhance our students’ 
learning experience. As technology continues to 
evolve, we’ll continue to look for innovative and 
exciting ways to help our students improve their 
lives through education.

This is an exciting time for online education, and 
we’re glad that you’re a part of it.

What courses does  
Open Colleges offer?
We offer two different types of courses  
that will enable you to launch, change  
or accelerate your career:

• Nationally recognised training

• Non-accredited (including short) courses.

Nationally Recognised Training

We offer Certificate and Diploma level courses that 
are nationally recognised under the Australian 
Qualifications Framework (AQF). The AQF includes 
specific standards for courses at different levels.

The advantages of studying a nationally 
recognised qualification are:

•  You’ll gain a qualification that has been 
developed in consultation with industry.

• Your qualification will be recognised by 
industry across Australia.

• You’ll be able to obtain credit or advanced 
standing towards further studies.

•  You can be assured that these courses 
meet quality standards as they are closely 
regulated by government agencies.

We also offer statements of attainment and Skill 
Sets that can help you develop extra skills or 
prepare you for further study, including to meet 
pre-requisites for enrolment in some Diploma 
level courses. These courses are not considered 
a full qualification under the AQF but are still 
considered to be Nationally Recognised and will 
give you completed units of competency that you 
might be able to get credit for in later studies (see 
the section on Pathways, Credit Transfers and RPL 
for more information).

Non-accredited courses

We also offer courses that are designed to 
increase your knowledge. These courses are non-
accredited, which means they are not nationally 
recognised as they do not assess competency 
under the AQF. On completion, you’ll be issued a 
Certificate of Completion for the course.
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Student rights  
and responsibilities
When you enrol with Open Colleges, you agree to abide by your 
Student Agreement, which includes following our policies and 
procedures and paying all your course fees.
Your Student Agreement also includes a declaration that all the information you have provided is 
complete, true, and correct; and that you have provided us with all information that may impact on 
your ability to study and complete the course (such as any pre‐existing condition or disability).

Student Code of Conduct
We have expectations of all our students in respect to the academic 
integrity of their assessments and general behaviour within the course, 
including students undertaking Structured Workplace Learning.

Integrity in academic work

• Conduct themselves honestly and in 
compliance with Open Colleges’ policies.

• Not engage in plagiarism or cheating.

• Actively participate in the learning process.

• Behave ethically, avoiding any action or 
behaviour that would unfairly disadvantage or 
advantage either them or another student.

• Ensure their learning activities are conducted 
safely and do not place others at risk of harm, 
including abiding by all ethics requirements.

• Be familiar with the programs and resources 
available to assist them in completing their 
course with Open Colleges.

Equity and respect

• Treat all Open Colleges’ employees, 
Trainers and Assessors and other students 
with courtesy, tolerance and respect.

• Respect the rights of others to express 
political and religious views

• Not engage in behaviour that is obscene, 
dangerous or offensive to others.

• Not engage in behaviour that is unlawful, 
discriminatory, harassing, or bullying.

• Not engage in behaviour that is perceived 
to be threatening or intimidating.

• Not behave in a way that disrupts or 
interferes with any teaching or learning 
activity of Open Colleges.

Open Colleges’ resources and reputation

• Use and care for all Open Colleges’ resources in a lawful and ethical manner.

• Ensure their actions or inactions as a student do not harm, or bring into 
disrepute, the Open Colleges’ reputation or good standing.

• Not misuse technology or communications facilities in a manner which is 
unlawful, or which will be detrimental to the rights and properties of others.

• Not engage in any fraudulent or corrupt conduct.

Suspected breaches of Code of Conduct

If there is a suspected breach of our Code of 
Conduct, we will investigate the allegation and will 
inform the student of the allegation in writing and 
provide any evidence available to Open Colleges 
(where appropriate). The student will be provided 
ten business days to respond.

Following this, if it is determined that the student 
has breached the Student Code of Conduct, then 
we may, at our absolute discretion:

• Issue a written formal warning to the student.

• Issue a “Not Yet Satisfactory” or “Not Yet 
Competent” grade for the assessment or unit.

• Suspend the student’s enrolment in the 
course for a defined period of time.
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• Cancel the student’s enrolment in the course.

• Any other action or sanction deemed 
appropriate.

• Where the alleged breach may involve criminal 
behaviour such as fraud, we are obliged to 
refer the matter to the appropriate authorities 
such as the Police.

Infringing copyright

Copyright infringement occurs when an individual 
inappropriately reproduces a work that is 
protected by copyright. A copyright owner is 
entitled to take legal action against a person who 
infringes copyright.

You must not use another person’s work without 
acknowledgement (see also the section on 
plagiarism) and must respect the copyright of 
owners and authors of works. This includes using 
words, pictures, graphics etc. However, you are 
permitted to make a copy of published work for 

Plagiarism

Plagiarism is when someone deliberately copies 
another person’s work, words or ideas and 
attempts to pass it off as their own, without 
proper acknowledgement. This is why academic 
referencing is very important.

Plagiarism is taken very seriously at Open 
Colleges, and it will not be tolerated as it’s 
considered academic fraud. We have a number 
of measures and tools that we use to detect 
plagiarism, including monitoring of websites that 
share assessments.

When suspected, plagiarism may result in serious 
consequences for your studies, as outlined in the 
Student Code of Conduct.

When submitting an assessment which requires 
uploading, you are required to provide a 
declaration that the assessment is your own work.

the purpose of research or study. This is called 
fair dealing and a reasonable guide to fair dealing 
would be: one article in a periodical; two or more 
articles (if they relate to the same subject matter); 
and up to 10%, or one chapter, of a book.

All of your course materials are the property of 
Open Colleges (or licensed by Open Colleges). You 
must never provide these materials to any other 
party, including any course sharing websites that 
are used to sell assessments and study resources. 
This may result in you being in breach of the 
Student Code of Conduct.
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Supporting  
your studies
Information about your course

If you are looking for information about your 
course, we recommend that you refer back to 
the course guide that was part of your enrolment 
documentation, or you can refer to the current 
course page on our website. Please note that our 
course page may have been updated since your 
enrolment.

Student Success

Our Student Success team will be with you every 
step of the way, from enrolment to graduation. 
They’re here to help you get the most out of 
your online course. They can assist by providing 
non-academic support - like helping you craft an 
achievable study plan so that you can graduate 
in a realistic timeframe. If you’re finding it tough 
to stay motivated throughout your course, 
they’ll be there to help keep you on track.

IT skills

Studying online requires a basic knowledge 
of IT skills such as word processing, saving, 
uploading, and printing documents, online 
navigation and communication skills, and 
general computer use. These skills are also 
vital in most contemporary workplaces.

The specific hardware and software 
requirements as well as computing skill 
requirements for your course were outlined 
in your course guide.

If you need any IT assistance during your 
studies, contact the Student Support team.

Numeracy skills

Our Student Support team are always here to help 
if you’re experiencing any challenges with online 
learning or need some guidance on building your 
study skills. You can book in an appointment with 
the Student Success team through OpenSpace, or 
by contacting the Student Support team.

Learner support

By enrolling with Open Colleges, you’ve  
already shown yourself to be a motivated, 
independent student!

Our courses are designed to reflect 
adult learning principles that honour 
your independence as well as the skills 
and knowledge you’ve already gathered. 
However, we all need a little help sometimes, 
so we’ve provided some guidelines about 
where you can find additional resources to 
assist you during your studies.

Student Support

Student Support is the primary contact point 
for all the administrative information you need 
with your enrolment. They can also help you to:

• Update your personal details, including 
your USI

• Help you out with any applications,  
like extensions, course transfers  
and cancellations

• Understand your progress in your studies 
e.g. number of assessments left

• Confirm upcoming key dates like your 
course expiry

They are also the first point of contact for all 
enquiries and can point in the right direction 
should you need any assistance.

General study skills

Online learning gives you tremendous flexibility. To make best use of this flexibility, be aware 
of your goals and your schedule to keep motivated. Take some time early on in your course 
to discover the range of resources available that can help you develop good study skills, so 
you use your time as productively as possible. Take a look at our Guide to Goal Setting and 
Time Management and contact your Trainer and Assessor for more help. Keep engaged with 
student forums as well and consider finding a Study Buddy to help maintain your motivation.

Trainers and Assessors

At the core of supporting you with your 
studies are our team of Trainers and Assessors. 
Each course has Trainers and Assessors that 
are qualified in the subject matter, possess 
in-depth and current industry knowledge and 
experience, and hold the qualifications to 
deliver the training and assessment to you.

Your Trainers and Assessors are your primary 
contacts for all issues related to your learning 
materials and assessments within your 
course, and you can contact them through 
OpenSpace or via Student Support.

Academic Support Officers

Our Academic Support Officers are there to 
help you with administrative and practical 
issues related to Structured Workplace 
Learning, and in relation to Credit Transfers 
and Recognition of Prior Learning.

Our Academic Support Officers can provide 
support, advice, and resources to help 
you find your work placement when you’re 
having difficulties.

If you need academic support, then your 
first point of call is the Student Support 
team. Many queries can be solved directly 
by this team and if your question is more 
complex, they will assist you by triaging 
your query with our Academic Support team.

Education support
During your studies our Education team is here to help out, this includes:
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Our online  
learning platform

OpenSpace is Open Colleges’ virtual 
campus. OpenSpace is an interactive 
learning environment that lets 
you access your course materials 
anytime, anywhere. All you need is a 
device and an internet connection!

OpenSpace
OpenSpace provides a wide range of services that are essential to your online 
learning experience. In OpenSpace you can submit assessments, access your course 
materials, check your grades and access our online libraries.

Features of OpenSpace

• Be notified about any updates  
about Open Colleges or your course

• Access the Student Lounge or Support 
Centre, including FAQs

• Submit an enquiry to either your Trainer 
and Assessor or Student Support

• Submit your assessments  
(quiz/ short answer or upload)

• View your grades and course

• Access your learning materials

• Upload and manage your assessments

• View your assessment feedback  
and grades

• Create and manage your online profile, 
change your password, and set your 
messaging settings

• Send and manage your messages  
with your Trainers and Assessors

• Find a study buddy

• Access student discussions

• Apply for extensions (where applicable)

OpenSpace is designed to support the needs 
of our students and the requirements of our 
Certificate III, Certificate IV and Diploma programs. 
This means we have different versions of 
OpenSpace dependent on which course you’re 
enrolled in with Open Colleges – OpenSpace and 
OpenSpaceX. Your course guide will tell you if 
you’re enrolled in OpenSpaceX.

Our virtual campus – OpenSpace

Meeting  
learner needs
Access and equity principles

OC is committed to providing materials and 
services to all learners that are inclusive, 
accessible, fair and equitable by applying  
the following key principles:

• Ensuring courses, assessment tasks and 
support services are accessible to all learners.

• Ensuring all learners have an equal 
opportunity to progress through their course 
and graduate.

• Providing for reasonable adjustments, 
where appropriate under training package 
requirements.

• Establishing and maintaining courses, 
assessment tasks and support services 
that address the requirements of the 
learning community and that abide by anti-
discrimination laws.

• Encouraging inclusive practices and using 
inclusive language to avoid discriminating, 
devaluing or demeaning people of any age, 
gender, race or culture or minority group in 
our society.

• Ensuring the learner environment is free of 
harassment and bullying and encourage fair 
treatment of all individuals.

• Having policies and procedures in place 
that address and resolve learner complaints 
relating to unfair treatment, discrimination 
and harassment or bullying.

Reasonable adjustment

It’s important that you have disclosed any 
disability as part of your enrolment in your 
course. This enables us to determine if you’ll need 
additional support or assistance with your study.

We’ll take reasonable steps to enable students 
with a disability to participate in study/ education 
on the same basis as students without a 
disability and will do this through our reasonable 
adjustment process. You can find out more about 
this in our Reasonable Adjustment Policy and 
Information Sheet.
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Getting the most out of OpenSpace

Course information, study materials and 
assessment uploads will be required by all 
students. But if you want to get the most out of 
OpenSpace, consider what you can contribute as 
part of a general online community and in terms 
of the other students specific to your course.

Here are some ways OpenSpace can help 
you make the most of your online learning 
opportunities: • access the Student Support 
Centre, - a hub for student information and 
resources, including how-to videos, forms, FAQs, 
relevant policies and procedures, communication 
tools and study tips. Get to know your fellow 
students through messaging and posting in your 
course discussions.

By getting involved and interacting with your 
fellow students, you’ll create a feeling of 
community. Forums are a great place to try 
out ideas and benefit from the contributions 
and feedback of others. Understanding other 
students’ experiences and ideas can help to 
generate new ways of thinking for yourself. And it 
can also help you in those times when you need a 
push in the right direction to stay motivated.

Both students and the Open Colleges team can 
post announcements and create discussion 
topics in OpenSpace. In many courses, engaging 
in the discussion is part of your recommended 
learning activities or assessments.

OpenSpace forums

Course discussions form part of our online 
community in OpenSpace. In your course 
discussion, you can get to know other students 
in your course, share suggestions and study tips, 
as well as benefit from the exchange of ideas on 
topics covered in your module or course. Get onto 
your course discussion and introduce yourself 
today –you’re a welcome member of the Open 
Colleges community!

OpenSpace forums etiquette

Just keep in mind that like any online environment, 
there is some basic etiquette to follow to ensure 
all our students (and our team) can participate in 
a secure, respectful and open community.

When you take part in a discussion, keep it to the 
topic. A lively exchange of ideas and opinions is 
encouraged, as long as the contributions stay 
respectful and considerate. Try reading through 
previous posts to get a clear sense of how the 
conversation has developed and what has already 
been covered.

We will not tolerate any behaviour which is 
contrary to our Code of Conduct in our online 
community. Please refer to the Student rights 
and responsibilities section for more information 
about the expected standards of behaviour, and 
what could happen if this is not met.

OpenSpaceX
In November 2021, we were excited to launch 
the next evolution in our virtual campus, 
specifically designed for some of our 
Certificate III and Skill Sets students*.

In OpenSpaceX you can:

Access resources about your studies, including 
a copy of this handbook, links to our key 
policies, information about work placement etc.

• Submit your assessments  
(all completed online)

• Access your learning materials

• Submit and manage your assessments

• View your assessment feedback and grades

• Access a link to book time with your  
trainer and assessor

We are continuing to see what other exciting 
functionality we can bring to OpenSpaceX 
in the future. Where we talk about generally 
about OpenSpace in this Student Handbook, we 
mean both OpenSpace and OpenSpaceX, unless 
stated otherwise.

* OpenSpaceX is used for Certificate III in Individual Support (all streams) for 
new enrolments after 1 November 2021, BSB30120 Certificate III in Business 
(all streams), CHC32015 Certificate III in Community Services and SIR30216 
Certificate III in Retail. Skill Sets include CHCSS00081 Induction to Disability 
and CHCSS00088 Induction. New courses will be added.

How to get started?

The first time you log in to your course, you 
may feel a bit overwhelmed. Many people say 
that the hardest part of undertaking any type 
of study is actually getting started. But don’t 
worry, we’ve got plenty of help available to get 
you up and running. 

1.  We recommend booking an appointment with 
the Student Success team, if you have any 
questions or concerns about your studies or 
how to get started.

The Student Success team can help you with 
things like: 

• Getting started in OpenSpace 

• Tips for staying motivated and  
managing your time accessing  
and using academic resources 

• Setting a study plan

• Learning, literacy and numeracy support.

2.  Read the course overview or course guide. It 
covers what to expect in your course including 
the learning outcomes, assessments, work 
placement requirements (if any) and the types 
of support available to you while studying.

3.  Access your course materials – these will 
contain a number of readings and activities to 
complete. The activities are designed to test 
your knowledge of the course content and help 
prepare you for your assessments. Once you’re 
confident in your skills and knowledge, you can 
move on to the assessments, which you’ll then 
submit for assessment.

What if I need help? 

Like any other new environment, familiarity takes 
time. Early in your course, look around OpenSpace 
to get a clear sense of what it contains. 

For our students in OpenSpace, the best place 
to find answers to your questions is in the FAQ 
sections. We’ve compiled a list of the most 
frequently asked questions from students and 
provide comprehensive answers to each. The FAQs 
should be your first port of call for any enquiries.

For OpenSpaceX students, we will be continuing 
to develop FAQs.

If you can’t readily find an answer or are in 
OpenSpaceX, you can submit an online enquiry 
to the Student Support team or give them a call 
and they will respond as soon as possible. We 
endeavour to respond to student queries within 3 
business days.
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Learning materials, 
assessments, and  
work placement
Learning materials

Your online learning content is your core learning materials. Dependent on your course, you 
may also have textbooks/ eBooks, kits or other resources (as outlined in your course guide) 
that are required for your course. These are what we call mandatory materials, and we may 
supply some of these (where indicated), or you may be required to purchase these yourself.

Your online learning materials are in OpenSpace  
and include (indicative, varies by course):

• Learning activities – these are tasks 
and exercises to help you gain a clear 
understanding of the learning content. 
These activities will enhance your 
learnings and unless you have prior 
knowledge and skills in the subject, your 
learning will be at a disadvantage if you 
do not complete these activities before 
starting your assessments.

• Case studies –by helping you develop 
advanced analytic and problem-solving 
skills, case studies let you explore options 
and solutions to complex issues and 
situations, and to apply these to your 
workplace and life.

• Discussions – online discussions let you 
create, develop and consolidate new 
meaningful knowledge with your fellow 
students (for OpenSpace users only).

• Readings – recommended and required 
readings generally consist of articles from 
newspapers, journals, blogs, professional 
publications or books. Readings may 
also include copies of legislation or 
government reports.

• Videos – these resources cover a range 
of topics from industry standards 
to practical demonstrations that will 
enhance your learning experience.

• Research – this is when you search for 
information related to your studies. It is 
an organised investigation into a given 
subject or topic to establish facts and 
reach new conclusions.

Assessments at OC

Your assessments are an important part 
of your course and must be completed 
in order for you to progress through your 
course and to receive your qualification. 
Assessments form an important part 
of your learning experience and help 
you consolidate and integrate new 
knowledge. This involves gathering, 
consolidating and discussing evidence 
about your learning.

To be awarded your qualification, you 
must demonstrate that you’ve achieved 
all the units of competency that 
make up the qualification. Evidence of 
competence is assessed through your 
assessment tasks and, for some courses, 
workplace assessments.

We use four primary types of 
assessment in our courses, and these 
will vary from course to course, and are 
generally outlined in your course guide:

• Quizzes

• Written assessments

• Video demonstration/ role plays

• Projects

• Workplace assessments

We also use assessments for the 
purposes of Recognition of Prior 
Learning (RPL) if you’re applying  
for this.

Quizzes

Quizzes contain a range of questions such as 
multiple choice, true/false, matching, and fill in 
the blanks. These assessments are designed so 
that you can test your knowledge to guide you 
on when you may be ready to move on to your 
practical assessments.

Written assessments

You’ll encounter a variety of written assessments, 
including short-answer questions, scenario-based 
case studies, and written reports.

Video demonstration/ role plays

For video demonstration, you’ll be required 
to record yourself (using a video recorder or 
the OpenSpace video upload functionality) 
undertaking a defined scenario or role-play 
using skills developed during the course, module, 
or study period. In some cases, you’ll need to 
arrange other participants to assist with their role 
play. Any other participants must be over 18 years 
and will need to sign a consent form.

Projects

Projects contain a practical element to the 
assessment and can contain tasks such as 
building a portfolio of evidence or completing 
a presentation. This assessment may include 
written questions where you will need to provide 
more information about why you completed a 
task in a specific way.

Workplace assessments

Where your course has Structured Workplace 
Learning (SWL), workplace assessments are a core 
part of SWL. These are done in conjunction with 
your workplace supervisor, through video (such 
as Zoom) or by having an Open Colleges’ Assessor 
visit your workplace.

If your course has SWL, you will not be able to get 
credit for work you have completed until you have 
completed some of your SWL hours and workplace 
assessments.

Information about the workplace assessments 
for your course are in the Workplace Assessment 
Guide in your version of OpenSpace.

Verbal (oral) assessments

Sometimes you may be required to participate 
in a structured interview with your Trainer and 
Assessor, based on criteria shared in advance, 
if we need to further assess your skills and/ or 
knowledge.

Recognition of Prior Learning (RPL)

RPL is the recognition of knowledge and skills 
acquired through previous work experience, 
education, training and life experiences. The RPL 
process matches knowledge and skills to the 
learning outcomes of a course to determine any 
possible credit for study units.

Please refer to the section in this handbook on 
Pathways for more information on RPL.
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Submitting assessments

All of your assessments (unless otherwise stated) 
will be submitted via OpenSpace. Please do not 
send your assessments by post unless you’re 
directed to.

If you’re required to upload an assessment 
into OpenSpace (or submit via email/ post), we 
require all students to keep a copy of their 
assessment for their own records. We do not 
return assessments, and this also ensures you 
have a copy in case something happens when you 
submit it.

If you have any concerns or questions about 
your assessment submission, you can contact 
your Assessor. Please note that our Trainers and 
Assessors do not review draft submissions of 
assessments, but they’re happy to answer any 
questions you may have as you progress through 
completing your assessment.

You can withdraw your assessment from 
submission at any time prior to your Assessor 
accessing your submission for grading (not 
applicable in OpenSpaceX).

Submission errors

For students in OpenSpace, if your assessment 
submission has an error, it will be either marked 
as Incomplete (if it is missing components or has 
not been completed in full) or Submission Error if 
you’ve submitted the wrong document or there 
are errors in the file, and it cannot be accessed by 
your Assessor.

This is not applicable for students in OpenSpaceX 
as all your assessments are completed within your 
virtual campus, no uploading is required.

Assessment grading

Grading options vary by course, but all 
assessments will be graded as Satisfactory or 
Not Yet Satisfactory. We do not use letter grades, 
or terms like distinction, high distinction. At a 
unit of competency level, the grades used are 
competent or not yet competent.

An overall assessment grade is calculated 
based on the weighted average of the individual 
components of the assessment.

We will endeavour to grade assessments in 10 
business days for most courses, however actual 
timeframes will depend on Assessor workload, 
absences, etc.

Appealing a grade

To submit an appeal, you’re required to complete 
the Assessment Appeal Form (located under 
Forms on our Key Information for Students page) 
and submit it as instructed.

You’ll need to provide a detailed reason as to why 
you feel the grade awarded was not satisfactory 
and attach a copy of your assessment with the 
feedback from your Assessor so that it can be 
reviewed.

All appeals must be received within 10 days from 
when you first received the grade.

Assessment resubmission

If you receive a Not Yet Satisfactory assessment 
result, your Assessor will have provided feedback 
as to why it was graded this. Before you resubmit 
the assessment, you must review this feedback 
and address the outstanding issues. You can also 
contact your Assessor if you need to discuss it in 
further detail.

When you feel you have made all suitable 
amendments, you can resubmit the assessment.

For the third (and each subsequent) submission 
of any assessment (including portfolios) where 
grade of ‘Not Yet Satisfactory has been awarded, 
students are required to pay a resubmission 
fee. This fee is outlined in our Schedule of 
Administrative Fees.

This does not apply to multiple choice 
assessments and quizzes, or for students in 
OpenSpaceX.

Structured Workplace Learning (SWL)

SWL is an important component of some of 
the nationally recognised courses delivered by 
Open Colleges. Where SWL is required, this is a 
mandatory in order to complete your course 
overall, and also many of the units of competency 
within the course.

SWL requires students to undertake part of their 
learning experience in the workplace and provides 
students with the opportunity to enhance 
their practical skills in a supportive workplace 
environment and develop valuable local networks 
within their chosen field.

SWL involves evaluating and assessing the 
performance of a student’s range of practical 
skills, under actual workplace conditions, and 
repeated occasions. This helps you ensure 
that you’re job ready when you graduate.

Your Course Guide and the Workplace 
Assessment Guide/Work Placement Overview 
(in OpenSpace) contain the specific details 
about the work placement requirements for 
your particular course.

It’s also important that you familiarise 
yourself with our Work Placement Policy, and 
what it means for you as it is important to plan 
ahead for this component of your studies.

Academic referencing guide

In any kind of formal study, proper referencing 
is required to clearly document the sources 
you used in your research. Referencing is used 
to validate your argument and to give readers 
additional material they can use to further 
their own research.

While academic referencing is a good practice 
and a useful skill, Open Colleges only requires 
formal academic referencing for its Certificate 
IV and Diploma level courses. Open Colleges 
uses the Harvard System style of referencing 
which uses in-text references.
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Mandatory materials Pathways, Credit 
Transfers and RPL

Changes to your course

Course materials

In some courses, students are required to supply 
their own required materials, uniforms, tools or 
textbooks that they will need for their course. We 
call these Mandatory Materials.

If this applies to a course, then you’ll find it is 
listed under the Mandatory Materials section in 
the applicable Course Guide.

It is the student’s responsibility to ensure they’ve 
purchased the Mandatory Materials and in a 
timely manner, as failing to do so may mean you’re 
not able to complete the required assessments or 
will be delayed in progressing in the course.

In some instances, we will provide specifications 
for the Mandatory Materials. It is important you 
follow these specifications.

Pathways

There’s more than one way to get into university!

If you’re looking to continue your studies at 
university and complete a degree, then we  
can help.

Open Colleges has established a range of 
articulation pathways with a number of reputable 
Australian higher education providers. When you 
study an eligible course with us, you’ll be granted 
an agreed amount of credit into nominated 
courses on application with the university.

Articulation doesn’t just act as a potential 
pathway into university—it could also save you 
time. In some cases, you could take up to 18 
months off a Bachelor degree.

Even if university isn’t part of your plan now, 
things could change later on down the track. 
You never know where your path might take you. 
Having an Open Colleges qualification under your 
belt could provide you with further study options 
in the future.

Your education journey is just beginning. Unlock 
your potential and discover how our courses can 
help you pursue a university degree.

Please note, articulation pathways are at the 
discretion of the university offering it, and subject 
to change. You should check the university’s 
website for any changes to applicable courses 
and credit available. Eligibility for credit does not 
guarantee admission, and the final decision to 
admit a student sits with the university.

Credit Transfer

Credit Transfer is the awarding of credit for a 
unit (or units) of competency attained from 
another Registered Training Organisation, 
where the unit of competency is the same 
as one in an Open Colleges qualification. 
Credit transfer can significantly reduce the 
time it takes to complete your studies.

As a Registered Training Organisation, we’re sometimes 
required to make changes to an existing course (or units 
of competency within a course). 
We may also make a business decision to stop delivering a course or make 
changes to a course (or part of it). Our focus with course changes is to ensure 
our students can continue their studies with as little impact as possible.

Our Course Change Policy provides more information about what happens 
when changes to a course are required.

We will need to verify your transcript for 
your previous studies, and you can do this 
by providing us access to your USI record of 
study (preferred) or by providing us with a 
certified copy of your transcript from the 
previous Registered Training Organisation.

Please refer to our Credit Transfer & 
Recognition of Prior Learning Policy for  
more information, including how to apply  
for Credit Transfer.

Recognition of Prior Learning

Recognition of Prior Learning (RPL) is an 
assessment-only pathway of determining 
the competence of a student, which has 
been acquired through formal learning, non-
formal learning and informal learning.

If RPL is awarded, you’ll be able to reduce 
the amount of time you need to study and 
you could graduate sooner. It will also mean 
you’re not repeating skills you have possess.

We will only grant RPL where we are satisfied 
that the evidence supports an assessment 
of competency, taking into account the 
requirements of the particular unit/s of 
competency. We may require a student to 
complete an additional assessment/s to 
ensure competency can be demonstrated 
prior to the issuing of any AQF certification 
documentation.

Please refer to our Credit Transfer & 
Recognition of Prior Learning Policy for more 
information, including how to apply for RPL.

Open Colleges may provide suggestions 
(under the Mandatory Materials section) on 
where specialty items can be purchased from, 
however we provide this as a suggestion only, 
and have no responsibility for any order you 
place with these suppliers.

Uniforms for work placement

If your course includes work placement and 
you’re required to wear a uniform, this is usually 
a polo shirt. Students are responsible for the 
cost any uniform required for work placement.

You’ll receive additional information about this 
as part of your work placement  
approval process.
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Certificates & 
documentation
Once you have successfully completed all assessments and 
work placement (where applicable) and successfully complete 
all units of competency associated with your qualification, you’ll 
be eligible to graduate and will be issued your documentation.

What documentation will you receive?

For an AQF qualification (including a Skill Set),  
you will receive the following documentation:

• Your testamur (or certificate), which certifies 
that you have successfully completed the 
qualification in full.

• Your academic transcript, which provides you 
with the list of units of competency (with their 
code) that you have successfully completed.

For a Statement of Attainment, you will receive an 
academic transcript, which provides you with the 
list of units of competency (with their unit code) 
that you have successfully been awarded.

Incomplete studies

If you do not complete all of your qualification 
before your enrolment expires, you’ll receive 
a Statement of Attainment for any unit of 
competencies that you have been awarded.

Please note that if you’re enrolled in a course that 
included SWL then for the majority of your unit 
of competencies, you must have also completed 
the work placement in addition to the written 
assessments before you can be awarded the unit 
of competency.

Unique Student Identifier (USI)

We are unable to issue any documentation 
to you if we do not have your USI on your 
records. Please refer to the section of this 
handbook on Important Information for 
more details about your USI, including how 
to get one and how to update us with it.

Timeframe for issue

Once you have completed your course, 
we will issue your certification documents 
within 30 days. These will be posted in the 
mail, so please ensure that your contact 
details are up to date. Please wait the 30-
day timeframe before contacting us to 
follow up on your documentation.

Note: Open Colleges will be transitioning 
to digital certification documents in 
mid-2022, and these will then be issued 
electronically only. Students will be able 
to request a printed certificate after this 
time by contacting Student Support, 
subject to payment of the applicable fee.

Replacement documents

Should you require replacement documentation 
after it was initially issued, please contact Student 
Support. Fees may apply, as set out in our Schedule of 
Administrative Fees.

Altering your documentation

It is fraudulent to alter or change a transcript or 
testamur after it has been issued by the Registered 
Training Organisation. We may refer this to the NSW 
Police and/ or deal with the matter under our Student 
Code of Conduct.

First Aid Certificates

Some courses include one of the following First Aid 
units (or any unit that supersedes these units):

• HLTAID009 -  Provide cardiopulmonary resuscitation

• HLTAID010 - Provide basic emergency life support

• HLTAID011 - Provide First Aid

• HLTAID012 -  Provide First Aid in an education  
and care setting

You will need to complete these units by attend training 
in person at a Registered Training Organisation (RTO) in 
your area. Once completed you will need to provide us 
with a verified copy of your Statement of Attainment 
for the First Aid Certificate, and we will then grant 
you a Credit Transfer for the unit in your course (at no 
additional cost).

First Aid Certificates are generally only current for 1-3 
years and must then be renewed. The renewal date will 
be listed on it.

At the time of your graduation from your course with 
OC, your First Aid Certificate must still be current. We 
are unable to issue your testamur if it is not current, 
and you’ll be required to obtain a new First Aid 
Certificate to complete the course.IMPORTANT 

Outstanding course fees/ charges 

You’ll need to ensure that you have paid all outstanding balances  
with Open Colleges before you can be issued your documentation.
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Unique Student 
Identifier (USI)

Student  
finances

Your Unique Student Identifier (USI) is your individual education 
number for life, regardless of what institution you study at. 
It also creates an online record of your Australian training 
achievements obtained after 1 January 2015 on the USI Registry.

If you have not provided us with your USI at 
the time of enrolment, you need to provide 
this to us within 30 days. Your access to your 
course might be restricted if we don’t receive 
it in this time. If you don’t have a USI then we 
can assist you in obtaining one – you just 
need to contact Student Support.

Your personal details that you provide us at 
the time of enrolment need to match your USI 
personal details (especially your name), so it is 
important you keep both of these up to date.

Additional or administrative fees

There may be some additional charges or fees 
payable during your enrolment as set out in our 
Schedule of Administrative Fees e.g. for a course 
extension, for assessor travel to your workplace, 
for replacement documentation or for work 
placement fees.

These fees and charges are reviewed on a yearly 
basis and are subject to change.

Mandatory materials

You are also responsible for the cost of 
purchasing any mandatory materials (as detailed 
in your Course Guide) required for your course, 
and the cost of uniform for work placement 
(where required).

Ensuring your fees are paid

Ensuring that you pay your course fees by their 
due date, and not letting these go into arrears, 
is one of your key contractual obligations as a 
student with Open Colleges.

A failure to pay your fees by their due date, 
including the due date of any instalment amount, 
may result in you not being able to continue your 
studies, have access to OpenSpace nor allow you 
to have access to our services (including support 
and assessment marking).

If you’re in arrears with an amount equivalent 
to three or more instalments, then the total 
outstanding balance of your course fees will 
become payable immediately.

We are unable to issue a transcript, testamur/ 
certificate or Statement of Attainment if you have 
any amounts owing to Open Colleges at the time 
you complete your studies. Once these amounts 
are cleared, we will issue the documentation.

Instalment or payment plans

If you have chosen to pay your course fees 
through a payment plan, then this is plan is 
through Debitsuccess and their terms and 
conditions apply. You will need to contact them in 
relation to your payments.

It is your responsibility to ensure that on the due 
date for any direct debit payment, clear funds are 
available in your nominated account to meet the 
direct debit payment. Otherwise, Debitsuccess 
may apply a fee for dishonoured payments.

Unpaid fees

If your course fees remain unpaid and we (or 
Debitsuccess) have been unable to arrange 
payment with you, the outstanding balance may 
be referred to an external collection agency for 
recovery. If this occurs, you may be liable for 
further collection costs charged by such agency.

Centrelink

Some Nationally Recognised Training 
qualifications are approved by Centrelink (but 
excluding our Diplomas) and will qualify students 
to receive an allowance while they are studying. 
You will need to contact Centrelink to determine 
your eligibility.

If you’re not eligible for assistance, you will need 
to pay your course fees. Please note, if you are 
approved by Centrelink then your course study 
hours and duration will be updated, and this will 
be detailed in your Confirmation of Enrolment.

Without your USI we are unable to issue you with 
your certificate, testamur or a statement of 
attainment. We will also be unable to report any 
completed units of competency against your USI.

You can learn more about the USI, including 
how to create a USI or find an old USI, on the 
official website.

Once you’ve obtained your USI, please provide 
it to us so we can add it to your enrolment by 
emailing usisupport@opencolleges.edu.au.

Your course fees are set out in your Confirmation of Enrolment.
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Extensions, deferral, special 
consideration & cancellation
Extension and deferrals

We recognise that, due to personal 
circumstances, you may require additional time 
to complete your studies beyond the maximum 
course period for your enrolment. Our Extension 
& Deferral Policy and your Student Agreement 
sets out the grounds on which we will provide an 
extension or deferral.

You must apply for any extension or deferral 
before the expiry of your enrolment.

Please refer to the Extension & Deferral Policy 
(which is located on our website under Key 
Student Information), including for details on how 
to apply for an extension or deferral.

Special consideration

If a student is experiencing circumstances out 
of their control (e.g., serious illness or ongoing 
personal trauma or hardship ), then we have a 
Special Consideration Policy.

If you’d like to make an application for special 
consideration, then you must contact us soon as 
you become aware of any circumstances that will 
impact on your ability to complete your studies.

An application for special consideration cannot 
be made after the expiry of an enrolment.

Cancellation

We recognise that there are times where a 
student does not wish to continue with their 
studies with us. Your Student Agreement and 
our Cancellation and Refund Policy sets out your 
rights to cancellation (including refunds). If you 
decide to cancel your enrolment, you must notify 
us in writing, via email or by using our Cancellation 
Form.

A student’s right to cancel their enrolment 
(including the right to a refund) is always subject 
to their rights under the Australian consumer law.

Student issues and complaints
We strive every day to provide a 
high-quality student experience at 
Open Colleges, across our support 
services and our education delivery, 
and are always looking for ways to 
be better. If you have a problem or 
are dissatisfied with any aspect of 
your experience with Open Colleges, 
then please bring this to our 
attention so we can address it.

In the first instance, please discuss the situation 
with your Trainer and Assessor, or with Student 
Support to ensure that we can resolve it with 
you efficiently and effectively.

If you have an issue or concern you should 
contact your Trainer and Assessor (if it relates 
to your assessments or learning) or our Student 
Support team to have this addressed and 
resolved promptly and informally. They can 
escalate the issue or concern to the appropriate 
area for feedback and/ or resolution if necessary.

Where this is not successful, we have a formal 
complaint management process, and our 
Complaint Policy provides you with information 
on how we manage student complaints.

We are committed to the timely, fair and 
equitable management of complaints.

Important information
Your Student Agreement

When you enrolled with us, you were sent, 
and signed, our Student Agreement. This is 
sometimes also called the terms and conditions 
of your enrolment.

This is an important document as it sets out 
your obligations and rights in relation to your 
enrolment with Open Colleges. By signing the 
Student Agreement and enrolling with us, you’ve 
acknowledged that you have read it and agree to 
be bound by the terms of it. Open Colleges is also 
bound by the terms of the Student Agreement.

Privacy

We are committed to handling your personal 
information in accordance with the Australian 
Privacy Principles set out in the Privacy Act 
1988 (Cth) and Open Colleges’ Privacy Policy. 
The National VET Data Policy Privacy Notice 
also applies to your enrolment. In our Privacy 
Policy, we let you know exactly how we use 
your information, what your rights are and 
what our commitment is to you.

You can opt out of marketing communications 
from us at any time by contacting Student 
Support. However, you are unable to opt out 
of communications in relation to your course 
and/ or enrolment with us.

If you have any questions about this,  
please email our Privacy Officer at:  
privacy@opencolleges.edu.au

Authorised contacts

For privacy reasons, we cannot discuss your 
enrolment or course with anyone other than 
you. However, you can authorize a third party to 
act on your behalf in relation to your enrolment, 
or to have access to your information so that 
we can discuss it with them.

You will need to complete the Third-Party 
Authority Form which is located in the Forms 
Section of our website, including the scope of 
the authority and send it to us in advance.

On this page you’ll also find other information like:

• Our Student Code of Conduct, which applies 
to all students.

• The Schedule of Administrative Fees, which 
set out any administrative fees that may  
be payable.

• Details of the support services we provide.

• Debit Success terms and conditions.

• Common forms for applications like  
Third Party Authority and Complaints.

Please be advised that we will update these 
policies and forms from time to time.

Keeping your details updated

If you change your personal details (including 
address, email or phone number) then you need 
to notify us within seven days. We may need you 
to provide proof of the change e.g., name change. 
When you change your details with us, please 
also ensure you update the USI Registry. As we 
communicate with you via email you must maintain 
a current email address during your enrolment.

Policies and forms

We have a number of policies that might apply 
during your studies with us, including Course 
Transfers, Course Changes, Extensions, Privacy, 
Recognition of Prior Learning & Credit Transfer, 
Cancellation & Refunds, Complaints, etc. You 
can find this information on our Key Student 
Information page on our website.
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Need to contact us?
If you need to get in contact with 
Student Support, you can do this  
by email, phone or live chat:

Live Chat:

Via our website or OpenSpace

Hours: 9am – 5pm AEST/AEDST every day 
(excluding public holidays)

Note: Live Chat may not always be available

Email:

studentsupport@opencolleges.edu.au

Phone:

1300 650 011 (inside Australia)

+61 2 8209 4108 (outside Australia)

Hours: 9am – 5pm AEST/AEDST weekdays 
(excluding public holidays)

Other key contact information:

Trainers & Assessors:

Contact through OpenSpace messaging or for 
OpenSpaceX, by contacting Student Support

Hours: vary dependent on Trainer and Assessor

Academic Support: General Academic Support 
Enquiries: via Student Support Credit Transfer/ 
RPL application: rplct@opencolleges.edu.au SWL 
Support: workplacement@opencolleges.edu.au

Student Finance:

1300 520 354

Hours: 9am – 5pm AEST/AEDST weekdays 
(excluding public holidays in NSW)

NB: If you’re paying by payment plan, you’ll need 
to contact Debitsuccess to discuss your payment 
arrangements. 

Mail:

Our mailing address is:

P.O. Box 1568

Strawberry Hills NSW 2012

NB: Please do not post in assessments as these 
need to be submitted via OpenSpace unless 
otherwise stated. All applications/ forms also 
need to be submitted via email.

Open Colleges on social media

Don’t forget to follow our social media accounts to find out about events, 
industry news, student achievements, and important announcements. 

Like, follow, or join in the conversation on the pages below:


